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INTRODUCTORY MATTERS

1. Purpose. This manual sets forth the City of Clintonville employee policies. Its purpose is to
familiarize employees with the personnel policies of the City.

Because all employees are considered "at-will" employees, nothing contained in this document is to be
construed by any employee as establishing, creating, or constituting a written, oral or implied contract of
employment. Furthermore, nothing herein will be construed as a guarantee of continued employment nor as a
guarantee of any benefits or conditions of employment.

The provisions set forth in this manual supersede all prior personnel policies and procedures, whether written or
established by past practice but this manual should not be construed as all-inclusive. Because this Personnel
Manual is based on City operational policies and procedures, federal and state mandated policies and
procedures, and present employee fringe benefit programs which are all to some degree subject to change, this
manual is also subject to change. The City of Clintonville reserves the right to revise, add, subtract, correct,
delete or update any part or all of the materials in this manual.

Any changes made in this manual will be brought to the attention of all employees by employee meetings, e-
mail notification, and/or corrections in the Personnel Manual itself.

2. Equal Employment Opportunity. It is the policy of the City of Clintonville to provide equal
opportunity in employment to all qualified employees and applicants for employment without regards to race,
color, religion, sex, or other protected characteristics. Positive action is required from all employees to help
ensure that the City complies with its obligations under state and federal law. Equal consideration to all
qualified persons includes, but is not limited to, the following functions:
- Hiring, placement, promotion, transfer, or demotion

Recruitment

Compensation for and conditions of employment

Training; and

Involuntary layoff or separation from employment.

Our policy objective is to employ individuals who are qualified for specific work by such job-related standards
as experience, demonstrated attitude and skill, education, training, overall ability and other relevant
considerations.

3. Conflicts with Union Contracts.  In the event this manual conflicts with provisions of a union
contract, the provisions of a union contract will take precedent.

4. Library Board and Police & Fire Commission Authority. While this manual and all policies
contained herein are applicable to all City departments and employees, the Common Council acknowledges and
affirms all statutorily-granted autonomous powers of the Library Board and the Police & Fire Commission.
Violations of this handbook committed by personnel subject to the Library Board or the Police & Fire
Commission will be addressed by those respective bodies within the authority of their jurisdiction.

5. The Role of Management. Certain rights and responsibilities are imposed on the City by state and
federal legislation. Many of these rights and responsibilities have implications for

policies and procedures governing employment. For this reason, the City reserves any and all management
rights regarding employees' employment status.



Employee Acknowledgment Form

A copy of the Clintonville Personnel Manual has been provided to me for review either electronically or
printed. My signature indicates that | did receive and review a copy. | understand that the policies, rules,
regulations, and procedures set forth in this manual will govern my employment with the City. | further
acknowledge that it is my responsibility to thoroughly review this manual and familiarize myself with its
contents. This manual is understood to form the parameters for my employment with the City and is not
intended to be either an express or implied contract or guarantee of employment or guarantee any particular
term or condition of employment. The City reserves the right to revise, amend, add, or delete any policy,
procedure, or benefit contained in the manual without notice at any time.

Employee Signature Date

Employee Name & Department



GENERAL PROVISIONS

- Policy 001 — Definitions



POLICY 001 DEFINITIONS

1. Purpose. To provide clarity and consistency when referencing employee positions and any
associated employment benefits.

2. Definitions.  The following words and phrases as utilized in this manual will be the definitions set
forth unless a different meaning is specifically afforded to the word or phrase via definition established in the

policy.
2.1

2.2
2.3
2.4

2.5

2.6

2.7
2.8
2.9
2.10
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2.12
2.13
2.14
2.15

2.16

ANNIVERSARY DATE. The date an employee begins City employment (as may be modified
by personnel actions).

APPOINTING AUTHORITY. A City official who has the authority to appoint and remove
individuals to and from positions in the City service.

DEMOTION. The assignment of an employee from one position to another position with a
lower pay range.

DEPARTMENT HEAD. A City official with the responsibility for the operation of a specific
City department as set forth in the Organizational Chart.

DISCIPLINARY ACTION. The action taken to discipline an employee, including any action
from a verbal reprimand, written reprimand, suspension with or without pay, demotion, up to and
including discharge.

ELIGIBLE. A person determined by the City Administrator, or designee, as meeting the training
and experience requirements and as successfully completing all parts of the selection process
when formal selection devices are used.

EMERGENCY APPOINTMENTS. An appointment which may be made in case of unforeseen
emergency when necessary to prevent impairments of City service.

EMPLOYEE. An individual who is legally employed by the City and is paid in part or in whole
through the City payroll.

ENTRANCE PAY RATE. The rate at which an individual not currently on the payroll is to be
employed.

GRIEVANCE. A grievance is a formal written complaint of a regular City employee regarding
working conditions, applications of discipline, or safety conditions.

FULL-TIME EMPLOYEE. A person who has been hired by the City to regularly work at least
thirty (30) hours per week and is eligible for health insurance benefits under the insurance policy
in effect at the time of hire.

LAYOFF. The involuntary separation of an employee because of reasons unrelated to an
employee’s performance.

LIMITED TERM EMPLOYEE. A person who has been hired by the City to perform a certain
job for a limited period of time. Employees so hired are not entitled to the normal tenure rights
and benefits afforded to regular employees.

SALARY SCHEDULE. A schedule of pay ranges for all positions in the City.

SEASONAL EMPLOYEE. A person who has been hired by the City for a specific seasonal
period.

PAY RANGE. The minimum through maximum rates of pay established for each position.
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2.17

2.18

2.19

2.20

2.21

2.22

2.23

2.24

2.245

2.26

PART-TIME EMPLOYEE. A person who has been hired by the City whose averaged scheduled
hours is expected to be less than thirty (30) hours per week.

POSITION. A grouping of duties and responsibilities of all the actual duties and responsibilities
to be performed by an employee. A position may be filled or vacant, full-time or part-time,
permanent or temporary.

POSITION DESCRIPTION. A written description of duties and responsibilities of a specific
position.

REGULAR APPOINTMENT. An appointment of an eligible individual to a budgeted City
position.

REINSTATEMENT. The action by which a former employee may be reinstated to a position
with pay and/or fringe benefits comparable to that received at the time of separation or as may be
appropriate at the time.

SELECTION DEVICE. A formal measurement device used to evaluate and/or rank applicants
for City positions.

SEPARATION. The removal of an employee from employment for voluntary or involuntary
reasons including resignation, layoff, retirement or death.

SUPERVISOR. The person responsible for the assignment, direction, and work of another
employee, usually a full-time employee.

TERMINATION. The removal of an employee from employment for involuntary disciplinary
reasons, including dismissal.

TRANSFER. The assignment of an employee from one position to another whether in the same
or different departments.

11



RECRUITMENT, HIRING, & SEPARATION
FROM EMPLOYMENT

- Policy 101 — Recruitment & Selection
- Policy 103 — Nepotism
- Policy 105 — Separation from Employment
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POLICY 101 RECRUITMENT & SELECTION

1. Purpose. To provide a recruitment and selection process for all regular and temporary positions.
The City observes all equal employment opportunity laws and regulations. The selection process will include
an evaluation of the applicant’s relative abilities, skills, knowledge, and experience.

2. Vacancies.  When the City determines that a vacancy or new position will be filled, the City will
normally post a notice of such vacancy or new position electronically. In departments where employees do not
have ready-access to email, a paper notice will be posted. Job openings will normally be posted for a minimum
of five (5) working days. The City retains the right to determine whether and when to recruit outside applicants
and therefore may not post all open positions.

3. Department Head Openings. In the event a Department Head position becomes open, an interview
team normally comprised of the Mayor, the City Administrator, the Chair of the respective Committee, and a
member of the Personnel Committee shall be formed to conduct the interview and selection process and to
make a formal recommendation to the Personnel Committee. Should the Chair of the respective Committee be
a member of the Personnel Committee, then the respective committee shall select another member not on the
Personnel Committee to be on the interview team.

3.1 Exceptions. The Personnel Committee may elect a different composition for the interview team
without Council action so long as the interview team consists of at least one alderperson.

4. Orientation Period. The orientation period is intended to give new employees and those who have
received promotions the opportunity to demonstrate their ability to achieve a satisfactory level of performance
and to determine whether the new position meets their expectations. The orientation period provides a period of
intensive observation to determine the adequacy of the job performance, but the completion of the orientation
period does not add any additional protections for the termination of such employees who continue as at-will
employees. An orientation period applies to all newly hired and rehired employees and employees seeking
promotional vacancies, as applicable. The length of the orientation period is three to six months for non-
department head level staff and twelve months for Department Heads.

POLICY 103 NEPOTISM

1. Purpose. In order to avoid situations that create potential or perceived favoritism, or perceived or
actual conflict of interest, it is the City’s policy to not hire persons related to City employees within the same
department or those of elected officials for regular full-time or part-time positions. Such related persons are not
barred from seasonal or temporary City employment but will not be entitled to any preference because of their
relationship. The City also prohibits having an employee supervise a person to whom they are related in
accordance with Section 1.07 of the Clintonville Municipal Code.

2. Definitions of Related. For purposes of this policy, related persons will mean wife, husband,
father, mother, grandfather, grandmother, guardian, ward, sister, brother, child, grandchild, mother-in-law,
father-in-law, daughter-in-law, son-in-law, sister-in-law, and brother-in-law.

3. City Administrator Review. While the above-definition identifies relationships that are likely to
be perceived as a conflict of interest, employees should also guard against other superior- subordinate
relationships that could be perceived as creating a conflict of interest. In order to safeguard the interests of both
employees and the City, the Administrator should be alerted to any employee relationships that pose, or
potentially pose, a conflict of interest.

4. Recruitment & Hiring. No employee may participate in the recruitment or hiring process if a
relative is an applicant under consideration.

13



POLICY 105 SEPARATION FROM EMPLOYMENT

1.

Policy. Separation from employment includes but is not limited to resignation, retirement,

reduction in workforce, and failure to return from approved leave. Such employment separation may be
voluntary or involuntary.

2.

7.

Notice.

2.1 If an employee decides to terminate their employment, we request that at least two weeks
advance notice be provided.

2.2  Department Heads and Administrative Staff who decide to terminate their employment with the
City will provide at least 30 days advance notice with such termination to be effective upon receipt by
the appointing authority or upon the date specified.

2.3  Any employee who fails to give the requested notice will be considered to have resigned not in
good standing unless the City Administrator determines that acceptable reasons for a shorter notice
period exist. Paid benefit time will not count as part of the notice unless approved by the City
Administrator.

Separation Procedures.

3.1  Upon separation from employment, compensation and benefits which have been earned and
accrued will be credited pursuant to law. Resigning employees should make an appointment with the
payroll staff for payout review and with the City Administrator for an exit interview.

3.2  Employees who resign not in good standing are ineligible for benefits payout.

Reduction in Workforce.  The City retains the right to lay off employees, in whole or in part,
regardless of their previous length of employment.

Return of City Equipment.

5.1  Prior to separation from employment, City equipment that was assigned to the employee must be
returned to the City. Such equipment includes, but is not limited to, identification/key cards, keys,
laptop computers, radios, and phones/pagers.

5.2  Payout of accrued benefits will be withheld until all equipment is returned.
Notice of Resignation

6.1  When an employee resigns, a written notice of resignation must be provided to their supervisor
or department, which needs to be forwarded within one working day to the City Administrator for
placement in the personnel file.

6.2  The notice of resignation must contain:

Employee’s full name, title, and department

Current date of letter

Effective date of resignation

Date of the last day to be worked, with a request to use benefit time if this date is
different from the resignation date

Last day of Employment.  The last day worked will, in most cases, be considered the last day of

employment. The City reserves the right to determine the last day of employment.
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STANDARDS OF EMPLOYEE CONDUCT

Policy 201 — Employee Conduct and Working Environment
Policy 203 — Concerns and Complaints

Policy 205 — Corrective and Disciplinary Actions

Policy 207 — Grievance Procedure

Policy 209 — Performance Evaluations
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POLICY 201 EMPLOYEE CONDUCT & WORKING ENVIRONMENT

1.

Purpose. It is the City of Clintonville’s policy that employees maintain a working environment that

encourages mutual respect, promotes civil and congenial relationships among employees, and is free from all
forms of harassment and violence. To ensure orderly operations and provide the best possible work
environment, the City of Clintonville expects employees to follow the rules of conduct that will protect the
interests and safety of all employees and the City.

2.

Policy.

2.1  Employees are expected to conduct themselves in an appropriate manner as judged by a
reasonable person.

2.2 Employees have a right to conduct their work without disorderly or undue interference from
other employees. The City prohibits employees from violating this right of their co-workers. This
prohibition includes, but is not limited to intentional acts such as:

Unprovoked insolence or disrespect on the part of the employee toward fellow employees,
elected officials, visitors, or other members of the public.

Boisterous or disruptive activity in the workplace or actions adversely and substantially
affecting morale, production, or efficiency.

Sexual or other unlawful or unwelcome harassment.

Fighting with or provoking a disturbance among fellow employees, threatening violence in
the workplace, or actions adversely and substantially affecting morale, production, or
efficiency.

Discrimination against others because of any protected classification.

Making malicious, false, or harmful statements about others or publicly disclosing another’s
private information.

Unacceptable Conduct.

3.1 It is not possible to list all the forms of behavior that are considered unacceptable in the work
place. The following are examples of infractions of rules of conduct that will result in disciplinary
action, up to and including termination of employment.

Falsification of timekeeping or other City records.

Theft, damage, or destruction of City equipment or property, or dishonesty.
Insubordination, inclusive of, but not limited to, a willful refusal to obey lawful and
reasonable directives.

Possession of dangerous or unauthorized materials, such as firearms, in the workplace.
Possession, distribution, sale, transfer, being under the influence of or use of alcohol or
illegal drugs in the workplace, while on duty or while operating City-owned vehicles or
equipment.

