Village Policy: LPD-10
Date Approved: March 26, 1990(Resolution #90-11)
Revised: December 17, 1997 (Resolution #97-41)

Revised: April 28, 2008 (Resolution #2008-17)

POLICY TITLE: Personne] Policies for Village of Howard Emplovees
AUTHORIZATION: Village Board Resolution #2008-17
POLICY STATEMENT:

WHEREAS, the Resolution 97-41 amended the written Personnel Policies (referred to as
“Policies” or “Policy”) for Village Employees covering Sections 1-16 as follows:

1. Definitions. 9. EmployeePerformance Evaluations.
2. Non-Discrimination Policies. 10.  Hiring Procedures.

3. Sexual Harassment. 11.  Employee Files.

4, Employee Status. 12.  Grievance Procedures.

5. Working Conditions. 13. No Paymentin Advance.

6. Employee Conduct and Behavior. 14.  Pay Ranges/Job Classification.

7. Leaves. 15. Working Agreements.

8. Other Fringe Benefits. 16.  Specific Job Duties

WHEREAS, since adoption of Resolution 97-41, the Village has amended its rules by adding a
Family and Medical Leave Policies; and

WHEREAS, the written Policy for Village Employees benefits the operations, government and
good order of the Village and the health, safety, welfare and convenience of the public; and

WHEREAS, an amendment to the existing Policy is needed periodically to address changes in
federal, state and village laws, ordinances and regulations; and

WHEREAS, this resolution will be adding an introduction and amending numerous sections
of the Policy;

NOW THEREFORE, BE IT RESOLVED, that the Village Board of the Village of Howard,
Brown County, Wisconsin, hereby approves and adopts the attached Amended Personnel
Policies document this 28t day of April, 2008.

Burt R. McIntyre
Village President

Joshua Smith
Village Administrator/Clerk
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Intro ion.

This Personnel Policy contains employment policies, procedures, rules and regulations of the
Village of Howard (the “Village”). It has been prepared to acquaint all employees with these
Policies, procedures, rules and regulations, and to provide for the orderly and efficient
operation of the Village. It is the employee’s responsibility to read and become familiar with
this information and to follow the policies, procedures, rules and regulations contained in this
manual. If an employee has any questions regarding the policies or matters which are not
covered in these Policies, please direct them to your supervisor.

The provisions set forth in these Policies may be altered, modified, changes or eliminated at
any time by the Village Board with or without notice. These Policies become effective
immediately and supersede any and all prior inconsistent policies, statements, Policies,
procedures, rules or regulations given to employees whether verbal or written. However,
where these Policies conflict with a collective bargaining agreement or employment
agreements, the collective bargaining agreement or employment agreement shall govern.
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Section 1. initions.

A.

B.

Village. Village of Howard, Brown County, Wisconsin.
Board. Village of Howard Board of Trustees.
Administrator. Administrator for the Village of Howard.

Full-time Employee. Any employee who works thirty-five (35) hours or more per
week in a position on a regular basis throughout the year and with no maximum time
limit is associated.

Part-time Employee. Any employee who works less than thirty-five (35) hours per
week in a position on a regular basis throughout the year, which position will have a
duration of at least twenty-six (26) weeks and with which position no maximum time
limit is associated.

Temporary or Seasonal Employee. Any employee who is working in a position,
which position will have a maximum duration of one year or less and such person is
not expected to_return to work the following year, or a person that normally works a
maximum duration of twenty-six weeks or less, regardless of the number of hours
worked by the employee per week.

Exempt Employee. Any employee who is not eligible for overtime under the state or
federal Fair Labor Standards Act or other applicable laws.

Non-Exempt Employee. An employee who is eligible for overtime pay, or
compensatory time, under state and federal Fair Labor Standards Acts or other
applicable law.

Continuous Service. A period of employment with the Village, that is unbroken by
any termination of the employment. An employee is still in "continuous service" while
on paid sick leave, vacation leave, bereavement leave, unpaid leave and the like.

Active Service. Employment with the Village during which the employee is actually
working. An employee is in "active service” even though the employee is on vacation
leave, paid sick leave, workman's compensation related leave, personal leave, military
leave, or bereavement leave. An employee is not in "active service” while he/she is on
unpaid leave.

Anniversary Date. The anniversary date is determined by the date (the month, day
of the month, and year) on which the employee was placed in full time employment by
the Village.

Section 2 Non-Discrimination Policies



The Village will provide equal employment opportunities to all individuals regardless of
their race, age, sex, creed or religion, color, handicap or disability, marital status,
citizenship status, veteran status, membership in the national guard, state defense force, or
reserves, sexual orientation, national origin, ancestry, arrest record, conviction record, use
or non-use of lawful products off the Village's premises during non-working hours, or any
other characteristic protected by law. This Policy applies to all employment decisions
including, but not limited to, recruitment, hiring, compensation, benefits, promotions,
transfers, layoffs, discipline, termination, and other conditions of employment,

If an employee has a problem or concern in any matter relating to equal employment
opportunity, they are directed to discuss it as soon as possible with their immediate
supervisor, the Administrator, or the any other supervisory employee. The Village's policy
Is to investigate all such complaints thoroughly and promptly and take all appropriate
action that may be necessary to end the harassment and prevent this misconduct from
reoccurring. To the fullest extent practicable, the Village will keep complaints and the
terms of their resolution confidential. If an investigation confirms that a violation of equal
employment opportunity has occurred, the Village will take corrective action, including
discipline up to and including immediate termination of employment, as is appropriate.

The Village will not tolerate retaliation against any individual who files a complaint under
this Policy or cooperates in an investigation of such a complaint.

Section 3 Harassment.

The Village is committed to maintaining a work environment that is free of discrimination
and harassment. In keeping with this commitment, the Village will not tolerate harassment
of its employees by anyone, including any supervisor, co-worker, vendor, client or
customer of the Village.

Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is
based on a person’s protected status, such as sex, color, race, ancestry, religion, national
origin, age, handicap, disability, marital status, veteran status, citizenship status, sexual
orientation, arrest record, conviction record or other protected group status. The Village
will not tolerate harassing conduct that affects tangible job benefits, that interferes
unreasonably with an individual’s work performance, or that creates an intimidating,
hostile or offensive working environment.