Smoking in undesignated smoking areas, to include City-owned vehicles or equipment.
Unauthorized disclosure of confidential information.

Immoral or otherwise improper conduct which adversely and substantially injures or brings
the City into disrepute; being charged with or convicted of a crime which is directly related
to the job which the person was hired to perform; or unavailability for work due to
incarceration.

Habitual tardiness, abuse of paid time off privileges, excessive absenteeism or any absence
without notice.

Violation of state law, administrative rules, City Ordinances, departmental work rules,
Employee Policies, or other City policies or safety rules.

Off duty conduct that negatively impacts the City.

16



4. Right to Search. The City reserves the right to search City property including but not limited to
lockers, desks, computer information, etc. at any time without consent. The City may request a search of
personal property at the worksite or locked City property assigned to an individual if there is reasonable
suspicion that evidence of illegal or prohibited activities reside therein. Refusal of such request may result in
disciplinary action up to and including termination.

5. Consequences of Policy Violation. The above listed examples are not all-inclusive. Nothing in
this policy is intended to modify the at-will employment relationship. The City may take corrective or
disciplinary action against employees whose conduct violates this or other City policies and practices. The
supervisor should consult with the department head and City Administrator on such matters.

POLICY 203 CONCERNS OR COMPLAINTS
1. Purpose. To provide access to address concerns outside the realm of formal grievance procedures.

2. Policy. The Concerns or Complaints Procedure should be used to address concerns that are not
covered by a formal grievance procedure. These concerns may involve such issues as public and department
policy, harassment issues, compliance with laws, issues on City policy or potential or perceived conflicts of
interest. It is the desire of the City, when practical, to address concerns informally, and both supervisors and
employees are expected to make every effort to resolve problems as they arise.

3. Procedure.

3.1  The employee will complete a written complaint form, available from City Hall, and forward it
to the City Administrator. The employee will explain the nature of the concern and any
suggested resolution. To ensure appropriate follow-up action can be taken, all complaints must
be signed by the person initiating them. The City of Clintonville will not tolerate retaliation or
harassment of an employee who shares a concern or complaint if the complaint is truthful and is
made in good faith.

3.2 If the complaint is deemed to be covered by a formal grievance procedure, it will be referred to
the Department Head to proceed accordingly.

3.3  The City Administrator or designee will normally meet with the employee, department head, and
interested parties within fifteen (15) working days of receipt of the complaint and attempt to
reach a resolution. Information concerning a complaint will only be shared on a need-to-know
basis. While efforts will be made to maintain the confidentiality of each complaint, no guarantee
of confidentiality can be assured. Follow-up actions and/or referrals taken will be documented.

4. Formal Grievance Procedures.

4.1  Employees are expected to follow the formal grievance procedure that is in place. The following
matters are subject to the formal grievance procedure:

Disputes concerning employee discipline, disciplinary termination and workplace safety
Any harassment complaints

5. Appendices.
5.1  General Complaint Form (Appendix 203A)

POLICY 205 CORRECTIVE AND DISCIPLINARY ACTIONS

1. Purpose. Corrective and disciplinary action may be taken for violations of standards of conduct,
violations of policies and procedures, or for unsatisfactory work performance, as determined by the City. In
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most instances, corrective and disciplinary action will only be taken after a full investigation and after giving
the employee an opportunity to respond to any and all allegations. Nothing in this policy is intended to modify
the at-will employment relationship.

2. Scope and Application.

2.1

This policy applies to all full- and part-time employees of the City of Clintonville. The term
“employee” excludes independent contractors, elected officials, and any employee, official, or
officer that serves at the pleasure of an appointment authority, as provided by Wisconsin
Statutes. Certain employees may be covered by either state statute and/or a collective bargaining
agreement, particularly with regard to corrective and disciplinary actions. In those cases, the
provisions of state statute and/or collective bargaining agreement will supersede this policy.

3. Definitions.

3.1

3.2

3.3

3.4

3.5

3.6

CORRECTIVE ACTION. The level of corrective action imposed will take into consideration
the seriousness of the infraction as well as the employee’s performance record. At the City’s
sole discretion, various types of corrective action may be imposed which include, but are not
limited to, verbal warnings and written warnings. These measures are not required to be used
before suspension or termination of employment occurs nor are the listed corrective actions
required to be used in any specific order. The City may repeat corrective action. Problems
related to an employee’s inability to meet job expectations, not related to misconduct, may be
addressed through performance evaluation.

DISCIPLINARY ACTION. For purposes of this policy, disciplinary action means an
employment action that results in disciplinary suspension without pay, termination, or
disciplinary demotion/reduction in rank. Disciplinary action does not include verbal or written
notices, warnings, evaluations or reminders that are issued in order to alert the employee that
failure to correct the behavior may result in disciplinary suspension, demotion, or termination.

ORAL WARNING. An oral statement made to the employee indicating that conduct or
performance fails to meet an acceptable level. Documentation of the oral statement is created
and made part of the employee’s personnel file.

WRITTEN WARNING. A written statement to the employee indicating that conduct or
performance fails to meet an acceptable level, which will be made part of the employee’s
personnel file.

SUSPENSION. The temporary removal for disciplinary reasons of an employee from his/her
assignment, without pay. Documentation of the suspension is created and made part of the
employee’s personnel file.

TERMINATION. Involuntary dismissal from City employment. Termination does not include
layoff, reduction in workday, furlough, reduction in workforce, job transfer or reassignment, or
the end or completion of temporary employment.

4, Authority.  The City Administrator is responsible for oversight of all disciplinary actions for all
employees covered by this policy, including Department Heads. The City Administrator must approve all
suspensions without pay.

18



5.

9.

Standards of Conduct

5.1

While it is impossible to list every type of behavior that may be deemed a serious infraction,
subject to disciplinary action, Policy 201 Employee Conduct and Working Environment includes
examples of behaviors that may result in disciplinary action. The problems listed are not
intended to be an all-inclusive list.

5.1.1 The severity of the disciplinary action will be related to the gravity of the offense, the
employee’s record of prior disciplinary actions, and a review of the facts and
circumstances surrounding the incident(s) as determined by the City.

5.1.2 Nothing in this policy is intended to create additional liberty, property or procedural
rights for employees beyond those rights guaranteed by federal and state law, unless such
a provision is clearly labeled as a right of the employee.

Departmental Policies.

6.1

6.2

6.3

6.4

Each department head is responsible for developing any additional written departmental policies
unique to, and necessary for, the efficient and safe operation of the department. Such policies
shall not contradict policies in this manual.

Departmental policies will be in writing and copies will be made available to all affected
employees, including notice that any violation of such rules will be subject to disciplinary action.

Departmental policies will be used in addition to the policies and procedures in the Personnel
Manual.

Departmental policies will be approved by the department head and current departmental work
rules will be kept on file with the City Administrator.

Formal Disciplinary Action.

7.1

City Employees may receive disciplinary action for reasons that include but are not limited to
violation of departmental work rules, employee policies and administrative procedures, or other
City polices or safety rules.

Documentation.

8.1  The supervisor will give the employee a notice that documents any/all oral and written warnings,
suspensions, and/or terminations.

8.2  Receipt of such notice will be acknowledged by the employee or witnessed. A copy of the notice
will be furnished to the employee. The original warning notice will be forwarded to the City
Administrator for inclusion in the employee’s personnel record.

8.3  All corrective and disciplinary actions will be documented and placed in the employee’s
permanent file at City Hall.

Appeal of Disciplinary Action. An employee may appeal the imposition of a disciplinary action of

demotion/reduction in rank, disciplinary suspension without pay, or termination through the grievance
procedure set forth in Policy 207 Grievance Procedure.

10.

Administrative Leave. In certain limited circumstances, an employee may be placed on
Administrative Leave in order to conduct an investigation. Such leave is with pay and may only be authorized
by the City Administrator unless otherwise dictated by State Statutes.
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POLICY 207 GRIEVANCE PROCEDURE

1. Purpose. This procedure provides an employee with the individual opportunity to address concerns
regarding discipline, termination, or workplace safety matters, to have those matters reviewed by an impartial
hearing officer, and to appeal to the Common Council, where appropriate, as required by WisStat 66.0509. The
City expects employees and management to exercise reasonable efforts to resolve any questions, problems, or
misunderstandings prior to utilizing the grievance procedure. If an employee is subject to a contractual
grievance procedure, the contractual grievance procedure must be followed as applicable. This procedure does
not replace or supersede any statutory provision which may be applicable to an employee’s employment with
the City. This grievance procedure does not create a legal binding contract or a contract of employment.

2. Definitions.

2.1

2.2

2.3

2.4

2.5

DISCIPLINE. For purposes of this policy, discipline means an employment action that results in
disciplinary suspension without pay, termination, or disciplinary demotion/reduction in rank.
Disciplinary action does not include verbal or written notices, warnings, evaluations or reminders
that are issued in order to alert the employee that failure to correct the behavior may result in
disciplinary suspension, demotion/reduction in rank, or termination and are not subject to the
grievance procedure.

TERMINATION. Involuntary dismissal from City employment for disciplinary or performance
reasons. Termination does not include layoff, reduction in workday, furlough, reduction in
workforce, job transfer or reassignment, or the end or completion of temporary employment.

EMPLOYEE. For the purposes of the procedure for grievances concerning employee
terminations and employee discipline, includes all regular full-time and part-time employees.
The term employee excludes elected officials, individuals hired on a limited term, casual,
project, or seasonal basis, independent contractors, employees within their introductory period,
and any employee, official, or officer that serves at the pleasure of an appointing authority as
provided by Wisconsin Statutes.

WORKPLACE SAFETY. Any conditions of employment related to the physical health and
safety of employees, including the safety of the physical work environment, the safe operation of
workplace equipment and tools, provision of personal protective equipment, and accident risks.
Workplace safety does not include conditions of employment unrelated to physical health and
safety matters, including, but not limited to, hours, overtime, and work schedules.

EMPLOYEE ASSISTANCE PROGRAM (EAP). The City annually contracts with a healthcare
provider to provide employee assistance programs. These programs also offer consulting on
personnel issues where an outside viewpoint may be used to relieve an issue organizational or
amongst employees.

3. General Provisions.

3.1

Role of Appointment of Impartial Hearing Officer

3.1.1 For purposes of this policy, the role of the impartial hearing officer will be to define the
issues, identifying areas of agreement and dispute between the parties, and to hear the
parties’ respective argument.

3.1.2 The hearing officer may require parties to submit documents and witness lists in advance
of the hearing in order to expedite the hearing.

3.1.3 The hearing officer will have the authority to administer oaths, issue subpoenas at the
request of either party, and decide if a transcript is necessary.
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3.2

3.3

3.4

3.5

3.1.4 The hearing officer may apply relaxed standards for the admission of evidence and may
request oral or written arguments and replies.

3.1.5 The hearing officer will be selected by the City Administrator based upon the nature of
the matter in dispute.

Costs.

3.2.1 Each party will bear its own costs for witnesses and all other out-of-pocket expenses,
including possible attorney fees, in investigating, preparing, presenting, or defending a
grievance.

3.2.2 The fees of the impartial hearing officer will be paid by the City.
Time Limits.

3.3.1 The term days used in this provision means calendar days, excluding observed holidays
as set forth in Policy 403 Holidays & Leaves Around Holidays. The City and grievant
may mutually agree to waive time limits, in writing. If the last day on which a grievance
is to be filed or a decision is to be appealed is a Saturday, Sunday, or observed holiday in
Policy 403, the time limit is the next day which is not a Saturday, Sunday, or holiday.

3.3.2 A grievance or appeal is considered timely if received by the employer by the close of
business on the due date. If the grievance is not timely filed or appealed by a grievant, it
will be dismissed as final.

3.3.3 The City and grievant may mutually agree, in writing, to waive any step to facilitate or
expedite resolution of the grievance.

3.3.4 If the grievance is not answered within the time limits, the grievant may proceed to the
next available step within seven (7) days.

3.3.5 Any issues involving the timeliness of a grievance will be resolved by the City
Administrator.

Scheduling. Grievance meetings and hearings will typically be held during the grievant off-
duty hours. Time spent in grievance meetings and hearings will not be considered compensable
work time.

Representation. The grievant will have the right to representation during the grievance
procedure at the grievant’s expense.

Procedure for Grievances Concerning Employee Terminations and Employee Discipline.

4.1

Step 1. An earnest effort will be made to settle the matter informally between the
aggrieved employee and the employee’s immediate supervisor. If the grievance is not resolved
informally, it will be reduced to writing by the employee who will submit it to the employee’s
department head, who will then submit it to the City Administrator.

4.1.1 The written grievance will give a detailed statement concerning the subject of the
grievance, the facts upon which the grievance is based, and indicate the specific relief
being sought.

4.1.2 If the employee does not submit a written grievance within fourteen (14) days after the
facts upon which the grievance is based first became known, or should have been known
to the employee, the grievance will be deemed waived. The department head will reply
in writing to the employee within fourteen (14) days after receipt of the written
grievance.
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4.2

4.3

4.4

Step 2. If the grievance is not settled in Step 1 and the employee wishes to appeal the
decision, the employee will submit the written grievance to the City Administrator within five
(5) days after receipt of the decision of the department head at Step 1. The City Administrator
will review the matter and inform the employee of his or her decision within ten (10) business
days of receipt of the grievance. Any grievance that involves actions by the City Administrator
relative to an employee or which the City Administrator files against the City shall automatically
skip Step 2 of the grievance process and move forward to review by an impartial hearing officer
(Step 3).

Step 3. If the grievance is not settled in Step 2 and the employee wishes to appeal the
decision, the employee will submit the written grievance to the City Administrator requesting a
hearing before an impartial hearing officer.

4.3.1 If the employee does not submit the appeal to the City Administrator requesting a hearing
before an impartial hearing officer within fourteen (14) days after receipt of the City
Administrator’s decision, the grievance will be deemed waived. If timely requested, the
hearing will normally be scheduled within thirty (30) days of receipt of the request for a
hearing.