Unwelcome sexual advances, requests for sexual favors, and other physical, verbal, or
visual conduct based on sex constitute sexual harassment when:

1. Acquiescence in or submission to such conduct is an explicit or
implicit term or condition of employment;

2. An individual’s acquiescence in, submission to or rejection of such
conduct becomes the basis for employment decisions affecting that
individual; or



3. Such conduct has the purpose or effect of unreasonably interfering
with an individual’s work performance or creating an intimidating,
hostile or offensive work environment.

Sexual harassment may include, but is not limited to explicit sexual propositions, sexual
innuendo, suggestive comments, sexually oriented “kidding” or “teasing,” “practical jokes,”
jokes about gender-specific traits, foul or obscene language or gesture, display of foul or
obscene printed or visual material, and physical contact such as patting, pinching, or
brushing against another’s body.

All employees are responsible for helping to assure that we avoid harassment. Ifan
employee feels that they have experienced or witnessed harassment, they are to
immediately notify their supervisor, the Administrator, or any other supervisory employee.
The Village forbids retaliation against anyone who has reported harassment or cooperated
in an investigation of a complaint.

The Village's policy is to investigate all such complaints thoroughly and promptly and take
all appropriate action that may be necessary to end the harassment and prevent this
misconduct from reoccurring. To the fullest extent practicable, the Village will keep
complaints and the terms of their resolution confidential. If an investigation confirms that
harassment has occurred, the Village will take corrective action, including such discipline
up to and including immediate termination of employment, as is appropriate.

Section 4 Employee Status. All employees of the Village are employees at will, unless the
employee is employed under an express, written contract of employment.

Section 5 Working Conditions.

A Hours of Work/Overtime. The hours of work for each department will be
determined by the Administrator. All full-time, non-exempt employees, shall
be paid overtime for those hours in excess of forty (40) hours per week. The
rate of overtime shall be one hundred and fifty percent (150%) of the
employee's regular hourly rate of pay. A rate of 200% of the employee’s
regular hourly rate shall be paid for employees working Village recognized
holidays and Sunday. No overtime shall be worked unless first approved by
the employee’s immediate supervisor.

B. Compensatory Time. All full-time, non-exempt employees may be
compensated one and one-half (1 % ) hour in leave time for each hour worked
in excess of forty (40) hours worked per week due to required attendance at
night meetings or other work required by the Village at times not generally
worked by the employee. Compensatory time off may only be taken upon
approval of the employees immediate supervisor. All requests for more than
one (1) day of compensation time must be approved by the employee’s
department head. All full-time, non-exempt employees will be able to



accumulate up to eighty (80) hours of compensation time. Compensation time
under this paragraph will be given as time off and will not be paid as a cash
stipend. In addition, compensation time will not be granted in advance. Upon
termination or separation of employment, the employee will be paid for hours
accumulated as compensation time at the employee’s current, equivalent
hourly rate.

Breaks. Employees shall be allowed two fifteen minute breaks for rest or
coffee during their usual eight (8) hour shift, unless otherwise specified by
union agreement. Breaks will be scheduled by employee's supervisor.

Lunch. An hour lunch break shall be allowed to each employee who works an
eight (8) hour shift, with this break scheduled to fall approximately during the
middle of each employee's shift.

Nepotism. For purposes of this Policy, a “relative” is a spouse, child, sibling,
parent, grandparent, aunt, uncle or a corresponding in-law or “step” relation.

Relatives are permitted to work for the Village, provided no direct
reporting or supervisory/ management relationship exists. No employee is
permitted to work within the “chain of command” of a relative such that one
relative’s work responsibilities, salary, or career progress could be influenced
by the other relative. No relatives are permitted to work in the same
department or in any other positions in which the Village believes an inherent
conflict of interest may exist. Employees who marry while employed are
treated in accordance with these guidelines. This Policy applies to all
categories of employment, including regular, temporary, seasonal and part-
time classifications.

lovee Con nd Behavior

Tardiness/Absence without leave. It is important for employees to attend
work regularly or to arrive at work on time because failure to do so
detrimentally affects employee morale and productivity. Absenteeism or
tardiness that is excessive or unauthorized in the judgment of the Village may
result in disciplinary action, up to and including termination of employment.

If an employee must be absent or late on any workday, they shall follow these
guidelines:

o (Call their supervisor well in advance of your scheduled start time, but
not less_than one (1) hour before your scheduled start time.

» Unless physically unable, they must call personally to report their
absence or tardiness.

o Callin each day of continued absence unless other arrangements have
been made with their supervisor, or as may be required by any
applicable leave policy.



Employee Appearance. All employees will attire themselves in a professional
manner that is conducive to their work and which will not jeopardize their
safety or the safety of other employees. Furthermore, said attire should not
bring embarrassment or draw undue attention to the employee and fellow
employees of the Village. The Board may establish guidelines for attire in each
department when deemed necessary. Casual dress days may be permitted for
special occasions as directed by Department Heads (ie. Packer dress day).
Public Works employees are expected to wear long pants and a shirt with
sleeves (i.e. no tank tops or otherwise sleeveless shirts). If an employee is
receiving uniforms he/she is required to wear such uniforms while on duty.
Determination of situations of noncompliance with this section will be made by
the Department Head and the Administrator once a situation is brought to
their attention. Verbal notification of noncompliance will be given first before
following other disciplinary actions. The Administrator has authority to
modify the “Dress Guidelines” policy established by the Village Board in 2007
to enhance this section of the Policy. A copy of this Policy will be attached to
this document as Appendix A.

Health. No employee shall report to work if said employee's personal health
and/or hygiene jeopardizes the health or affects the well-being of other
employees or the public.

Alcohol and Drug Use. The Village recognizes that a drug-free and alcohol-
free workplace is vital to workplace safety, ensuring the safety of employees
and the public, and serving the public.

The Village believes that alcoholism and drug addiction are ilinesses and
should be treated as such. The Village also believes that employees who
develop alcoholism or other drug addictions can be helped to recover and
should obtain appropriate assistance. It is in the best interest of the employee
and the Village that alcoholism and drug addiction be diagnosed and treated at
the earliest possible date. The Village therefore encourages employees use the
services of the Village’s Employee Assistance Program to address issues
relating to drug and alcohol use.

Employees who possess commercial drivers licenses are subject to state and
federal laws, including rules promulgated by the federal Department of
Transportation (‘DOT”), which require the Village to:

e Maintain a written substance abuse policy for its employees who are
required to possess a commercial drivers license;
Perform drug and alcohol testing;
Maintain safeguards to protect employees from, among other things,
erroneous test results; and

¢ Impose mandatory corrective action against employees who violate the



policy.

In addition, all employees are required to submit to drug or alcohol testing, or
both whenever the Village has reasonable suspicion to believe that the
employee is under the influence of, or using alcohol or controlled substances
anytime immediately before or while at work.

Village supervisors have been trained to make observations concerning
potential alcohol and/or drug use including, but not limited to, factors such as
the employee’s appearance, behavior, speech and body odors.

Whenever a supervisor has reasonable suspicion that an employee is under the
influence of alcohol or drugs, or both, s/he will do the following:

1. Immediately relieve the employee of his or her duties;

2. Contact the Administrator or Director of Internal Services for
authorization to conduct testing; and

3. Document the physical and behavioral factors giving rise to reasonable

suspicion on the form attached as Appendix C within 24 hours of
determining that reasonable suspicion exists.

Consistent with the foregoing, the Village has implemented a Drug-and
Alcohol-Free Workplace Policies and Testing Procedure (the “Drug Policy”).
This Drug Policy is designed to (a) provide a safe, healthy, productive and drug-
and alcohol-free workplace for all employees, (b) protect the Village, and the
public from losses arising out of or associated with alcohol and controlled
substances, (c) provide an effective tool for deterrence of substance abuse, (d)
provide an effective tool for detection of violators, (e) ensure efficient
operations, (f) maintain a favorable and positive Village image, and (g) satisfy
the state and federal (including the DOT) laws and regulations.

Compliance with the Drug Policy is not optional. The failure to comply with
any of the provisions of this Drug Policy may subject an employee to discipline,
up to and including termination, in the manner provided by any applicable
collective bargaining agreement.

Outside Employment. All outside employment, of full-time employees,
including self employment, must be reported to and approved by the
employee's supervisor and documented in the employee's personnel file. If, in
the opinion of the department head, the outside employment is interfering
with the employee's duties, reflects badly on the Village or creates an
immediate or potential conflict of interest with the Village the employee shall
be required to resign from one place of employment. Unauthorized outside
employment will be cause for dismissal.

Credit Cards. The intent of Village credit cards is to facilitate travel for Village



employees while the employee is representing the Village on official Village
business and to allow for purchases at vendors who do not accept credit
accounts. Credit cards shall be issued to the Administrator, Public Works
Director, Code Enforcement Administrator, Director of Administrative
Services/Treasurer and Park Director for their departments.

Credit cards may be used for seminar registration, transportation, meals within
parameters set in this Policy, lodging, vendors not allowing credit accounts,
purchases at designated vendors or other purchases as deemed required by
card holders. Purchases are also allowed by telephone, online purchases and
mail orders provided such purchases are accompanied by a purchase order or
a signed copy of the invoice if under $500.

Purchases at approved vendors must be approved by the card holder through
issuance of a purchase order or, in the case of online purchases or local
vendors, a signed invoice if under $500. The employee using the card must
return the card, purchase order, original sales receipt and credit card receipt,
to the card holder who will review the data for accuracy before forwarding to
the administrative services department for processing.

Unauthorized use of Village credit cards will result in disciplinary action.

Conflict of Interest. The Village adopts Section 19.59(1) Wis. Stats. Any
Employee having authority to make purchases or enter into contracts shall be
considered a local public official for purposes of the application of Section
19.59(1).

Receipt of Gifts and Gratuities are Prohibited. No employee or official of
the Village shall receive or offer to receive, either directly or indirectly,
anything of value in excess of $25 which he is not authorized to receive from
any person, if it could be reasonably expected to influence the employee’s
official action or judgment or could reasonably be considered as a reward for
official action or inaction on the part of the employee.

Political Activity. No employee of the Village shall, during the hours when on
official duty, engage in any form of political activity calculated to favor or
improve the changes of any political party or any person seeking or attempting
to hold elective office.

Public Relations/LD. Cards. All Village employees are servants of the public.
When dealing with the public personally, during telephone conversations, or in
correspondence, Village employees shall do so in a courteous and professional
manner. Excessive complaints regarding an employee will be investigated and
may result in disciplinary action. The Village may require all employees to be
supplied with a picture LD. card that must be carried on their persons during



working hours. The LD. card is the property of the Village of Howard and must
be returned prior to release of the employee's final payroll check.

K. isciplin d Reprima

1. Provisions: Any employee whose work performance is substandard or who
engages in activity which reflects poorly on the service shall be reprimanded
and disciplined for cause. Such actions are subject to the review and approval
of the Administrator. Supervisors shall consider the type and severity of
offense, the employee's work record and other circumstances surrounding the
employee's performance before written documentation is initiated. All
employees have the right to appeal any disciplinary action through the
grievance procedure outlined in Section 12.

2. Procedure for Reprimand and Disciplinary Action: Upon the first
indication of substandard performance, the employee's supervisor shall advise
the employee of the unsatisfactory performance and recommend specific areas
ofimprovement. If the employee's performance continues at a substandard
level, the supervisor shall advise the employee, through written
documentation, which shall be reviewed by the Administrator prior to
retention in the employee's personnel file. The written reprimand shall be
signed by the employee and the supervisor. The employee's signature shall
indicate receipt of a copy and not necessarily acceptance of contents. The
written document shall include:

a. Specific violation of deficiencies of employee's performance.
b. Recommended improvement.
c. The period of time in which improvements must occur.

d. The resulting actions which shall be taken if employee's performance
does not improve.

If the employee's performance does not improve as a result of the written
reprimand, the department head shall recommend specific disciplinary action
to be taken. The recommendation of disciplinary action by the department
head shall be reviewed by the Administrator before being implemented unless
immediate disciplinary action is required for the safety of the employee and
the safety of the Village. Disciplinary action shall include, but not be limited to
the following:

a. Service probation, not to exceed 12 months.

b. Suspension, with or without pay or
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¢. Termination

3. Cause for Disciplinary Action: Any action which reflects discredit upon
the municipal service or is a direct hindrance to the effective performance of

municipal government, may be considered good cause for disciplinary action
against any officer or employee of the Village. Circumstances constituting
cause for disciplinary action are listed below.

a.

b.