4.3.2 The hearing officer will determine whether the department head’s decision was arbitrary,
capricious, or not supported by the facts presented. At the conclusion of the hearing, the
hearing officer will render a written decision indicating the reasons for one of two
decisions: 1) Sustaining the discipline/termination, 2) Denying the discipline/termination.
The hearing officer must sustain the discipline/termination unless demonstrated that the
decision to discipline or terminate is arbitrary, capricious and not supported by fact
presented. The hearing officer will render a written decision to the City and employee
within ten (10) calendar days from the date of the hearing.

Step 4. The City or employee may appeal the decision of the hearing officer to the City
Council. The decision of the City Council will be final and binding upon the parties.

4.4.1 The City or employee may request a review by the Common Council by filing a request
with the City Administrator within fourteen (14) days of receipt of the written decision of
the hearing officer. The request must set forth in detail the reasons for the appeal. The
non-appealing party will have fourteen (14) days to submit a reply to the detailed request.
Once the request for review and reply are received, the review will be scheduled at the
Common Council’s next regularly scheduled meeting. If not timely submitted by the
grievant, the grievance can no longer be addressed in the grievance procedure.

4.4.2 The Common Council will review only the record from the hearing, the written decision
of the hearing officer, the reasons for the appeal, and the reply. The role of the Common
Council in reviewing the decision of the hearing officer is to determine whether the
impartial hearing officer’s decision was arbitrary, capricious, or not supported by the
facts presented to the hearing officer. The Common Council may either uphold, modify,
or reverse the decision of the impartial hearing officer.

Procedure for Grievances Concerning Employee Workplace Safety.

5.1

Step 1. Any employee who personally identifies or is given information about a
workplace safety issue or incident must notify the employee’s department head of the issue or
incident as soon as reasonably practical. All safety issues, no matter how insignificant the
situation may appear to be, must be reported.
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5.1.1 Any workplace safety incident or issues must be reported by an employee within twenty-
four (24) hours after the incident or issue was raised in order to be addressed as part of
the grievance procedure.

5.1.2 A written report of the incident or issues, outlining the events that transpired and
proposed resolution, if any, will be signed by all concerned parties and submitted to the
City Administrator within seven (7) days of the incident or issue for review and
consideration.

5.2  Step 2. After consideration, the City Administrator will issue a final report on the
findings and conclusions within fourteen (14) days of the review.

53  Step 3. The employee may appeal to the Common Council. The decision of the Council
will be final and binding upon the parties.

5.3.1 The employee may request a review by the Common Council by filing a request with the
City Administrator within fourteen (14) days of receipt of the written report outlining the City
Administrator’s decision. The review will be scheduled at the Common Council’s next regularly
scheduled meeting that provides at least five (5) calendar days to review material. If not timely
submitted by the grievant, the grievance can no longer be addressed in the grievance procedure.

6. Appendices.
6.1  Employee Grievance Form (Appendix 207A)
6.2  Employer Grievance Form (Appendix 207B)

POLICY 209 PERFORMANCE EVALUATIONS

1. Purpose. To improve employee performance, strengthen supervisor-employee relationships, and to
recognize employee accomplishments and good work. Employee performance evaluations will be considered in
decisions affecting placement, employment, step increases, promotions, transfers, corrective action or
discipline, reemployment, and training.

2. Policy. It is the policy of the City of Clintonville to administer an Employee Performance
Evaluation Program that will help to assess employee’s work performance and effectiveness, to provide a means
to suggest constructive action for improvement and employee development, and to provide positive feedback in
areas of excellence.

3. Scope. All regular full-time and regular part-time employees of the City of Clintonville,
regardless of their employment status, are covered by this policy. Elected Officials are not included in this

policy.

4. Frequency of Evaluations. In general, the goal is to conduct employee performance evaluations on an
annual basis.
5. Failing Evaluations. An evaluation with three or more zeroes is considered an automatic failure

regardless of the overall score. In addition, an employee who receives a failing evaluation shall be placed on
probation for a minimum of six months but not more than twelve months. Any performance or discipline issues
during this probation period may subject the employee to immediate termination.

23



TECHNOLOGY & COMMUNICATIONS

Policy 301 — Information Technology Resources

Policy 303 — Social Media

Policy 305 — Phone & Mail System

Policy 307 — Political Activities & Other Forms of Solicitation
Policy 309 — Email Retention
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POLICY 301 INFORMATION TECHNOLOGY RESOURCES

1. Purpose. To provide employees with a variety of information technology resources such as
computers, printers, scanners, electronic mail, voicemail, Internet access, and application software in an effort
to allow them to be more productive and have the information necessary to do their jobs.

2. Employee Responsibility.  Employees are responsible for appropriate use of information technology
resources in accordance with this policy. All use of information technology resources must be able to withstand
public scrutiny without embarrassment to the City of Clintonville, its customers or its employees.

3. Appropriate Use.

3.1  The use of and access to information technology resources is limited to employees and officers
of the City of Clintonville and is intended for City business-related purposes only. Consequently,
all data and information will be and will remain the property of the City and will not belong to
employees or officers.

3.2  Except as otherwise prohibited by this or another City of Clintonville policy, limited and
reasonable use of these tools for occasional employee personal purpose that does not result in
any additional cost from loss of time or diversion of resources from their intended business
purpose is permitted, subject to management approval.

3.3  The use of information technology resources is a privilege and may be revoked at any time by
management if use is deemed inappropriate as defined below.

4. Inappropriate Use. Inappropriate use of information technology resources may result in the
revocation of privileges, job-related discipline, or both. Uses that are prohibited by the City of Clintonville
include, but are not limited to:

4.1  Accessing information resources or altering, deleting, or damaging data without the explicit
authorization of management or introducing viruses.

4.2  lllegal activities as defined in accordance with State and Federal Law or local ordinances or
unethical uses.

4.3  Waging, betting, or selling chances.

4.4  Viewing, reading, or accessing any sexually explicit sites or materials that are in any way
sexually revealing, suggestive, or demeaning, or are pornographic except when such access is
required by job duties and approved by management.

4.5 Using the organization’s time and resources for personal gain, or promotion of political or
private causes, positions, or activities.

4.6  Attempts to evade, disable, or bypass any security provisions of systems or the network.

5. Confidential Information. Many City of Clintonville employees have access to confidential
information through the course of their job. Confidential information can only be used to perform job
functions. Any other use is illegal and may result in prosecution and other sanction. Access to confidential
information outside of business needs is prohibited and reasonable measures must be taken to safeguard
confidential information from unauthorized access.

6. Storage, Retention, and Disposition.

6.1 Employees who use electronic documents must be aware of the retention requirements for public
records and the exemptions that ensure the privacy of certain documents. It is the responsibility
of the employee to determine whether a document contains official City business and whether it
is subject to public record law.
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6.1.1 If the documentation is subject to retention, the employee must determine the length of
retention as required by law.

6.1.2 If the retention period is more than a few days, the document should be printed and filed
in the same manner as other paper documents related to the same matter or stored
electronically on the City server.

6.2  The City of Clintonville retains exclusive ownership of all information and applications created
by or stored on the information technology resources it provides. All critical business-related
information should be stored on the City network for backup purposes.

7. Security. The following guidelines have been established for all City of Clintonville employees
given access to information technology resources:

7.1  Employees may only access information resources explicitly authorized by management.

7.2 Employees are responsible for properly safeguarding logins and passwords and will be held
accountable for any activity that occurs under their login name and password. Any unauthorized
activity must be immediately reported to management. The sharing of passwords is expressly
prohibited.

7.2.1 Where possible, the IT Manager will implement automatic password expiration process
to ensure passwords are changed in a regular and timely manner.

7.2.2 Passwords are to be treated as sensitive, confidential information and should never be
written down or stored in the “Remember Password” feature of any application or
program.

7.2.3 Suspicion of a password being broken must be reported to the City Administrator as soon
as reasonably possible.

7.2.4 Password protected screensavers should be enabled and should protect the computer
within five minutes of user inactivity.

7.3  Employees may not intentionally engage in any activity that is likely to prevent others from
accessing and using any information technology resource.

7.4 Anyone receiving electronic communications in error will notify the sender immediately. The
communication may be privileged, confidential, and/or exempt from disclosure under applicable
law. Such privilege and confidentiality will be respected.

8. Downloading Software. Unless authorized, employees will not download any software. This
includes but is not limited to games, graphics, utilities, demo disks, and third-party software. If downloading is
properly authorized, employees must follow designated procedures for file transfer, virus scanning, and
licensing.

9. Anti-virus Measures. All computers with Internet access will have virus protection software
installed prior to the connection being established. Even though this software will detect many viruses, it will
not detect them all. Do not access email or email attachments from senders you are not familiar with or appear
suspicious.

10.  Software Use. All software used on City of Clintonville computers must be legally licensed and
purchased. Running software that is not licensed is illegal and can subject the user and the City to substantial
penalties under the law.

11. Hardware Use. All hardware connected to computers or networks must be purchased through the
City’s IT Manager or authorized by the City Administrator or Department Head.
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12. Network Use. All hardware belonging to outside vendors, contractors or interns must be checked
and approved by the IT Manager or City Administrator prior to being connected to the City network. Use of
city equipment by non-employees will be reviewed on a case-by-case basis and must be approved by the
department head or the City Administrator.

13.  Smart Phones. The City Administrator must approve requests for an employee smartphone. All
approvals shall be in accordance with the City’s cellphone and smartphone policy.

14, Privacy and Monitoring.

14.1  The information technology resources provided for employees are the exclusive property of the
City of Clintonville as are all documents, applications, communications, and messages created
using those resources.

14.2  Utilizing information technology resources should not be considered private or secure.

14.3  The City of Clintonville reserves the right to access the contents of documents, applications,
communications, and messages and to fully cooperate with local, state and/or federal officials in
any investigation concerning or relating to any electronic communications transmitted to or from
any City facility.

14.4  The City of Clintonville will monitor the use of information technology and retains the right to
limit its use. Hardware and software tools exist that will log destination and duration of Internet
access by user, examine the content of files and email, and scan network and local disk drives.
The City reserves the right to implement these tools to perform periodic and random audits of
information technology usage. Management may use the results to identify and prevent potential
problems.

15.  Appendices
15.1 Cellphone/Smartphone Arrangement Form (301A)

POLICY 303 SOCIAL MEDIABY THE CITY

1. Purpose. The City of Clintonville will employ the use of social media tools to more effectively
market the community to outside individuals and organizations, to ensure the broad distribution of accurate and
timely information regarding relevant City related issues, and to promote dialogue between community
members and the City of Clintonville. This policy is not meant to address one particular form of social media
but rather social media in general, as advances in technology will occur and new tools will emerge.

2. Scope. Social media provides a new and potentially valuable means of assisting the City in facilitating
community outreach, problem-solving, and related objectives. This policy identifies potential uses that may be
explored or expanded upon as deemed reasonable by elected, administrative, and supervisory personnel. The
City also recognizes the role that these tools play in the personal lives of some department personnel. The
personal use of social media can have bearing on City personnel in their official capacity. As such, this policy
provides information of a precautionary nature as well as prohibitions on the personal use of social media by all
personnel.

3. Definitions.

3.1  Social Media. Refers to content created by individuals with the use of various technologies for
the purpose of information sharing through the Internet. Examples of social media are Blogs,
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3.2

3.3

3.4

3.5

Discussion Forums, Social Networking websites, Photo-sharing websites, Video-sharing
websites, Wikis, and more.

Blog (short for web log). A type of website with regular diary style entries commonly
displayed in reverse-chronological order. Entries usually contain commentary, descriptions of
events, or other material such as graphics or video. Blog readers usually have the ability to leave
comments.

Discussion Forum. An online discussion site where individuals can discuss topics by leaving
messages and receiving responses. Many topics on forums can include questions, comparisons,
polls of opinion, and debates.

Social Networking Websites. Focuses on the building of social networks or social relations
among people. Social networking sites allow users to interact, share ideas, activities, events, and
interests with people within their individual networks. Examples include Facebook, My Space,
Twitter, LinkedIn, etc.

Podcasts. Audio or video content that can be downloaded automatically through a subscription
to a website so you can view or listen offline.

4. Employee Responsibility.

4.1

4.2

4.3

City of Clintonville employees are responsible for the appropriate use of social media in
accordance with this policy and are expected to adhere to the highest ethical standards when
conducting City business. All use of social media must be able to withstand public scrutiny
without embarrassment to the City, its customers, or its employees.

Employees found in violation of this policy may be subject to disciplinary action up to and
including termination.

Upon change of job responsibilities or separation of employment, employees must surrender all
login information and passwords.

5. Management Responsibility. City of Clintonville department heads and supervisors are
responsible for ensuring the appropriate use of social media through training, supervising, coaching and when
necessary, taking disciplinary action.

6. Policy Regarding Representation of City Using Social Media.

6.1

6.2

6.3

6.4

All City of Clintonville social media platforms must be approved by the City Administrator. All
content must be published using approved City social media platforms and tools. Any content
that might act as the “voice” or position of the City must be approved by the department head or
the City Administrator.

Whenever possible, links to more information should direct viewers back to Clintonville’s
official website for more information, forms, documents, or online services.

Social media sites are to be used to further the goals of the City of Clintonville and to provide a
service to the citizens. Appropriate time spent updating social media sites should be discussed
between the employee and supervisor and should not interfere with completion of other job
duties.

Protect the privacy of yourself and others in the City as well as any sensitive and/or confidential
information the City holds. If posting a picture or video, the individual must consent to the use
of their image on the social media site, unless the picture or video was taken at a public event.
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6.5

6.6

6.7

6.8

6.9

6.10

6.11

6.12

Pictures or videos of minors shall not be posted unless consent is given by parents or the minors
are unidentifiable.