Incompetence or inability to perform the duties required.
Insubordination.

Solicitation or taking of a fee, gift or other valuable thing, in the
course of duty or in connection with it. (See Section 6 h)

Intentional damage to, or gross negligence in the care and
handling of, Village property and supplies; causing damage or

waste.

Conviction of theft or misappropriation of Village owned
property.

Conviction of a felony, criminal offense, or crime of moral
turpitude.

Falsification of Village records.

The consumption or use of intoxicating beverages or illegal
drugs, or

an employee found to be intoxicated, while on duty. (See Section
6 d)

Excessive absenteeism, absence without good cause, or failure to
report, after a leave of absence has expired or has been revoked
or canceled.

The use of Village property & equipment for personal purposes.

Willful violation of the provisions of Municipal code and these
Policies.

Knowingly driving a Village vehicle without a valid driver's
license, chauffeur's license, or commercial license.

Disregard for the Village safety policies.

-11-



n. Unauthorized use of Village vehicles.
0. Conflict of interest.
p. Unauthorized outside employment.

Probation, If disciplinary action is taken for multiple violations and disregard
for Village policies, an employee may be placed on service probation, where if
significant improvement is not made within sixty (60) days of such action, the
employee shall be terminated. Such action shall follow the guidelines above
and must have the approval of the Administrator.

Suspension: The Village Administrator upon recommendation from the
department head may, for cause, suspend an employee without pay for a
period not to exceed thirty (30) calendar days in any twelve (12) month
period. An employee who is suspended shall be given written notice, and the
reasons for such action. A copy shall be retained in the employee's personnel
file.

Proper Authority. Many sections of these Policies refer to "proper authority"

for a grant of permission or for notification purposes. The following chart
identifies the proper authority for each employee group:

Chart of Proper Authority

Employee Groups Proper Authority
Departmental Employees - Department Heads
Department Heads - Executive Directors
Executive Directors - Administrator
Administrator - Board

In the absence of a Department Head, the Department Employees would report
to the Executive Director position. An organizational chart included in the
annual operating budget is referenced here as further documentation of proper
authority.

Section 7 Leaves.

A

Holidays. It shall be the policy of the Village to insure that all full-time
employees receive the same number of holidays each year. Unless otherwise
specified by union agreement, holidays shall be as follows:

New Years Day January 1st
Last 1/2 day on Good Friday Movable
Memorial Day Last Monday in May
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November

Independence Day July 4th

Labor Day 1st Monday in September
Thanksgiving Day 4th Thursday in November
Day after Thanksgiving 4th Friday in

Day before Christmas December 24th

Christmas December 25th

If any of these holidays fall on a Sunday, the following Monday shall be the
observed holiday, and if any of these holidays fall on a Saturday, the preceding
Friday will be an observed holiday. Exempt employees shall have the Holiday
off without reduction in salary, non-exempt employees will receive eight (8)
hours of pay at their regular rate of pay for each Holiday._An employee on
unpaid leave at the time of a holiday will not be compensated for the holiday.
Any full-time, non-exempt employee required to work or render service on a
holiday will be compensated at the rate of 200% of his/her regular rate of pay.
Part-time employees are not eligible for Holiday pay.

Paid Vacation Leave. Vacation leave will be awarded on January 1 of each
year. For newly hired employees, hired prior to July 1 of the previous year, a
prorated amount of vacation time will be granted on January 1 based on a
2,080 hour year, excluding overtime hours. Employees hired after July 1, will
receive the prorated vacation allotment after 6 months probationary period is
completed. The following is a list of vacation hours earned based on years of
service:

Years of Vacation

Service Leave
1-2 5 days
3-4 10 days
5-14 15 days
15-24 20 days
25 and more 25 days

Vacation leave cannot be granted before it accrues. An employee must take the
accrued vacation leave as time off from his/her employment with the Village to
receive vacation pay. Employees wishing to take vacation days will give the
Department Head appropriate notice in advance. Requests for vacation leave
will be subject to denial, if in the opinion of the Department Head, granting
such leave would hamper the operation of the employee's department.

An employee may carry over ten (10) days of accumulated vacation leave from
one year to the next year. Vacation leave earned, but not taken, in excess of ten
(10) days will be lost. At termination, an employee's accrued vacation time
shall be compensated by the Village at the employee then current rate of pay.
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Paid Time Off. To provide first day coverage for sickness or injuries, each ‘J
full-time employee will receive six (6) days of paid time off each January 1.

Paid time off days may also be used for personal time off in the same manner
as_paid vacation leave. Employees will be eligible to accumulate 33 days (264
hours) of paid time off. An employee will be paid in January of the following
year at the current rate of pay for any unused paid time off days in excess of the
33 days that exist at December 31. Paid time off days remaining in an
employee’s bank of hours will be paid out to the employee at termination at
the current rate of pay.

An employee may choose to utilize compensatory time or vacation time
instead of utilizing paid time off when absent due to illness. The employee will
make his/her choice at the time of completing his/her time sheet for the two
week period covering the time off. Such a decision can not later be reversed.

Paid time off may be used for the following in addition to being used as
vacation time:

1. lllness or injury of employee or the employee’s immediate family
member who needs assistance,
2. Avoiding jeopardizing the health of other Village employees or the

public, J

3. Approved extension of paid bereavement leave (See H.)

An employee will be required to notify his/her immediate supervisor of
his/her absence prior to the start of his/her work shift, unless physically
unable to do so. The employee shall keep his/her immediate supervisor
informed of his/her illness or injury and anticipated day of return, unless
he/she is physically unable to do so. The employee will be required to follow
all the reporting requirements necessary for short-term disability claims.

If an employee remains off due to injury or illness for three days or more, the
employee shall provide a doctor’s certification to his/her immediate
supervisor verifying the illness or injury. The employee shall provide a
doctor’s release to his/her immediate supervisor prior to returning to work
after an iliness or injury of three days or more.