It is the responsibility of the department to establish, publish, and update their pages on social
media websites. It is the responsibility of the department to ensure that information is accurate
and up-to-date.

Departments using social media sites must adhere to all applicable federal, state, and City
ordinances, regulations, and policies. This includes all copyright laws, public records laws,
retention laws, fair use and financial disclosure laws and all other laws that might apply to the
City. Departments should provide attribution as necessary.

Employees may not post employment recommendations or references for current or former
employees of the City of Clintonville on any social media site. All requests for recommendations
or references should be directed to the appropriate Department Head or the City Administrator.

Login information, including User ID’s and passwords, must be provided to the Supervisor upon
request. Any information posted is considered an extension of the City of Clintonville and must
be relayed with the utmost level of professionalism. Information should be meaningful, accurate,
and respectful.

All social media platforms will clearly indicate they are owned and maintained by the City of
Clintonville and will have contact information prominently displayed.

City of Clintonville logos, marks, and insignia may be used on City social media platforms
owned and maintained exclusively for City business and City purposes.

Those in charge of publishing and updating within each Department must monitor any comments
made by the public. Comments should be removed immediately if they contain any of the
following:

6.11.1 Comments unrelated to the particular site or content on the site.

6.11.2 Content or language that is profane or sexual or links to such content or is discriminatory
towards any federally or statutorily protected status.

6.11.3 Comments containing personally identifiable medical or health information.

6.11.4 Solicitations of commerce or endorsements of products and/or services or external links
constituting official endorsement or representative views on behalf of the City.

6.11.5 Conduct that is illegal.
6.11.6 Content promoting political purposes, a political candidate, or party.
6.11.7 Information that compromises the safety and security of the public.

The City of Clintonville reserves the right to restrict or remove any content that is deemed in
violation of this policy or any applicable law.

7. Policy Regarding Personal Use of Social Media.

7.1

If one should identify themselves as a City employee during their use of social media on a
personal level, your profile and any related content should be consistent with how you wish to
present yourself to your colleagues, supervisors, and the public.
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7.2

7.3

7.4

There is a limited amount of personal use that is permitted during scheduled work hours at the
City of Clintonville. Employees should be as conservative as possible during such personal use
and time spent on social media sites should be limited to personal break times. Use of social
media for personal use should in no way interfere with job duties.

Personal social media platforms may be subject to legal discovery including subpoenas in legal
proceedings.

Employees will not use their City of Clintonville email address for their login to their personal
social media profiles.

8. Appendices

8.1

Social Media Permission Form (Appendix 303A)

POLICY 305 USE OF PHONE AND MAIL SYSTEMS

1. Purpose. To assist employees in communicating with management, other employees, clients,
associates, and others with whom they may conduct business.

2. Personal Calls.

2.1

Employees are discouraged from making or receiving personal telephone calls during working
hours. In the event that a personal call is required, the conversation should be limited to five (5)
minutes or less.

2.2 Abuse of this privilege may result in loss of privilege and/or disciplinary action, at the discretion

of the employee's supervisor or department head.
3. Business Cell Phone Use.

3.1  Some employees will be provided cellular telephones for use as a business tool. Cell phone use
is intended for business-related calls only.

3.2 Although these devices might be used away from City property, usage and service records are
public information. They also are subject to City inspection. The City of Clintonville reserves the
right to access the contents, applications, communication records, and messages on any device at
any time.

3.3  Asarepresentative of Clintonville, cell phone users are reminded that the regular business
etiquette employed when speaking from office phones or in meetings applies to conversations
conducted over a cell phone.

3.4 Cellular telephone use for business-related calls outside of regular work hours must be recorded
as compensable work time unless such time is de minimis (i.e. increments of time less than 10
minutes).

3.5  Text messaging without prior written approval of the department head is prohibited. Once

4.1

approval is granted, such approval remains in effect until the employee is given written notice of
revocation.

Personal Cell Phone Use.

Some employees may use their personal cellular phone for business-related purposes. While
there may be an expectation of privacy for an employee’s personal cellular phone, employees are
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put on notice that use of personal cellular phones for business-related purposes may subject the
employee’s cellular phone and cellular records to public inspection.

4.2 Cellular telephone use for business-related calls outside of regular work hours must be recorded
as compensable work times unless such time is de minimis (i.e., increments of time less than 10
minutes).

5. Cell Phone Use While Driving on Official Business.

5.1  Employees may have access to a cell phone while in their cars and must remember that their
primary responsibility is driving safely and obeying the rules of the road.

5.2  Employees are prohibited from using cell phones in any manner while driving and must safely
pull off the road and come to a complete stop before dialing, talking on the phone, texting, or
accessing email or any other application unless hands-free technology is being utilized.

5.2.1 Exception. Emergency personnel may use a cell phone while driving only when
conducting official business when circumstances do not permit the use of the radio due to the
nature of the information to be discussed and when it is unsafe or unreasonable to pull off the
road and come to a complete stop.

POLICY 307 POLITICAL ACTIVITIES & OTHER FORMS OF SOLICITATION

1. Policy. Employees are free to engage in political activity, solicitations, and sales outside of work
hours and to the extent that it does not adversely affect the performance of job duties, working relationships, or
City operations, subject to the following guidelines. When engaging in political activity, solicitations, or sales,
or engaging in discussion of issues of public importance, employees are expected to ensure that their actions
and positions are not attributed to the City. City resources may not be used for promoting a particular candidate
or political party or community organization or for advocating a particular position on an issue that has become
identified as the viewpoint of a particular candidate or party.

2. Definition of Employer Resources. Employer resources include office supplies, electronic
equipment including e-mail, facsimile and photocopying machines, bulletin boards and other public spaces.
(Use of bulletin boards requires authorization.)

3. Unacceptable Activities. ~ Employees must conduct “political” activities independent of their role as
an employee. The following guidelines are not exhaustive, but are intended to help in differentiating between
those activities that may be viewed as harmful to workplace functioning and those activities that generally fall
outside the “political” activities subject to employer restrictions and intervention. Employees are expected to
avoid the following political activities.

3.1  Using working hours or employer resources to solicit money or signatures or to make political
contributions;

3.2 Using non-work hours to solicit contributions, signatures or services from other employees who
are on work time;

3.3  Posting political materials in areas open to the public (generally, individual work stations that are
not available to the public are exempted from this restriction);

3.4 Using the City’s mailing address as the return address for political solicitations;

3.5  Providing City mailing lists to any individual or organization for political solicitations if this
information is not generally available to the public. (Note: The use and distribution of City
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mailing lists to outside parties always requires prior authorization including an assessment of
whether fees should be charged to cover production costs);

3.6  Providing a forum for an individual candidate to promote his or her campaign without giving an
equal opportunity to other candidates, for the same office, to participate in the forum;

3.7 Political advocacy in the form of clothing items, armbands and buttons that cause a disruption in
operations and/or violate the rights of others including the right to be free from discrimination,
harassment, and intimidation in the workplace.

3.8 Political activities of any sort while wearing clothing that may identify him or her as a City of
Clintonville employee.

4. Authorization for Solicitation & Sales. ~ No employee or group of employees will on behalf of the

City solicit funds or other things of value from any person, nor solicit funds or sell things of value to persons on
City property without first obtaining permission from the City Administrator. This will not apply to internal
departmental solicitations such as farewell gifts, shower gifts, length of service gifts, or donations for employee
social gatherings.

POLICY 309 E-MAIL RETENTION
1. Purpose. To establish a consistent procedure for retention of email.

2. Responsibility for E-mail Retention.

2.1

2.2

E-mail itself is not a public record that must be retained. The content of an e-mail determines if
it constitutes a public record that must be retained.

Employees are responsible for retaining e-mail that constitutes a public record.

3. E-mail That Does Not Constitute a Public Record.

3.1
3.2
3.3

3.4

3.5
3.6
3.7

3.8

Junk e-mail — similar to junk mail, including spam.
Conversational e-mail — similar to having phone conversations.

Drafts — drafts, notes, preliminary computations and light materials prepared for the originator’s
personal use or prepared by the originator in the name of a person for whom the originator is
working.

Personal property — materials prepared for the originator’s personal use with no relation to his or
her office.

Copyright — materials to which access is limited by copyright, patent or bequest.
Computer records — computer programs or trade secrets.

Published materials — published materials are excluded if they are available for inspection at a
public library or are available for sale.

Copies — copies of documents received by a public agency from another agency purely for
informational purposes and concerning matters not affecting functions of the recipient agency.

4. Method of Retention. E-mails that constitute public records should be saved electronically directly
from the e-mail system. This method retains the content of e-mail as well as the metadata and all

attachments.
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TIME AT WORK & TIME AWAY FROM
WORK

Policy 401 — Hours of Work, Meals, & Break Periods

Policy 403 — Holidays & Leaves Around Holidays

Policy 405 — Leave — Civic Membership

Policy 407 — Leave — Emergency Closings

Policy 409 — Leave — Family, Medical, & Military

Policy 411 — Leave — Paid Maternity, Parental, and Adoption
Policy 413 — Leave — Jury and Witness Duty

Policy 415 — Leave — Voting

Policy 417 — Leave — Unpaid Leave

Policy 419 — Leave — Funeral

Policy 421 — Leave — Vacation, Personal Days & Sick
Policy 423 — Leave — Bone Marrow and Organ Donation Leave
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POLICY 401 HOURS OF WORK, MEALS, & BREAK PERIODS

1. Purpose. To provide employees with regular work hours and work schedules while ensuring
staffing coverage necessary for effective City operations.

2. Business Hours. City offices are open 8:00am to 4:30pm Monday through Friday except for
established holidays or as determined by the Common Council. Individual departments may establish alternate
normal business hours with approval of the City Administrator.

3. Flexible Schedules.

3.1  The purpose of flexible schedules is to enhance the ability of the City to fulfill its
responsibilities, to render services to the public, and to enhance employee morale.

3.2  Aflexible schedule may be worked out with the prior approval of the department head or City
Administrator and the affected employee(s).

3.3  The department head or City Administrator may discontinue the flexible schedule. When
discontinuing or altering an established flexible schedule, the employee will normally be
provided two (2) weeks advance notice of such change.

4, Department Heads and Supervisory Exempt Employees. Department heads and supervisory exempt
employees will be allowed freedom for flexible work hours when personal needs and convenience demand.
Exempt employees may, with the approval of their supervisor, work flexible hours. While department heads
and exempt employees are generally expected to conform to the normal business hours of their departments,
they are afforded flexibility in the application of their time to the responsibilities involved in managing their job
responsibilities.

4.1  Department Heads are exempt from completing time sheets but exempt supervisory employees
may be required by their respective Department Head to fully account for all work hours on
payroll sheets provided by the City.

4.2 Department Heads and exempt supervisory employees authorized exempt from completing time
sheets must still account for vacation and sick time taken by completing time off requests and
submission of payroll sheets.

5. Meal Periods.

5.1  Meal periods are required and must be scheduled approximately midway in an eight-hour
workday. Employees scheduled to work six hours or less are not required to take a meal
period.

5.2  The designated meal period for all business offices should normally occur during the period of
11am.to2p.m.

5.3  Meal periods are normally one-half hour but exceptions may occur in departments required
to provide shift coverage. Meal periods must not be less than one-half hour in length.

5.4  Meal periods will not be included in hours worked, except when the job requires that the
employee remain on duty.

5.5  Employees who work more than six hours in a given day are required to take the scheduled
meal period unless a department elects as a whole and without objection to work through
lunch.

5.6 Employees are not allowed to work through the meal period to make up lost work time or
in order to leave work early without supervisor approval.
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6. Break Periods. Employees are entitled to one (1) paid fifteen-minute break periods for every four
(4) hours worked. Departments that elect not to take the unpaid lunch break may combine the two paid break
periods.

7. Scheduling Meal and Break Periods. Department Heads or their designees are responsible for
scheduling meal and break periods to ensure that adequate staff coverage is provided.

POLICY 403 HOLIDAYS & LEAVES AROUND HOLIDAYS

1. Purpose. To identify employee holidays and to establish a consistent procedure for scheduling and
payment.

2. Holidays Observed. The following holidays will be observed.

New Year’s Day Thanksgiving Day
Good Friday Day after Thanksgiving
Memorial Day Christmas Eve
Independence Day Christmas Day
Labor Day New Year’s Eve Day
Y% Day Thanksgiving Eve | Thecounel maydﬁ'jﬁ;tfhg';’gjj"r other holidays

3. Eligibility.

3.1  Regular full-time employees are eligible to receive compensation for holidays. In order to
receive holiday pay, employees must work the day before and the day after each holiday with the
exception of normal days off, approved vacations or excused absences. Employees who call in
sick immediately before or immediately after a holiday may be required to furnish a physician’s
certification of illness in order to receive holiday or paid benefit time. Providing such
certification does not guarantee qualification for holiday pay.

3.2  Employees on short- or long-term disability or worker’s compensation are not eligible for
holiday pay.

3.3  Employees returning from an unpaid leave of absence will not receive holiday pay until returning
to their normal work schedule for one full pay period prior to the holiday.

4. Compensation. Employees will receive eight (8) hours of holiday pay for observed holidays.

5. Work on Observed Holidays. In cases where a full-time non-exempt employee is required to
work on an observed holiday, the employee shall be paid their rate of pay (either OT or straight-time) for hours
worked plus the hours worked paid at the employee’s straight time rate or employees may elect to receive an
equivalent number of compensatory hours in addition to the eight hours holiday pay. Employees will not
receive more than eight (8) hours of holiday pay regardless of how many hours the employee worked on the
holiday.

5.1 Examples.
5.1.1 Anemployee who worked eight (8) hours of overtime on a holiday would be paid eight

(8) hours of overtime plus eight (8) hours of straight time, plus eight (8) hours of holiday
pay.
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5.1.2 An employee who worked eight (8) hours of regular time on a holiday would be paid
sixteen (16) hours of straight time, plus eight (8) hours of holiday pay.