The short-term disability policy utilized by the Village will be available for
employees meeting the requirements of the plan. This plan is designed to
assist employees in receiving paid benefits during time off due to injury or
illness for time off in excess of three days (immediate for injuries caused by an
accidental injury).

Employees who suffer job-related iliness or injury shall experience no loss of ,J
accumulated paid time off during their injury or illness, unless the employee
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b agrees to utilize accumulated paid time off to make their check whole for the
portion of a normal 40 hour week (or the average work week for part-time
benefited employee) not covered by workmen’s compensation insurance.

Employees hired during the previous year will be prorated paid time off days
on January 1 based on the hours worked compared with a 2,080 hour year,
excluding any overtime hours for non-exempt employees. For employees
hired after November 1 of the previous year, the prorated days will be awarded
after completing 60 days of continuous employment.

D. Military Leave. Any employee who is a member of the Reserve Armed Forces
efshall be entitled to leave as provided by applicable state and federal law.

E. Unpaid Leave of Absence.

1. An unpaid leave of absence may be granted to Village employees should
a need arise for extended time off for the following reasons:

a. Extended illness or injury upon the exhaustion of Family
and Medical Leave.
b. Extended educational or training needs, or
C. Other reasons deemed necessary by the Board.
b 2. Only full-time employees with at least one year of continuous full-time
service with the Village are eligible for unpaid leave.
3. Written notification of requested leave must be made by the requesting

employee to the employee's supervisor and Administrator, at least ten
(10) days prior to the requested leave, where possible, stating:

a. The reason for the leave, and
b. The anticipated duration, with beginning and ending
dates.
4, The Administrator will make a recommendation regarding the request

for unpaid leave to the Village Board at their next regularly scheduled
meeting. The employee will be notified by his/her supervisor of the
decision made by the Village Board before the date for the start of the
requested unpaid leave.

5. Subject to the application of the State and Federal Family and Medical
Leave Acts, the maximum leave of absence without pay shall not exceed
» six (6) months. Any employee may be required to give progress reports
b as to the status of his/her condition throughout the duration of the
unpaid leave. A doctor's release must be provided to the employee's
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supervisor before the employee may return to work following any J
unpaid leave for any illness or injury.

6. In case of a leave for an extended illness or injury, all accumulated
vacation leave, paid sick leave and personal leave may be used before
the start of the unpaid leave of absence.

7. The employee will not be eligible for any pay during the leave. An
employee will not accumulate any sick days during the unpaid leave.
The employee will not be paid for any holidays which fall during the
unpaid leave. During any unpaid leave, the employee will be considered
to be an employee in continuous service with the Village. Health and
life insurance benefits will continue to be paid by the Village for the first
ninety (90) days of the unpaid leave, thereafter such benefits will
continue only at the expense of the employee.

8. Upon an employee's return to work after an unpaid leave, his/her
return to the same job level, job, or salary level cannot be guaranteed,
but the Village has the responsibility of trying to reinstate the employee
to a position at or near the one vacated for the leave, to the extent
possible.

9. An employee may make a written request, at least thirty (30) days prior J
to the ending date of an approved unpaid leave to the Village Board for
an extension of the unpaid leave of absence. Such written request will
contain the same information which was required in the written
notification made by the employee to obtain the original unpaid leave
{see (E) (3)}. Notification of the grant or denial of the requested
extension shall be given to the employee before the ending date of the
previously approved unpaid leave.

10.  Employees failing to report on the ending date specified for the unpaid
leave shall be terminated unless an extension is granted prior to the
ending date of the approved unpaid leave. Said extension cannot
extend beyond the six (6) month maximum for an unpaid leave of
absence.

11.  Ifthere is any conflict between this section and Chapter 18 of these
Policies on Family and Medical Leave, the provisions of Chapter 18 shall
take precedence. Nothing in this section is to be read or applied in a
manner contrary to the state or federal Family Medical Leave Acts.

Jury Duty. Any employee of the Village shall be granted leave to serve on a
jury in any state, federal or local court, if the employee is scheduled to work at J
the time he/she is to serve on the jury. Non-exempt employees shall be paid
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the difference between the compensation received for the jury duty and
his/her usual wage for his/her regular work day. Exempt employees shall turn
over any compensation paid for jury duty and shall continue to be paid their
normal salary for the time served. If, in the opinion of the employee's
supervisor, serving or appearing by the employee will be detrimental to the
public service, it will be the responsibility of the Village attorney to seek an
exemption from duty for the employee.

Civic Leave. Any employee shall be granted leave to serve or appear in the
line of duty or in Village-related legal matter. Such employee shall be paid the
difference between the compensation received for the service or appearance
and his/her regular work day. If non-exempt employees are required to serve
or appear in the line of duty or in a Village-related legal matter during a
scheduled day off or beyond regularly scheduled work hours, the employee
shall be paid the difference between any compensation received for appearing
or serving and 150% of his/her usual salary or wage. Exempt employees, who
are required to serve or appear in the line of duty or in a Village-related legal
matter during a scheduled day off beyond regularly scheduled work hours, will
be compensated with compensation time at a rate of 150% of the time spent
on the civic leave. If in the opinion of the employee's supervisor, serving or
appearing by an employee will be detrimental to the public service, it will be
the responsibility of the Village attorney to seek relief or protection from the
service or appearance for the employee.

Paid Bereavement Leave. Full-time employees may receive up to three (3)
days of paid leave upon the death of a spouse, brother, sister, child or parent.
This may be extended by the Administrator to five (5) days in circumstances
which require it. Two days leave may be granted in the event of death of
mother-in-law, father-in-law, sister-in-law, brother-in-law, son-in-law,
daughter-in-law, grandparents and grandchildren.

Educational, Testing and Training Leaves. Employees may obtain leaves for
educational, testing or training purposes without loss of pay for education
(including seminars), testing, and training which is directly related to the
employee's position with the Village and is approved by the Village Board.

The fees and expenses of such education (including seminars), testing, and
training may be paid by the Village upon successful completion of the
educational course of study, test, or training. All leaves must be approved in
advance by the proper authority.