5.2 Salaried Staff Working a Non-traditional Schedule. Salaried employees working a non-traditional
work schedule, such as a 6/3 rotation, who are required to work on a holiday will be provided a
number of vacation hours equivalent to the number of hours the employee had to work, not to
exceed eight (8) hours for full holidays and four (4) hours for half holidays. Such vacation hours
shall be awarded in the same pay period in which the employee had to work.

6. Holidays Falling on a Weekend.  Whenever any of the observed holidays falls on a Saturday, the
preceding Friday will be observed as the holiday, and when falling on a Sunday, the succeeding Monday will be
observed as the holiday. When Christmas Eve falls on Friday and Christmas Day on Saturday, the preceding
Thursday and Friday will be observed as the holidays. When Christmas Eve falls on a Sunday and Christmas
Day on Monday, the following Monday and Tuesday will be observed as the holiday, unless otherwise
determined by the City Administrator.

6.1  Exception. Employees with a schedule that normally includes weekend work shall receive
holiday compensation on the actual date of the holiday if that holiday falls on a Saturday or Sunday.

POLICY 405 LEAVE - CIVIC MEMBERSHIP

1. Purpose. To grant time away from work with pay for employees to attend regular meetings of
civic groups of which they are a member or official or to attend such meetings by invitation.

2. Policy. Employees may be excused by the department head or, in the case of a department head, by the
City Administrator to attend such meetings. Attendance is subject to the staffing needs of the Department.

POLICY 407 LEAVE — EMERGENCY CLOSINGS

1. Purpose. To provide a plan for employees in the event of an emergency closing due to inclement
weather or other emergency situation. As a general practice, the City of Clintonville makes every effort to
maintain its normal schedule of operations. The City of Clintonville will close all or parts of operations only in
cases of extreme emergency caused by impassible roads, restricted visibility, violent weather, energy loss, or
other conditions seriously endangering the health and safety of employees and/or the general public.

2. Reporting to Work.

2.1  Each employee accepts the responsibility for reporting to work at the regularly scheduled time,
regardless of prevailing weather conditions.

2.2 Employees not reporting to work will not be paid, however, such employees may use vacation or
compensatory time to minimize or avoid a loss of wages as a result of the absence.

3. Responsibility to Close. In the event the City of Clintonville is forced to close or delay the
opening, the decision will be made by the City Administrator with approval of the Mayor.

4. Official Announcements.  When the City Administrator determines that it is necessary to close or
delay the opening of various operations, the starting time will be communicated to department heads via email
and by phone who are, in turn, responsible for notifying their employees.

5. City Closures.
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5.1 In the event the City Administrator determines the weather is sufficiently severe enough or is
expected to become sufficiently severe enough to warrant closing down all non-essential
operations, the closure will be treated as a paid holiday for all employees eligible for holiday

pay.
5.2  Employees who are considered essential and who are required to report to work during a closure
will be paid as if they are working on a holiday.

6. Essential Personnel. For the purposes of this policy, essential personnel include all employees of the
Police Department and the Public Works Department. The City Administrator is authorized to designate
additional employees as essential based on the circumstances of the emergency situation.

8. Employees Who Desire to Leave Early. Employees who desire to leave early when operations have
not been shut down may do so with the approval of the department head. Employees will only be paid for the
time actually worked, but they may use vacation time or compensatory time to minimize or avoid loss of wages
as a result of the absence.

8.1  Making Up Lost Time. With approval from the respective department head, employees may
make up lost time so long as the make-up time is within the same week as the delayed opening or
closure.

POLICY 409 LEAVE — FAMILY, MEDICAL, & MILITARY

1. Purpose. Child rearing, family illness, employee medical leave, and military call-to-duty and
military caregiver leave are available to employees as specified below and to the extent covered by state and
federal family, medical and military leave. The intent of this Policy is to comply with both the Wisconsin and
federal Family and Medical Leave Acts. Should this policy conflict in any way with the applicable federal and
state statutes or regulations, the statutes, or regulations will control.

2. Eligibility.  Employees who have been employed by the City for twelve (12) months and who have
worked one thousand (1,000) hours during the preceding fifty-two (52) weeks are eligible for the leaves
provided under Wisconsin law. Employees who have been employed by the City for twelve (12) months and
who have worked one thousand (1,250) hours during the preceding fifty-two (52) weeks are eligible for the
leaves provided under federal law.

3. Length of Leave.

3.1  The federal Family and Medical Leave Law provides a combined total of twelve (12) weeks of
family and medical leave for various purposes described below in a calendar year and an
additional fourteen (14) weeks of military caregiver leave as described below.

3.2 Wisconsin law provides six (6) weeks of child-rearing leave, two (2) weeks of family illness
leave, and two (2) weeks of employee medical leave in a calendar year.

3.3 Wisconsin and Federal leaves provided for the same purposes run concurrently; that is, they do
not "stack.” If the leave is a City provided leave, plus federal and state FMLA leave as well, the
leaves run concurrently. For example, an absence for a work or non-work related illness or injury
that qualifies as employee paid benefit time is also deducted from an employee's FMLA leave
entitlements under the state and federal laws if the medical condition qualifies as a "serious
health condition™ under those laws.
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3.3.1 Use of paid benefit time due to the birth or adoption of a child is the exception to this
policy and will not run concurrently with federal and state FMLA when using vacation
time or compensatory time.

Notice of Eligibility for and Designation of FMLA Leave.

Employees requesting FMLA leave are entitled to receive written notice from the City telling
them whether they are eligible for FMLA leave and, if not eligible, the reasons why they are not
eligible. When eligible for FMLA leave, employees are entitled to receive written notice of (1)
their rights and responsibilities in connection with such leave; (2) the City’s designation of leave
as FMLA qualifying or non-qualifying, and if not FMLA qualifying, the reasons why; and (3)
the amount of leave, if known, that will be counted against the employee's leave entitlement.

4.2

The City may retroactively designate leave as FMLA leave with appropriate written notice to
employees provided the City’s failure to designate leave as FMLA qualifying at an earlier date
did not cause harm or injury to the employee. In all cases where leaves qualify for FMLA
protection, the City and employee can mutually agree that leave be retroactively designated as
FMLA leave.

Employee FMLA Leave Obligations.

5.1

Notice of the Need for Leave. Employees who take FMLA leave must timely notify the City of

their need for FMLA leave. Employees should request FMLA leave in writing whenever
possible. The following describes the content and timing of such employee notices.

5.1.1

512

5.1.3

Content of Employee Notice. To trigger FMLA leave protections, employees must
inform the City of the need for FMLA qualifying leave and the anticipated timing and
duration of the leave, if known. Employees may do this by either requesting FMLA leave
specifically, or explaining the reasons for leave so as to allow the City to determine that
the leave is FMLA qualifying. For example, employees might explain that:

5.1.1.1 A specific medical condition renders them unable to perform the functions of their
job;

5.1.1.2 They or a covered family member are under the continuing care of a health care
provider for a specific medical condition;

5.1.1.3 A specific medical condition renders the family member unable to perform daily
activities or that the family member is a covered service member with a serious
injury or illness incurred in the line of duty;

5.1.1.4 They are pregnant or have been hospitalized overnight; or

5.1.1.5 The leave is due to a qualifying exigency caused by a covered military member
being on active duty or called to active duty.

Calling in "sick," without providing the reasons for the needed leave, will NOT be
considered sufficient notice for FMLA leave.

Employees must respond to the City’s questions to determine if absences are potentially
FMLA qualifying. If an employee fails to explain the reasons for FMLA leave, the leave
may be denied. When an employee seeks leave due to FMLA-qualifying reasons for
which the City has previously provided FMLA-protected leave, he or she must
specifically reference the qualifying reason for the leave or the need for FMLA leave.
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5.1.4 Timing of Employee Notice. Employees must provide 30 days advance notice of the

need to take FMLA leave when the need is foreseeable. When 30 days’ notice is not
possible, or the approximate timing of the need for leave is not foreseeable employees
must provide the City with notice of the need for leave as soon as practicable under the
facts and circumstances of the particular case. Employees who fail to give 30 days’ notice
for foreseeable leave, without a reasonable excuse for the delay, or otherwise fail to
satisfy FMLA notice obligations, may have FMLA leave delayed or denied.

6. Basic FMLA Leave Entitlements.
6.1  Childbirth/Adoption Leave.

6.1.1

6.1.2

6.1.3

6.1.4

Purpose. Unpaid child rearing leave may normally be used within sixteen (16) weeks
prior to, or within twelve (12) months following.

6.1.1.1 The birth of the employee's natural child; or

6.1.1.2 The placement of a child with the employee for adoption or as a precondition to
adoption under section 48.90(2) of the Wisconsin Statutes, but not both; or

6.1.1.3 The placement of a child with the employee for twenty-four (24) hour foster care
that is made by or with agreement of a government agency.

Length of Child Rearing Leave. No employee may take more than twelve (12) weeks of
federal child rearing leave in a calendar year. In addition, no more than twelve (12)
weeks federal leave can be taken for the birth of any one child. If both the mother and
father of a child are employed by the City, and they both desire child rearing leave, they
are generally only entitled to a combined total leave of twelve (12) weeks between both
employees. Child-rearing leave provided under federal law runs concurrently with the six
(6) weeks of child-rearing leave provided under Wisconsin law.

Intermittent/Partial Leave Absences. For the first six (6) weeks of leave within sixteen
(16) weeks prior to or after the child-rearing event, an employee may take child rearing
leave as an intermittent or as a partial absence from employment in increments of less
than their full normal work day. An employee who does so will schedule the intermittent
or partial absence so it does not unduly disrupt the City’s operations. To comply with
this requirement, an employee is to provide the City, in writing, the employee’s proposed
schedule of intermittent or partial absences no less than one (1) week before the schedule
of absences is to commence. The schedule must be of a sufficient definiteness that the
City is able to schedule replacement employees, if necessary, to cover the absences.
Partial or intermittent leave must commence within sixteen (16) weeks before or after
birth, adoption, or foster placement of a child. Leave cannot be taken intermittently or as
a partial absence before or beyond sixteen (16) weeks of the event, unless previously
approved in advance. Rather, any remaining child-rearing leave must be taken in a single
block.

Scheduling Child Rearing Leave. An employee is expected to submit a written request for
child rearing leave no less than thirty (30) calendar days before the leave is to commence
and must schedule the leave after reasonably considering the City’s needs. If the date of
the birth, adoption, or foster care placement requires leave to begin sooner, the employee
will provide notice as soon as practicable.

39



6.2

6.3

6.4

Family IlIness Leave. Unpaid family illness leave may be used to care for the employee's
spouse, child, parents, or spouse's parent (i.e., parent-in- law), or domestic partner as defined by
law or a domestic partner's parent as defined by law, who has a serious health condition.

6.2.1 Length of Family lliness Leave. No employee may take more than twelve (12) weeks of
federal family illness leave for the employee's spouse, child, or parents in a calendar year.
The federal leave generally runs concurrently with the two (2) weeks of family illness
leave provided under state law in a calendar year. A maximum of two (2) weeks of
family illness leave may be taken for a spouse’s parent (i.e., a parent-in-law), a domestic
partner, or a domestic partner's parent, in a calendar year, in addition to the twelve (12)
weeks of federal FMLA leave.

Employee Medical Leave. Unpaid medical leave may be used by an employee who has a
serious health condition which renders the employee unable to perform his or her job duties.

6.3.1 No employee may take more than twelve (12) weeks of federal employee medical leave
in a calendar year. This leave generally runs concurrently with the two (2) weeks of
employee medical leave provided under state law in a calendar year.

Military Call to Duty Leave. Federal unpaid call-to-duty leave may be used as a result of
a qualifying exigency arising from an employee's spouse, son, daughter or parent being on active
duty or having been notified of an impending call or order to active duty status in Armed Forces
in support of a contingency operation.

6.4.1 Qualifying exigencies may include attending certain military events, arranging for
alternative child-care, addressing certain financial and legal arrangements, attending
certain counseling sessions, and attending post-deployment reintegration briefings.

6.4.2 An eligible employee is entitled to twelve (12) weeks of call-to-duty leave in a twelve
(12) month period.

7. Injured/Ill Service member Caregiver Leave. In addition to the basic FMLA leave entitlements
discussed above, an eligible employee who is the spouse, son, daughter, parent or next of kin of a covered
service member is entitled to take up 26 weeks of military caregiver leave during a single 12-month period to
care for the service member with a serious injury or illness incurred in the line of duty.

7.1

7.2

A "covered service member" means a member of the Armed Forces who is undergoing medical
treatment, recuperation, or therapy, is otherwise in outpatient status, or is on the temporary
retired list, for a serious injury or illness. A member of the Armed Forces would have a serious
injury or illness if he/she has incurred an injury or illness in the line of duty while on active duty
in the Armed Forces provided that the injury or illness renders the service member medically
unfit to perform duties of the member's office, grade, rank or rating.

"Next of kin" of a covered service member means the nearest blood relative other than the
covered service member's spouse, parent, son, or daughter, in the following order of priority.
Blood relatives who have been granted legal custody of the covered service member by court
decree or statutory provisions; brothers and sisters; grandparents; aunts and uncles; and first
cousins; unless the covered service member has specifically designated in writing another blood
relative as his or her nearest blood relative for purposes of military caregiver leave under the
FMLA. When no such designation is made, and there are multiple family members with the
same level of relationship to the covered service member, all such family members will be
considered the covered service member's next of kin and may take FMLA leave to provide care
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7.3

to the covered service member, either consecutively or simultaneously. When such designation
has been made, the designated individual will be deemed to be the covered service member's
only next of kin.

Length of Leave. Leave to care for a service member will only be available during a single 12-
month period and, when combined with other FMLA-qualifying leave, may not exceed 26 weeks
during the single 12-month period. For purposes of military caregiver leave, the single 12-month
period begins on the first day an eligible employee takes leave to care for the injured service
member. A separate caregiver leave can be taken for each covered service member and/or for
each new injury/illness.