Employees, who have been granted an educational, testing or training leave by
the proper authority as provided in this section.and who are scheduled to work
that same day, will be paid their regular hourly wage subject to the provisions
of the state and federal Fair Labor Standards Acts.
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J. Personal Leave. Any full-time employee with at least sixty (60) days of u
continuous full-time service with the Village shall be granted a paid leave not
to exceed three (3) days per year, which year shall be based on the
employee's anniversary date. For the purposes of administration, personal
leave days will be grouped with vacation leave as provided in these Policies.

K. Compensation Time. All full-time, non-exempt employees with at least sixty
(60) days of continuous full-time service with the Village, shall have the option
of being paid overtime at 1 % times their hourly rate or accumulate
compensation time, Compensation time shall be calculated at.one and one-half
(1 %) hour in leave time for each hour in excess of forty (40) hours worked per
week. All requests for use of compensation time must be approved by the
employee's department head. Eligible employees will be able to accumulate no
more than eighty (80) hours of compensation time. Compensation time will be
given as time off and will not be paid as a cash stipend. In addition,
compensation time will not be granted in advance. Upon termination or
separation of employment, the employee will be paid for hours accumulated as
compensation time at the employee’s current, equivalent hourly rate.

Exempt employees are not eligible for compensatory time
ection i fits.

A. Travel Expense. A Village vehicle will be used by employees when conducting
Village business. If an employee is required to use his/her own motor vehicle
while on an approved educational, testing or training leave, he/she shall be
reimbursed for such usage at the approved federal mileage rate in effect for
that year. Mileage claims must be submitted on at least a quarterly basis for
approval and subsequent payment. Any employee obligated to travel outside
the corporate boundaries on official Village business or on an approved
educational, testing or training leave shall be reimbursed, with the prior
approval of the employee's supervisor, for actual expenses incurred.

Certain employees will be granted an auto allowance for their continued use of
their personal vehicle for Village business. The allowance is being utilized in
lieu of purchasing additional vehicle for employees to use. This allowance will
be paid with the normal biweekly payroll and the amount will be determined
by the Village Board. The positions affected are the Administrator, Public
Works Director, Director of Code Administration, Planner and Accountant L

An employee will be reimbursed for his/her actual expenses incurred for

lodging and meals, only if the employee is obligated to travel more than fifty

(50) miles outside the corporate boundaries on Village business or on an

approved educational, testing or training leave. Expense sheets must be

itemized and supported by original receipts. J
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Reimbursements for meals (or payments made through credit cards
purchases) will be covered only for meals deemed reasonable and customary.
All alcoholic beverages are not eligible for reimbursement from the Village.
The following amounts will be used as maximum amounts for reimbursement
(or payment) of meals and should not be exceeded:

Breakfast $7.00
Lunch $9.00
Dinner $18.00

If meals are included as part of a seminar or training registration fee, then all
such amounts are deemed reasonable. If a seminar or training facility will be
located within a city where expenses are known to be significantly higher, then
prior approval of meals should be obtained from the Administrator or
Executive Director of Administrative Services/Treasurer.

Medical, Dental and Short-term Disability Insurance.

1. All full-time employees and their eligible dependents (as defined by the
insurance policies adopted by the Village) will become eligible for
medical, dental and short-term disability benefits in accordance with
the terms and conditions of the Central States Health and Welfare Plan
C6 (C6 Plan). The Village will pay for the C6 Plan. Employees will be
responsible to pay 10% of the premium through payroll deductions.
Employees will be responsible for all deductibles and copayments as
outlined in the C6 Plan,

2. The Village will provide a medical reimbursement plan and a dependent
care plan under Sections 125 and 129 of the Internal Revenue Code,
respectively. Under the plans, each employee may elect to participate
at his/her discretion. The election must be made near the end of each
calendar year as directed by the third party plan administrator. Payroll
deductions for each plan will be made on each biweekly payroll. All
benefits, reimbursement procedures and other rules of the plan are
covered in the plan documents.

3. The Village will provide self-funded short-term disability insurance for
all full-time benefited employees. The Village will provide up to six (6)
months of disability insurance by paying 75% of their normal wages or
hourly rate each biweekly pay period minus any loss of time benefits
paid by the C6 Plan. Employees receiving disability payments will have
the ability to “make their check whole” by supplementing the 25%
unpaid salary or wages with paid time off, sick time, compensatory time
or vacation time.

Longevity. Employees shall receive longevity benefits according to the
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following schedule:

Anniversary date Benefit Amount
5t through 9t $100.00
10t through 14t $200.00
15t and subsequent $300.00

Retirement Plan. The Village will participate in the State of Wisconsin,
Department of Employee Trust Fund (ETF) Retirement Plan. All rules
established by ETF will be enforced and followed. The Village elects to pay
100% of exempt employee portion of contributions. Non-exempt employee
contributions will be paid at a rate of 100%.

Group-term Life Insurance. The Village will provide group-term life
insurance coverage equal to the employee’s previous year’s annual salary or
wage, rounded up to the nearest $1,000. For new employees, an estimate of
annual salary will be used in determining the amount of life insurance
coverage. The Village will pay 100% of premiums on the life insurance
coverage equal to one year’s salary. Any insurance premiums on coverage
above the annual salary will be paid by the employee.

Deferred Compensation Program. The Village will participate in the
Wisconsin Deferred Compensation Program offered through the State.
Participation is elective by the employee. The Village will not make any
contributions to the plan. All contributions will be made by pre-tax payroll
deduction from employee’s biweekly payroll in accordance with the State’s
plan.

Income Continuation Insurance (Long-term disability). The Village will
provide income continuation insurance for all benefited employees. The
Village will pay 100% of the premiums for the insurance coverage. The
coverage is designed to pay a benefit to employees who are unable to work for
180 days due to illness or injury and their other benefits for leave pay are
exhausted. Employees become eligible on the first day of the month following
completion of 180 days of continuous work.

Employee Retirement Gift Policy. (See Resolution 2008-10) Employees, age
55 or older, who retire with 10 years or more of consecutive service with the
Village (this includes Fire Department personne] whether volunteers, part-
time or full-time) shall receive a gift, selected by the Administrator or his/her
designate, as follows:

i. $100 for employees with 10 to 19 years of experience.

ii. $200 for employees with 20 to 29 years of experience.

iii. $300 for employees with 30 to 39 years of experience.
1 Performance Ev. i
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Occurrence. Each full-time, permanent employee will undergo an employee
performance evaluation at least once annually by their department head or
Administrator.