8. Scheduling Family Iliness, Employee Medical, and Military Caregiver Leave.

8.1

8.2

8.3

9.1

Medical Necessity. An employee may schedule family illness, employee medical, or military
caregiver leave as medically necessary. An employee must consider the needs of the City when
scheduling leave. When medically necessary, an employee may take the leave as an intermittent
or as a partial absence from employment in increments of less than their full normal work day.
The lowest increment may be the lowest increment that the City permits for any other type of
leave, paid or unpaid. An employee who does so will schedule the intermittent or partial absence
so it does not unduly disrupt the City’s operations. To comply with this requirement, an
employee is to provide the City, in writing, with the employee's proposed schedule of partial
absences as soon as possible after the employee learns of the probable necessity of such leave.

Planned Treatment. When planning medical treatment, employees must consult with the City
and make a reasonable effort to schedule treatment so as not to unduly disrupt the City’s
operations, subject to the approval of the health care provider. Employees should consult with
the City prior to the scheduling of treatment to work out a treatment schedule that best suits the
needs of both the City and the employee, subject to the approval of the health care provider. If an
employee providing notice of the need to take FMLA leave on an intermittent basis for planned
medical treatment neglects to fulfill this obligation, the City may require the employee to attempt
to make such arrangements, with approval of the health care provider.

Intermittent/Reduced Schedule Leave. When employees seek intermittent leave or a reduced
leave schedule for reasons unrelated to the planning of medical treatment, employees must, upon
request, advise the City of the reason why such leave is medically necessary. In such instances,
the City and employee will attempt to work out a leave schedule that meets the employee’s needs
without unduly disrupting the City’s operations, subject to the approval of the health care
provider.

Serious Health Condition/Medical Certification Supporting Need for Leave.

Submission of Certifications. Depending on the nature of FMLA leave sought, employees may
be required to submit medical certifications establishing that a "serious health condition™ as
described in Section 9.2 of this policy is involved and supporting their need for FMLA leave.
There generally are three types of FMLA medical certifications: an initial certification, a
recertification, and a return to work/fitness for duty certification.

9.1.1 Itisthe employee's responsibility to provide the City with timely, complete and sufficient
medical certifications. Whenever the City requests an employee to provide a FMLA
medical certification, the employee must provide the requested certification within 15
calendar days after the City’s request, unless it is not practicable to do so despite the
employee's diligent, good faith, efforts. The City will inform the employee if a submitted
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9.12

9.13

medical certification is incomplete or insufficient and provide the employee with at least
seven calendar days to cure deficiencies. The City may deny FMLA leave to an employee
who fails to timely cure deficiencies or otherwise fails to timely submit requested
medical certifications.

With the employee's permission, the City (through individuals other than an employee's
direct supervisor) may contact the employee's health care provider to authenticate or
clarify medical certifications. If an employee chooses not to provide the City with
authorization allowing it to clarify or authenticate a certification with a health care
provider, the City may deny FMLA leave if the certification is unclear and a serious
health condition cannot be verified.

Whenever the City deems it appropriate to do so, it may waive its right to receive timely,
complete, and/or sufficient FMLA medical certifications.

9.2  Types of Certifications.

9.21

Initial Medical Certifications. Employees requesting leave because of their own, or a
covered relative's, serious health condition, or to care for a covered service member, must
supply a medical certification supporting the need for such leave from their health care
provider or, if applicable, the health care provider of their covered family or service
member. If an employee provides at least 30 days’ notice of medical leave, he or she
should submit the medical certification before leave begins. A new initial medical
certification will be required on an annual basis for serious medical conditions lasting
beyond a single leave year.

9.2.1.1 A "serious health condition" is considered to be a disabling physical or mental
illness, injury, impairment, or condition involving any of the following.

9.2.1.1.1 Inpatient care in a hospital, nursing home, hospice, or residential
medical facility; or

9.2.1.1.2 Outpatient care that requires continuing treatment or supervision by a
health care provider.

9.2.1.1.3 The federal FMLA leave includes a more detailed and expansive
definition of a "serious health condition" described in the medical
certification form, which is provided to an employee if the employee
is required to submit a medical certification form from his/her
physician, certifying that a "serious health condition™ within the
meaning of law is involved.

9.2.1.1.4 If the City has reason to doubt an initial medical certification, it may
require an employee to obtain a second opinion at the City’s expense.
If the opinions of the initial and second health care providers differ,
the City may, at its expense, require an employee to obtain a third
final and binding certification from a health care provider designated
or approved jointly by the City and the employee.

9.2.2 Medical Recertification. Depending on the circumstances and duration of FMLA leave,

the City may require an employee to provide a recertification of a medical condition
giving rise to the need for leave. The City will notify the employee if recertification is
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9.3

9.2.3

required and will give the employee at least 15 calendar days to provide medical
recertification.

Return to Work/Fitness for Duty Medical Certifications. An employee returning to work
from FMLA leave that was taken because of the employee's own serious health condition
that made the employee unable to perform his/her job duties must provide the City with a
medical certification confirming the employee is able to return to work and the
employee's ability to perform the essential functions of the employee's position. The City
may delay and/or deny job restoration until an employee provides a requested return to
work/fitness-for-duty certification.

Certifications Supporting Need for Military Family Leave.

93.1

9.3.2

Upon request, the first time an employee seeks leave due to a qualifying exigency arising
out of the active duty or call to active duty status of a covered military member, the City
may require the employee to provide (1) a copy of the covered military member's active
duty orders or other documentation issued by the military indicating the covered military
member is on active duty or called to active duty status and the dates of the covered
military member's active duty service and (2) a certification from the employee setting
forth information concerning the nature of the qualifying exigency for which leave is
requested. An employee will provide a copy of new active duty orders or other
documentation issued by the military for qualifying exigency leaves arising out of a
different active duty or call to active duty status of the same or a different covered
military member.

When leave is taken to care for a covered service member with a serious injury or illness,
the City may require the employee to obtain certifications completed by an authorized
health care provider of the covered service member. In addition, the City may request that
the certification submitted by the employee set forth additional information provided by
the employee and/or the covered service member confirming entitlement to such leave.

10. Using Paid Leave While on Unpaid FMLA Leave.

10.1

10.2

10.4

Wisconsin FMLA. While on Wisconsin FMLA leave (including when running currently with

federal FMLA leave), an employee may elect to use any accrued City provided paid time while
taking unpaid FMLA leave.

Federal EMLA. When solely utilizing federal FMLA leave, an employee is required to utilize
certain accrued City provided paid benefit time while on FMLA leave. However, an employee's
use of City provided paid time off must comply with the terms and conditions of the City paid
time off policy.

10.3

The substitution of paid time for unpaid FMLA leave time usually does not extend the
length of FMLA leave - the paid time runs concurrently with an employee's FMLA
entitlement.

10.3.1 Exception to Concurrency of FMLA and paid time. If an employee elects to use

compensatory, sick, or vacation time for maternity, parental, or adoption leave, the
employee may elect to use FMLA leave at a later time so long as the FMLA leave is
taken within the timeline specified by the FMLA.

Leaves of absence taken in connection with a paid or unpaid disability leave plan or worker's
compensation injury/illness run concurrently with any FMLA leave entitlement. Upon written
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request, the City may allow employees to use accrued paid time to supplement any paid
disability or worker's compensation benefits.

11. Insurance and Benefits.

111

11.2

11.3

Payment of Premiums. While an employee is on FMLA leave, the City will maintain group
health insurance coverage under the conditions that applied before the leave began. If prior to
the leave, the employee was required to participate in the premium payments, the employee is
required to continue with payment of his/her share of the premiums while on leave. An
employee’s failure to make the required payments may result in termination of the employee’s
insurance coverage.

11.1.1 Unless the City notifies employees of other arrangements, whenever employees are
receiving pay from the City during FMLA leave, the City will deduct the employee
portion of the group health plan premium from the employee’s paycheck in the same
manner as if the employees was actively working. If FMLA leave is unpaid, employees
must pay their portion of the group health premium through a method determined by the
City.

Termination of Benefits. The City’s obligation to maintain health benefits will stop if and when
(1) an employee informs the City of intent not to return to work at the end of the leave period; (2)
the employee fails to return to work when the leave entitlement is used up; or (3) the employee
fails to make any required payments while on leave after appropriate waiting periods and time
periods as specified by law. The City’s obligation to maintain health care coverage ceases if an
employee's premium payment is more than 30 days late. If an employee's payment is more than
15 days late, the City will send a letter notifying the employee that coverage will be dropped on a
specified date unless the payment is received before that date.

Recovery of Premium Payments. If the City chooses to do so, it may pay an employee's
required premium payments while the employee is on leave. If the City does so and an employee
does not immediately repay the City upon the employee's return to work, the City will deduct the
amount of the payments from the employee's paycheck.

11.3.1 The City has the right to collect from an employee the health insurance premiums the
City paid during a period of unpaid leave if the employee does not return to work after
the leave entitlement has been exhausted or expired. Such premium amounts may be
deducted from any compensation owed to the employee upon termination of
employment. An employee must return to work for at least thirty (30) calendar days in
order to be considered to have "returned" to work. However, an employee's liability to
repay health insurance premiums does not apply if his/her failure to return to work is due
to a serious health condition or specific circumstances beyond the control of the
employee.

12. Return from Leave.

121

An employee returning from family and/or medical leave can return to his or her old position, if
vacant, at the time the employee returns to work. If the position is no longer vacant, the
employee may be offered an equivalent position with equivalent benefits, pay, and other terms
and conditions of employment.
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12.2  The determination as to how an employee is to be restored to "an equivalent position™ upon
return from FMLA leave is made on the basis of established policies and practices, and
provisions of the federal FMLA.

13.  Outside Employment. An employee who is solely utilizing federal FMLA leave (i.e., Wisconsin
FMLA leave has been exhausted) and/or a City provided and approved leave, is prohibited from working for
another employer while on federal FMLA leave. Employees should contact the City Administrator if they have
any questions regarding this policy.

POLICY 411 LEAVE - PAID MATERNITY, PARENTAL, & ADOPTION

1. Purpose. To grant time away from work with pay for the birth of the employee’s child or the placement
of a child with the employee for adoption or as a precondition to adoption under Section 48.90(2) of the
Wisconsin Statutes, but not both.

2. Eligibility.  All regular full-time employees of the City who have been employed as full-time
employees for at least twelve (12) consecutive months are entitled to the leave provided for in this section once
for each birth or adoption instance once per calendar year. Multiple children in one birth or adoption count as
one birth or adoption instance.

2.1 Exclusions.
2.1.1 Sperm donors do not incur a qualifying event under this policy.
2.1.2  Still births are not covered under this policy.
2.1.3 Serving as a surrogate does not incur a qualifying event under this policy.
3. Definitions

3.1 Parent. A person identified on a child(ren)’s birth certificate, adoption certificate, certified copy
of a foreign adoption order that has been registered with the State of Wisconsin, or other legal
document certifying an adoption.

3.2 Qualifying Event. The live birth or adoption of a child on or after March 12, 2018. For foreign
adoptions, the qualifying event is the date the child enters the United States.

4. Length of Leave.

4.1 Maternity Leave.  An eligible employee who gives birth is entitled to 240 hours of paid
maternity leave after the birth of the child(ren) to be taken within the first twelve (12) weeks
following birth of the child(ren).

4.2  Parental Leave. An eligible employee who is a non-carrying parent is entitled to eighty
(80) hours of paid parental leave after the birth of the child(ren) to be taken within the first
twelve (12) weeks following the birth of the child(ren).

4.3  Adoption Leave. An eligible employee who becomes an adoptive parent is entitled to eighty
(80) hours of paid adoption leave to be taken within the first twelve weeks following adoption or
placement of the child(ren). This leave may be split between post-adoption and post-placement.

5. Dual-employed parents. When both parents are employed by the City, both parents are entitled to their
respective leaves. One parent may elect to donate their leave to the other but the number of hours is calculated
using the donor’s current rate of pay. The City Administrator is responsible for calculating the donated leave
hours.
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6. Concurrency with FMLA. Paid maternity, parental, and adoption leave run concurrently with FMLA.

POLICY 413 LEAVE —JURY AND WITNESS DUTY

1. Purpose. Employees are encouraged to appear before a court, public body, or commission in
connection with City business or for witness duty when subpoenaed to do so. Employees are excused from
work to fulfill their civic responsibilities when required.

2. Compensation for Jury Duty.

2.1

2.2.

2.3

2.4

2.5

Employees who are called for jury duty will receive regular City wages that normally would
have been paid during the period required for jury duty, up to a maximum of 160 hours per year.
Exceptions to this limit may be authorized by the City Administrator.

Jury duty pay will be calculated on the employee’s base rate times the number of hours the
employee would have otherwise worked on the day of the absence.

Employees will return any jury duty or witness fees less travel allowance and any jury duty pay
earned to the City (payroll department).

Should an employee not be selected to serve on a jury panel or should jury duty end prior to the
end of the employee’s work day, the employee will report back to work within one hour of
dismissal by the court, except in limited circumstances with approval of the Department Head or
City Administrator.

In order to be compensated for hours missed, the employee must bring back a statement from the
Court regarding the time frame the employee was in attendance.

3. Compensation for Witness Duty.

3.1 If employees have been subpoenaed or otherwise requested to testify as witnesses in connection
to business with the City of Clintonville, but not as a plaintiff against the City, they will receive
time off with pay for the entire period of witness duty.

3.2  Employees will be granted unpaid time off to appear in court as a witness when requested or
subpoenaed to appear in litigation which is not connected with City business. Employees may
use any available paid leave benefit to receive compensation for the period of this absence.

4. Documentation.

4.1  Employees are required to provide copies of the jury duty summons or the subpoena to their
supervisors as soon as possible.