Purpose.

1. To ascertain whether employees are performing sufficiently to warrant
continued employment and pay raises.

2. To make sure each employee's skill is being best utilized in the position
held.
3. To investigate the level of skills possessed by Village employees

matched with their job function, and to find out if, and what type of,
training is necessary.

4. To communicate to each employee any apparent misunderstanding or
unacceptable work habits or performance,

5. To help department heads by giving them annual review of their
departments with respect to: employee morale, performance trends,
assessing and communicating problem areas, and the like.

Procedure. Department employees will be evaluated by their immediate
supervisor, and such evaluation will be reviewed by the Administrator. A
department head will be evaluated by the Administrator.

In all cases employees will be notified as to the result of the evaluation. Such
notification will be in writing, and each employee will be required to sign
his/her evaluation notice. A signature on this notice in no way indicates the
employee's acceptance of the content, but merely that the employee has seen
the evaluation results.

Evaluation Appeal Procedure. The procedure to appeal an employee
evaluation will be identical to the formal grievance procedure in Section 12 of
this title.

Section 10 Hiring Procedures.

A

Authorization. The Administrator shall be directly responsible for the hiring
of and have final authority to hire all personnel for the Village.

New Employee Procedures. Upon the hiring of any employee, the employee
will receive the following:
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1. A complete set of personnel Policies;

2. A copy of any applicable employment contract (union employees
shall receive their contracts from their union upon completion of
probation).

3. A job description outlining job duties and responsibilities;

4. All necessary tax and insurance forms;

5. Employment Eligibility Verification, as required by the United
States Department of Justice, Immigration and Naturalization
Service.

6. A tour of the employee's work area and a work-related job
orientation conducted by the immediate supervisor;

7. A general orientation conducted by the Administrator to review
Village policies and answer any questions.

The new employee will sign a statement indicating that he/she has received all
seven (7) items. Only after these procedures are completed may the employee
begin employment.

C. Probationary Period. All newly-hired employees will be placed on probation
for a period of 6 months. Near the expiration of that time a follow-up interview
will be conducted by the immediate supervisor to review the employee's
performance. The immediate supervisor will provide the Administrator with a
written report regarding the follow-up interview, which report will contain the
supervisor's recommendations with respect to options 1, 2 and 3 listed below.
The Administrator will discover any problems which the employee has, and
decide:

1. Whether the employee should be retained;

2. Whether the employee should continue on probation for a
specified duration; or

3. Whether the employee should be dismissed.
Section 11 _Employee Fil

A Content. All Village employees shall (subject to applicable laws) have
confidential personnel files containing the following:

1. Employment application;
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All necessary insurance and tax forms;

Copies of all employee performance evaluations;

Verification letter as to receipt of new employee information;
Records of all disciplinary actions;

Salary or wage record; and

Other pertinent information concerning employee performance.

Nk wn

Employees will also have an Employment Eligibility Verification, as may be required
by the United States Department of Justice, Immigration and Naturalization Service,
which will be retained as required by law.

B.

Location. The employee files and any Employment Eligibility Verification will
be kept in the Village Hall offices under the custody and control of the
Administrator.

Accessibility. The employee files will be kept confidential. Access to such files
is explained as follows:

1. All employee’s files will be accessible to the Administrator, the
Executive Director of Administrative Services/Treasurer and the
legal counsel of any of the foregoing, representing the foregoing
in their official capacities with the Village.

2. Department Heads will have access only to files of the
employees under their direct supervision;

3. All employees or ex-employees will have access to their file as
provided by section 103.13 Wis. Stats;

4. Third parties will have access to an employee file only with
written consent of that employee or, as provided by applicable
law.

Section 12 Grievance Proc res.

A.

Rationale. There will be occasions when Village employees do not agree with
interpretation of facts surrounding an incident, the severity of a disciplinary
action, or the denial of benefits (including salary increases) which the
employee feels he/she has deserved. The Village encourages use of the
informal and formal grievance procedures in these circumstances. These
grievance procedures are to be initiated by the employee. Any employee
should always feel he/she can point out a problem or make a complaint to
his/her supervisor without fear of retaliation.

Informal Grievance Procedure. All grievances are initially considered
informal. Any employee who has a problem or complaint should first attempt
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to resolve the matter with his/her immediate supervisor through an informal
discussion. Informal grievances should not become part of the employee's

personnel file.

Formal Grievance Procedure. When the informal procedure does not
produce a resolution, formal channels should be used. There are three levels in
the formal procedure:

1. Level One.

2. Level Two.

Employee shall submit written complaint or problem to
immediate supervisor.

The immediate supervisor will conduct an investigation of the
grievance.

The immediate supervisor will render a written decision based
onthe results of the investigation within ten (10) working days
from the date on which the complaint was submitted Level One.

Employee shall submit written complaint or problem to next
higher authority, within ten (10) working days from the receipt
of the previous decision.

The immediate supervisor will provide the written decision
from Level One to the next higher authority.

The next higher authority shall conduct any additional
investigation into the complaint or problem deemed necessary
by the authority,

The next higher authority shall call a hearing of the parties
within ten (10) working days of his/her receipt of the complaint
at Level Two.

The next higher authority shall render a written decision within
fifteen (15) working days from the date on which the complaint
reaches this level.

3. Level Three

a.

Employee will submit written complaint or problem to Board
within ten (10) days from the receipt of the decision at Level
Two.
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b. Both the supervisor and the next higher authority (at Level Two)
will provide written decisions to the Board.

C. The Board may conduct an independent investigation into the
nature and substance of the complaint.

d. The Board may hold a hearing within thirty (30) working days of
the complaint reaching this level.

e. The Board shall render a final written decision within fifteen
(15) working days from the date the Board reaches a decision on
the matter.
4, The time frames mentioned above may be extended so long as it is

mutually agreeable to both the employee and reviewing authority.

5. All material in the formal procedure must be submitted in writing and
must be available to all parties concerned.

6. If an employee feels he/she needs another party to assist him/her
through the grievance procedure, nothing herein would bar such help.
Documentation of the formal grievance procedure, including all
decisions at all levels, all employee complaints and requests, and the
like will become part of the employee's personnel file.