4.2  Employees are expected to report for work whenever the court schedule permits.

4.3  Employees are required to provide court documentation for all time away from work.

5. Reporting to Work. When possible, employees are to work their regularly scheduled hours that do not

conflict with the jury or witness duty.

6. Benefits. Paid time off benefits will accrue during unpaid jury duty leave.
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POLICY 415 LEAVE — UNPAID

1. Purpose. To provide an option for employees to be off without pay due to extenuating
circumstances for an extended period of time.

2. Policy.

2.1

An unpaid leave may only be granted when it is reasonably expected that the employee will
return to employment when the condition(s) necessitating the leave permit, subject to the staffing
needs of the department, and when granting a leave is in the best interest of the City.

2.2 Unpaid leaves are without pay and may be requested after all compensatory time, vacation time,
and sick time have been exhausted, unless otherwise prohibited by law.

2.3  Paid benefit time and holiday benefits will be suspended during the leave and will resume upon
the employee’s return to their normal work schedule for one full pay period.

3. Authorization.

3.1  Short Term. 30 days or less. May be granted by the department head.

3.2  Extended Leave. Over 30 Days. Any leave request extending over 30 days will be submitted in
writing to the department head. The department head will submit their recommendation to the
City Administrator for review and approval or denial.

3.3 Personal leave. Personal leave may be granted by the City Administrator for up to 3 months for
the employee's personal convenience or to relieve hardship to the employee and his or her
immediate family.

3.4  Educational leave. The City Administrator may grant employees an unpaid leave to further their
education. Any expenses incurred will not be reimbursed by the City. Such leaves in aggregate
will not exceed 24 months in any 5-year period.

3.5  Extended Leave. Employees who are not eligible for participation under the Family Medical
Leave Act and have exhausted their accumulated paid benefit time will be granted a leave of
absence, supportable by medical evidence, of up to six (6) months inclusive of paid benefit time.

4. Procedure.

4.1  Anyemployee request for an unpaid leave will be submitted in writing to the department
head at least 30 days in advance and will state the reason for such leave and the period of
time to be absent. The 30-day notice may be waived under emergency circumstances by the
City Administrator.

4.2 Advance notice of military service is required, unless military necessity prevents such notice
or it is otherwise impossible or unreasonable.

4.3  Employees will make their own arrangements in advance for payment of benefits for any full
calendar month they are on leave of absence by remitting monthly premium payments to the
finance department. Insurances will be cancelled if the employee fails to remit payment upon
notice of delinquency.

5. Return to Active Employment.
51  Anemployee may return to work at an earlier date than scheduled if approved by the

department head.
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5.2  The employee will be eligible for reinstatement to a vacant position or equivalent position,
provided stated qualifications are met. If no vacant position is available for which the
employee is qualified, the employee will be terminated.

5.3  Any employee failing to return to work upon expiration of unpaid leave will be considered
to have resigned, not in good standing.

6. Leave restrictions.

6.1  Unpaid leave of absence will not be granted for periods exceeding 6 months to permit an
employee to seek other employment or work at some other paid employment except for
military service.

7. Appendices.
7.1  Unpaid Leave of Absence Request Form (Appendix 417 A)

POLICY 417 LEAVE - VOTING

1. Purpose. To encourage employees to fulfill their civic responsibilities by
participating in elections.

2. Time Off to Vote.

2.1 If employees are unable to vote in an election during their nonworking hours, the City of
Clintonville will grant up to 3 consecutive hours of unpaid time off to vote, in compliance with
Wis. Stat. §6.76.

2.2 The City of Clintonville may specify the time during the day that leave can be taken.
3. Requesting Time Off,

3.1  Employees are to request time off to vote from their supervisor at least two working days
prior to Election Day.

3.2 Advance notice is required so that the necessary time off can be scheduled at the beginning or
end of the work shift or at another alternative time; whichever provides the least disruption to
the normal work schedule.

3.3  Employees are not entitled to paid leave. Employees who choose to exercise their right to
take time off from work to vote may use accumulated paid benefit time or the absence may be
treated as excused without pay.

POLICY 419 LEAVE - FUNERAL
1. Purpose. To support employees during periods of bereavement.

2. Policy. Employees are eligible for up to twenty-four (24) hours of funeral leave for the death of
an immediate family member. For the purposes of this policy only, immediate family member is defined as
wife, husband, father, mother, grandfather, grandmother, guardian, ward, sister, brother, child, grandchild,
mother-in-law, father-in-law, grandfather-in-law, grandmother-in-law, daughter-in-law, son-in-law, sister-in-
law, and brother-in-law. The City Administrator may authorize eight (8) hours of funeral leave for a family
member not listed if the City Administrator determines that the employee had a relationship with the deceased
that would warrant funeral leave based on the recommendation of the Department Head.
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3. Use of Sick Leave. Employees may use up to twenty-four (24) hours of sick leave to attend the
funeral of a family member not covered by funeral leave. Extensions of the use of sick leave for this purpose or
for an additional bereavement period for the death of an immediate family member may be authorized by the
City Administrator under limited circumstances.

POLICY 421 VACATION, PERSONAL DAYS, & SICK LEAVE

1. Purpose. Vacation is intended to reward employees for their service to the City and to provide
employees with a break from their normal routine so that they can become refreshed and recharged before
returning to work. Sick leave is intended to ensure that the workforce remains at home when they are too ill to
work and also helps stop the spread of illness in the workplace. Sick leave is also intended to allow employees
to address their physical and mental health needs and that of their dependents. The use of sick leave to care for
other immediate family members on a limited basis may be approved by the City Administrator.

2. Eligibility.  Regular full-time employees are eligible for all the benefits documented herein. Part-
time, temporary, and seasonal employees are not eligible for benefits.

3. Vacation Accrual and Carryover. Eligible Full-time employees will accrue vacation according to the
following accrual rates the year in which they complete the required years of full-time service:

Non-Management

Year 1

Year 2

Year 4

Year 6

Year 10

Year 15

Year 20

Year 25

Year 30

40 hours

80 hours

96 hours

120
hours

136
hours

160
hours

184
hours

200 hours

216 hours

Management

Year 1

Year 3

Year 6

Year 10

Year 15

Year 20

Year 25

Year 30

120 hours

128 hours

136 hours

144 hours

168 hours

200 hours

216 hours

232 hours

3.1  Employees shall accrue their appropriate vacation amounts on their anniversary date for the first
year of employment. All future years’ vacation will be distributed on January 1%

3.2 Vacation will not accrue during unpaid leaves and cannot be taken before it has been earned.

3.3  For non-exempt staff, vacation shall be used during the calendar year in which it is awarded. If
not used, it is forfeited unless a carryover of vacation has been approved by the City
Administrator.

3.4  Exempt employees are entitled to a vacation carryover from one year to the next of a maximum
of forty (40) hours. The City Administrator may authorize, on a case-by-case basis, an additional
carryover or a cash payout of up to twenty-four (24) hours of vacation beyond the carry-over
amount if an exempt employee is unable to use sufficient vacation hours to not be subject to
forfeiture.

a. Exceptions for the City Administrator must be approved by the Mayor (unless otherwise stated
in the employment contract).
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3.5  For the purposes of this policy, management staff include all department heads, the Assistant
City Administrator, the Clerk-Treasurer, the Utility Finance Director, and the Police Captain.

4, Personal Days. All regular non-represented full-time employees will receive twenty-four (24)
hours of personal time each year. These hours are deposited into the employee’s vacation bank and considered
effective as of January 1%.

4.1  New employees receive their personal hours on the first day of employment but are not eligible
to use them in the first ninety (90) calendar days of employment without authorization of the
Department Head or City Administrator.

5. Sick Leave Accrual and Carryover. Sick leave is accumulated at a rate of eight (8) hours per
month for a total of 96 hours per year. Unused sick pay is accumulated and carried over into the subsequent
calendar years for future use but shall not exceed 960 hours of accumulation.

5.1  Sick leave cannot be utilized before it is earned unless approved by the City Administrator.
5.2  Sick leave will not accrue during unpaid leaves.

6. Planned Absences. Employees must request approval for paid planned absences as far in advance as
practicable and must be approved in advance by the department head or designee, but not less than twenty-four
(24) hours in advance. Department Heads or designees may approve planned absence requests of less than
twenty-four (24) hours notice on a case by case basis. Employees will follow established procedures for
requesting vacation. Vacation requests may be denied based on the needs of the department and the scheduled
time off of other department employees.

7. Medical Certification/Returning to Work After Medical Absence.
7.1  The City may require verification of illness.

7.2 After a medical absence, a physician’s statement may be required to be submitted to the City
(payroll department) on the employee’s first day back to work, indicating the date the employee
was seen and the date the employee may return to work, stating that the absence from work was
medically necessary, and attesting to the employee’s ability to return to work and safely perform
the essential functions of the job with or without reasonable accommodation.

7.3 A physician’s statement will be required for unplanned absences after three consecutive days of
illness and will be required prior to returning to work.

7.4  Any work restrictions must be stated clearly upon the employee’s return to work. Employees
who have been asked to provide such a statement may not be allowed to return until they comply
with this provision. Sick leave may be denied for any employee failing to meet this requirement.

7.5  The City has the right to obtain a second medical opinion to determine the validity of an
employee’s worker’s compensation or illness claim, or to obtain information related to
restrictions or an employee’s ability to work. The City will arrange and pay for an appropriate
medical evaluation when it has been required by the City.

7.6 If the absence qualifies as FMLA, the Policy 409 Leaves — Family, Medical, & Military will
apply. The appropriate medical certification form(s) will be required.

8. Unpaid Leave.

8.1 With the exception of qualified FMLA leave, unpaid leave may not be taken until the employee’s
accumulated vacation or sick leave (if applicable) has been exhausted. At no point will an
employee’s vacation or sick balances be allowed to fall below zero without prior approval of the

50



9.

10.

11.

12.

8.2

City Administrator. Should this happen, the employee will revert to unpaid time, and if this
occurs without the prior authorization of the department head, the employee may be subject to
corrective or disciplinary action.

Vacation and sick leave will not accrue during unpaid leaves. Unpaid leaves may be approved in
accordance with the City personnel policies.

Family Medical Leave Act. State FMLA, employee may substitute accrued paid leave time or choose
to take unpaid leave; Federal FMLA, employees may be required to use all accrued paid leave time before
receiving leave without pay.

Payment Upon Separation. Regular employees who leave employ of the City in good standing and
upon giving proper notice or employees separated by the City for other than disciplinary or performance reasons
will receive payment for unused vacation as outlined in Policy 105 Separation from Employment and Policy.

Conversion of Sick Leave.

111

11.2

11.3

Employees may convert sick leave upon full retirement from the City to pay for continued health
insurance premiums. The conversion is based on the number of years of service, with a
minimum of ten full years of service, based on the percentages in the table below:

10 Years of Service 65%
15 Years of Service 90%
20 Years of Service 95%
25 Years of Service 100%

Conversion Formula. Employee’s last 12 months’ base wage divided by two thousand eighty
hours (2080) multiplied by the number of hours of accumulated sick leave.

11.2.1 Employees who work a six on and three off schedule will have their last 12 months’ base
wage divided by one thousand nineteen hundred and forty seven hours (1947).

11.2.2 Grandfather Clause. Employees with at least fifteen (15) full years of service as of
January 1, 2020 will have their sick leave conversion calculated using wages as of the
date of retirement.

Employees separated for disciplinary or performance reasons or who fail to provide a two-week
notice (30 days for department head and administrative staff positions) of intent to terminate will
receive no separation benefits.

Vacation Service Credit at Hire.

121

A department head may recommend to the City Administrator that a new hire be given credit for
length of service for employment experience directly related to the position to which the
employee is being appointed or to match the current leave accrual provided by the employee’s
most recent employer. The recommendation must be in writing and based on the department
head’s assessment of the employee’s qualifications beyond the minimum requirements,
recruitment considerations, or service accrual provided by the employee’s previous employer.
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12.2  The length of service credit plus the employee’s subsequent actual length of service with the City
will be the basis for future accrual determinations. No additional length of service credit shall be
granted after initial appointment to the City.

13.  Restrictions.
13.1 Anemployee cannot be paid for time at work and receive vacation pay at the same time.

13.2  Employees who are ill should not report to work. Department Heads or supervisors have the
right to judiciously assess the health of an employee and, if the employee is deemed too sick to
work, the Department Head or supervisor can send the employee home.

POLICY 423 - LEAVE — BONE MARROW AND ORGAN DONATION LEAVE

1. Purpose. To provide security for employees who elect to serve as a bone marrow or organ donor.
The leave is only for the period necessary for the employee to undergo the bone marrow or organ donation
procedure and to recover from the procedure.

2. Eligibility.  Bone marrow and organ donation leaves only applies to a full-time employee who has
worked for the City for more than fifty-two (52) consecutive weeks and for at least one-thousand (1000) hours
during that 52-week period.

3. Paid Time Off. When an employee qualifies for bone marrow or organ donation leave, the City
will provide paid time off while the bone marrow and organ donation leave is being used as follows:

3.1  Anyemployee who is eligible as a bone marrow donor will receive from the City up to forty (40)
hours of paid leave for the procedure and to recover from the procedure.

3.2  Any employee who is eligible as a human organ donor will receive from the City up to one
hundred sixty (160) hours of paid leave for the procedure and to recover from the procedure.

3.3 Should the leave exceed the number of hours as noted above, the employee will be required to
substitute vacation, sick, or compensatory leave for the remainder of the absence.

4. Notice. The employee shall give the City advance notice of the bone marrow or organ donation in
a reasonable and practicable manner. The employee shall make a reasonable effort to schedule the bone
marrow or organ donation procedure so that it does not unduly disrupt the City’s operations, subject to the
approval of the healthcare provider of the bone marrow or organ recipient.