7. Documentation of the formal grievance procedure, including all
decisions at all levels, all employee complaints and requests, and the
like will become part of the employee’s personnel file.

Section 13 No Payment in Advance. No Employee, including salaried employees, shall be

paid in advance of completing work during each pay period. Non-exempt employees are
expected to be present at the work site for 40 hours per week, excluding authorized leaves
and Holidays. Non-exempt employees will accumulate compensatory time for hours worked
in excess of the 40 hour week in accordance with Section 7, (K.) of this document.

Section 14 Pay Ranges/Job Classifications

(See Compensation Plan annually adopted by Village Board.)

Section 15 Working Agreements. Any exception in the area of compensation, fringe

benefits or working conditions as may be set out in separate employment or collective
bargaining agreements. If a direct conflict exists between any such agreement that has been
approved by the Village Board_and thege Policies, the agreement will prevail. However, if any

25-



ambiguity exists, these Policies will prevail.

Section 16, Specific Job Duties Authorized by Board Action. From time to time it

becomes necessary for the Board to take specific action creating authority not specifically
outlined in a job description and contrary to normal Village practices and procedures. Such
actions are summarized in the document titled “Specific Job Duties Authorized by Board
Action” and attached as an addenda to this Policy. Such addenda will be updated as the Board
takes action to make specific job duty adjustments and authorizations.

Section 17. Family and Medical Leave. A separate Policy document was created in

Resolution No. 2002-37 for this section and is incorporated to this Policy by reference,
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Village Policy: PD-1
Date Approved: March 26, 1990(Resolution #90-11)
Revised: December 17, 1997(Resolution #97-41)

Revised: April 28, 2008 (Resolution #2008-17)

POLICY TITLE: Conflict of Interest
AUTHORIZATION: Village Board Resolution #2008-17

POLICY STATEMENT: Per Section 6(G) of the Personnel Policy:

The Village adopts Section 19.59(1) Wis. Stats. Any Employee having authority
to make purchases or enter into contracts shall be considered a local public

official for purposes of the application of Section 19.59(1).



Village Policy: PD-2
Date Approved: March 26, 1990(Resolution #90-11)
Revised: December 17, 1997(Resolution #97-41)

Revised: April 28, 2008 (Resolution #2008-17)

POLICY TITLE: Receipt of Gifts and Gratuities are Prohibited
AUTHORIZATION: Village Board Resolution #2008-17

POLICY STATEMENT: Per Section 6(H) of the Personnel Policy:

No employee or official of the Village shall receive or offer to receive, either
directly or indirectly, anything of value in excess of $25 which he is not
authorized to receive from any person, if it could be reasonably expected to
influence the employee’s official action or judgment or could reasonably be
considered as a reward for official action or inaction on the part of the
employee.



Village Policy: PD-3

Date Approved: March 26, 1990(Resolution #90-11)
Revised: December 17, 1997 (Resolution #97-41)
Revised: April 28, 2008 (Resolution #2008-17)

POLICY TITLE: Travel Expense Reimbursement

AUTHORIZATION: Village Board Resolution #2008-17
POLICY STATEMENT: Per Section 8(A) of the Personnel Policy:

A Village vehicle will be used by employees when conducting Village business. If
an employee is required to use his/her own motor vehicle while on an approved
educational, testing or training leave, he/she shall be reimbursed for such usage at
the approved federal mileage rate in effect for that year. Mileage claims must be
submitted on at least a quarterly basis for approval and subsequent payment. Any
employee obligated to travel outside the corporate boundaries on official Village
business or on an approved educational, testing or training leave shall be
reimbursed, with the prior approval of the employee's supervisor, for actual
expenses incurred.

Certain employees will be granted an auto allowance for their continued use of
their personal vehicle for Village business. The allowance is being utilized in lieu
of purchasing additional vehicle for employees to use. This allowance will be paid
with the normal biweekly payroll and the amount will be determined by the
Village Board. The positions affected are the Administrator, Public Works
Director, Director of Code Administration, Planner and Accountant L.

An employee will be reimbursed for his/her actual expenses incurred for lodging
and meals, only if the employee is obligated to travel more than fifty (50) miles
outside the corporate boundaries on Village business or on an approved
educational, testing or training leave. Expense sheets must be itemized and
supported by original receipts.

Reimbursements for meals (or payments made through credit cards purchases)
will be covered only for meals deemed reasonable and customary. All alcoholic
beverages are not eligible for reimbursement from the Village. The following
amounts will be used as maximum amounts for reimbursement (or payment) of
meals and should not be exceeded:

Breakfast $7.00
Lunch $9.00



Dinner $18.00

If meals are included as part of a seminar or training registration fee, then all such
amounts are deemed reasonable. If a seminar or training facility will be located
within a city where expenses are known to be significantly higher, then prior
approval of meals should be obtained from the Administrator or Executive
Director of Administrative Services/Treasurer.



Village Policy: PD-4
Date Approved: March 26, 1990(Resolution #90-11)
Revised: December 17, 1997 (Resolution #97-41)

Revised: April 28, 2008 (Resolution #2008-17)

POLICY TITLE: Credit Card Usage by Employees
AUTHORIZATION: Village Board Resolution #2008-17

POLICY STATEMENT: Per Section 6(F) of the Personnel Policy:

The intent of Village credit cards is to facilitate travel for Village employees
while the employee is representing the Village on official Village business and
to allow for purchases at vendors who do not accept credit accounts. Credit
cards shall be issued to the Administrator, Public Works Director, Code
Enforcement Administrator, Director of Administrative Services/Treasurer
and Park Director for their departments.

Credit cards may be used for seminar registration, transportation, meals
within parameters set in this Policy, lodging, vendors not allowing credit
accounts, purchases at designated vendors or other purchases as deemed
required by card holders. Purchases are also allowed by telephone, online
purchases and mail orders provided such purchases are accompanied by a
purchase order or a signed copy of the invoice if under $500.

Purchases at approved vendors must be approved by the card holder through
issuance of a purchase order or, in the case of online purchases or local
vendors, a signed invoice if under $500. The employee using the card must
return the card, purchase order, original sales receipt and credit card receipt,
to the card holder who will review the data for accuracy before forwarding to
the administrative services department for processing.

Unauthorized use of Village credit cards will result in disciplinary action.