5. FMLA. Eligibility requirements for bone marrow or organ donation will normally meet
requirements for FMLA and allow the City to count the time used for these leaves against employee’s FMLA
entitlement. Therefore, FMLA forms are required for all bone marrow or organ donor leaves in excess of three
(3) consecutive scheduled workdays and may be required for less than three (3) days given the circumstances.

POLICY 425 DONATION OF SICK, VACATION, OR COMPENSATORY LEAVE

1. Purpose. To permit an employee to donate sick leave, vacation leave, or compensatory time to
another employee who is experiencing an FMLA-qualifying event that is not covered by employer disability
policies or compensated by Worker’s Compensation. It is not intended to provide for the donation of leave for
common illnesses of short duration.
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2. Eligibility.  Only full-time employees who are not in a probationary status and are eligible to accrue
paid time off but have exhausted all forms of their own paid leave, or plan on exhausting all forms of paid
leave, during the qualifying FMLA leave event are eligible to request leave donations.

3. Responsibility. The City Administrator is responsible for coordinating donations, reviewing
donation requests, and authorizing eligibility. Final decisions on eligibility and distribution of donated leave
time rests with the City Administrator and shall not be subject to any grievance or appeal procedure.

4. Procedures. The following procedure shall be used in all cases.

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8
4.9

4.10

Upon becoming aware of a qualifying FMLA leave need, a department head shall submit a paid
leave donation request to the City Administrator.

Upon verifying the need for additional paid leave, the City Administrator shall issue a city-wide
communication by reasonable means, including by e-mail to all departments and employees
advising of the leave need. Such communication shall not identify the individual with the leave
need but may disclose the type of illness or injury provided the requesting employee has
provided written authorization for the disclosure.

Employees wishing to donate leave must complete and submit a leave donation form to the City
Administrator.

4.3.1 Leave donations must be in whole hours with a minimum of four hours per donation.

4.3.2 Employees may donate as many hours as they wish, but the donation may not reduce the
employee’s sick leave account balance below eighty (80) hours.

Donated hours will be converted to dollars by the City Administrator by multiplying the hours
donated by the donor’s hourly base rate of pay at the time of processing. Once the donation has
been processed, neither the donor nor the recipient may revoke the transaction.

4.4.1 Leave donations from one major account (General Fund, Utilities, Library) to another
will be charged against the donor’s account.

Donated hours shall be available to the recipient to draw upon during the qualifying leave event
as needed. In no case shall donated hours be converted to cash as a lump sum payout or result in
overtime payment.

The City Administrator shall cap donated hours and shall reject offers to donate additional hours
if the donated hours and the accumulated paid leave hours in the residual bank would exceed the
anticipated duration of the leave need. Total maximum donations for any individual leave event
shall not exceed 2080 hours for those normally working 40 hours a week and 1947 hours for
those normally working 37.5 hours a week.

FMLA leave shall run concurrently with donated leave for up to the first twelve weeks of the
leave.

Recipients may refuse to accept donated hours at their discretion.

The City will not inform the recipient of the name(s) of anyone donating hours or the number of
hours donated.

Donated leave will expire and revert back to the donor one year from the date initial request for
donations.
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5.

Solicitation Prohibited. Recipients are prohibited from soliciting co-workers for donations of paid

leave. Donations are strictly voluntary. Any recipient found soliciting for donations of paid leave will lose all
donated leave not taken.

6.

Benefits While on Donated Leave. Sick Leave will not accrue during the use of donated leave. All

other benefits will accrue and health, vision, and dental insurance will to continue to operate as if the recipient
were using his/her own paid benefits.

POLICY 427 FIRE DEPARTMENT RESPONSE POLICY

1.

2.

Purpose. To support the response capabilities of the City’s volunteer Fire Department by allowing City
employees who are also a volunteer member of the Fire Department to respond to calls during the workday.
Authorization.  An employee who is also a member of the Fire Department is authorized to immediately
respond to a call when performing the duties of their regular full-time employment position. Employees
should make an attempt to notify their immediate supervisor but are not required to unduly delay their
response in order to provide such notification.

2.1  Exception. Any absence that would result in a safety violation or create an undue hardship on a
department must be approved by the department head or City Administrator. Safety violations must be
correctable prior to the absence being authorized.

Pay. An employee who responds to a call during normal working hours will receive their regular rate
of pay for response hours that occur within their normal working hours. Any response time outside of their
normal working hours will be paid at the current rate of pay for fire response calls and will not count as
hours worked for the purposes of overtime.

Overnight Calls. Department Heads should make every attempt to make considerations for employees who
respond to calls overnight by permitting employees to report to work late.
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WAGES & OTHER FORMS OF
COMPENSATION

Policy 501 — Total Base Wages & Other Forms of Compensation
Policy 503 — Overtime & Compensatory Time
Policy 505 — Payroll & Deductions from Payroll
Policy 507 — Personal Data Changes

Policy 509 — Timekeeping

Policy 511 — Training & Development

Policy 513 — Travel & Expense Reimbursement
Policy 515 — Use of City Vehicles

Policy 517 — Out-of-Title Work

Policy 519 — Salary Plan Administration

Policy 521 — On-Call Pay

Policy 523 — Safety Equipment

Policy 525 — Clothing Allowance



POLICY 501 TOTAL BASE WAGES & OTHER FORMS OF COMPENSATION

1. Purpose. To review and provide total base wages in accordance with State law which authorizes
collective bargaining for total base wages only; to allow for consideration of other forms of compensation
outside of collective bargaining.

2. Procedure.

2.1  Employers are prohibited from engaging in collective bargaining with general municipal
employees on any form of compensation except for total base wages. Premium pay, merit pay,
automatic pay progressions and any other form of supplemental compensation may be
considered, but not bargained, by the employer.

2.2 Employers may bargain with units comprised exclusively of public safety employees, as defined
by law, on any term or condition of employment, including any form of compensation.

3. Appendices.
3.1  Salary Schedule (Appendix 501 A)

POLICY 503 OVERTIME AND COMPENSATORY TIME

1. Purpose. To provide a consistent system for distributing overtime in compliance with the
overtime-pay provisions of the Fair Labor Standards Act (FLSA).

2. Definitions.

2.1 Each position is designated as either “Non-exempt” or “Exempt” from the federal Fair Labor
Standards Act and state wage and hour laws. Employees should contact their supervisor if they
are unsure of their position’s designation.

2.1.1 Non-Exempt. Positions that are paid on an hourly basis and are entitled to overtime pay for
hours worked in excess of 40 hours per week.

2.1.2 Exempt. Positions that are generally paid on a salary basis and are excluded from specific
provisions of federal and state wage and hour laws and are not eligible for overtime pay.

3. Overtime.

3.1  Non-exempt employees are eligible to receive overtime pay of one and one-half (1.5) times their
regular hourly wages for approved hours over forty (40) hours in one (1) week. All overtime
must be approved in advance.

3.2 Hours worked includes time the employee actually performed work, vacation time, and holidays.
Compensatory time and sick time will not be considered as hours worked for purposes of
determining overtime hours and pay.

4, Compensatory Time.

4.1  Non-exempt employees may elect to earn and use compensatory time. Compensatory time will
be earned at time and one half.

4.2  Exempt employees are not eligible for compensatory time.

4.3  Accrual. Employees are only eligible to earn compensatory time after the employee has
reached forty (40) hours worked. Only hours worked as defined in subsection 3 of this policy are
counted for purposes of determining compensatory hours. Eligible employees may carry a
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maximum of one hundred and twenty (120) hours of compensatory time at any one time. Once
the maximum accrual has been met, employees will be paid for any time worked for hours
worked beyond their regularly scheduled hours in one (1) week at a rate of one and a half times
their regular rate of pay. Employees may carry over up to forty (40) hours of earned
compensatory time from one year to the next or they may request a payout.

4.4  Approval. Except in emergencies, all overtime and compensatory time must be approved in
advance by management. The employee’s supervisor will have the sole right to approve or deny
overtime and compensatory time requests.

45  Pay-out. Compensatory time pay-outs are made seven days after the first pay date of the
month. Requests for pay-outs must be received by the noon on the first pay date of the month.
For example, if the first pay date of the month is Friday the 11", then pay-outs are made on
Friday the 18" with the requests due by noon on the 11,

POLICY 505 PAYROLL & DEDUCTION FROM PAYROLL

1. Purpose. To provide standardized payroll procedures in accordance with applicable State and
Federal guidelines.

2. Pay Periods. The bi-weekly pay period runs Saturday to the second Friday. Paychecks are deposited
by direct deposit the Friday following the end of the pay period. Employees will receive a paper advice of
deposit unless the City establishes online access to view pay stubs.

3. Employee Responsibility. To review all advice of deposits (pay stubs) and direct any questions or
concerns to the Clerk-Treasurer. Items for review include, but are not limited to, salaried status and deductions
that have been made from pay.

4, Employer Responsibility.
4.1  Tocomply with applicable wage and hour laws and regulations.

4.2 Toinvestigate and resolve all complaints as promptly, and as accurately, as possible. Consistent
with the U.S. Department of Labor’s policy, any complaint will be resolved within a reasonable
time given all the facts and circumstances.

4.3 If an investigation reveals that an improper deduction from pay has occurred, the employee will
be reimbursed and the City will take whatever action it deems necessary to ensure compliance in
the future.

POLICY 507 PERSONAL DATA CHANGES
1. Purpose. To ensure accurate and up-to-date personal information is on file for all employees.
2. Policy.

2.1 Each employee must promptly notify the City of Clintonville of any changes in personal data.
Personal mailing addresses, telephone numbers, number and names of dependents, individuals to
be contacted in the event of an emergency, educational accomplishments, marital status,
certification achievements, and other such status reports must be accurate and current.
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3. Employee Responsibility.

3.1

3.2

3.3

When necessary, complete and submit the Biographical Information Form to the Clerk-Treasurer
after the Department Head has reviewed and signed the form.

Submit certificates received from trainings, transcripts from continuing education coursework,
diplomas, or other educational materials obtained while employed by the City of Clintonville to
the Department Head with copies to the City Administrator for placement in the personnel file.

Employees in positions that require renewal of licenses or certifications must provide updated
copies upon expiration of the license or certification to their respective Department Head with
copies to the City Administrator for placement in the personnel file.

POLICY 509 TIMEKEEPING

1. Purpose. To provide time reporting requirements for all employees of the City of Clintonville.
This policy provides each department the information needed to accurately record and submit their time sheets.
This policy applies to ALL employees of the City of Clintonville unless otherwise noted.

2. Definitions.

2.1  AUTHORIZED HOURS. Work hours that a supervisor assigns to complete a task.

2.2  COMPENSATORY TIME. Hours worked in excess of the normal workweek which may be
used as time off from a regular work schedule in accordance with specified guidelines.

2.3 EXEMPT. Employees that are covered under the Fair Labor Standards Act (FLSA) and exempt
from FLSA overtime rules and pay provisions as defined by the Department of Labor Wage and
Hour Division.

2.4  NON-EXEMPT. Employees that are covered under the Fair Labor Standards Act (FLSA) and
subject to FLSA overtime rules and pay provisions as defined by the Department of Labor Wage
and Hour Division.

2.5 OVERTIME. Authorized hours worked by an hourly or nonexempt employee in excess of forty
(40) hours in a workweek and should be recorded to the nearest quarter of an hour.

26  WORK HOURS. Any hour of the day that is worked and authorized to be worked and should be
recorded to the nearest quarter of an hour.

3. Procedures.

3.1  The pay period covers fourteen (14) consecutive days beginning on a Saturday and ending on the
second Friday. The usual pay period is 80 hours.

3.2  All employees, except Department Heads and exempt supervisory employees when authorized
by respective Department Heads, are required to complete their timekeeping records on a daily
basis and should not be completed in advance.

3.3 Time sheets must show all time worked and absence from work with appropriate codes (hours
worked, vacation, sick, etc) that were incurred for the pay period. Employees will mark their
time sheets in fourths for the purpose of computing regular hours and shall do so to the nearest
quarter of an hour.

3.4  Employees on official business outside the normal work schedule should note it on their

timekeeping records. Submission of appropriate documentation is necessary.
58



3.5  Time sheets for each two-week pay period must be completed accurately and submitted to the
approving supervisor by all employees by the 9am the Monday after the pay period ends.

3.6 Supervisors will review time records for accuracy and completeness and verify overtime entries
prior to submission for data input, sign the timesheet in ink, and forward to the Clerk-Treasurer’s
office by noon the Monday after the pay period ends.

4. Overtime and Compensatory Time.

4.1  Overtime and compensatory time earned must be approved in advance by the supervisor to
whom the employee reports; if not, an employee is not authorized to work the overtime or
compensatory time.

4.2  All overtime or compensatory time must be clearly noted on the time sheet.

4.3  Working unauthorized overtime or compensatory time is prohibited and will subject employees
to disciplinary action.

5. Time Worked. The following provisions are included as time worked.

5.1  Work Away From Premises or at Home. A non-exempt employee is not permitted to perform
work away from the premises, job site, or at home, unless approved in advance in writing by his
or her department head and the City Administrator. If approved, work performed off the
premises, job site, or at home by a non-exempt employee will be counted as time worked, unless
such time is de minimis.

5.2  Break Time. Authorized rest periods of 15 minutes or less are counted as time worked.

5.3  Travel/Training Time. Travel and training time is considered and included in actual time worked.

5.4  Vacation and Regular Sick Leave.

6. Time Not Worked. Per the Fair Labor Standards Act, the City of Clintonville does not count the
following provisions as time worked.

6.1

6.2

Leaves. Approved absences, including but not limited to Family Medical Leave Act leave,
military leave, and time off for voting are not counted as time worked, except Vacation and
Regular Sick Leave.

Meal Periods. Uninterrupted time off for lunch or dinner is not counted as time worked.

7. Responsibilities.

7.1

7.2

Employee Responsibilities. All employees, when completing their time sheet, will adhere to the
following procedures.

7.1.1 Record correct overtime and benefit codes.

7.1.2 Maintain an honest and accurate daily record of hours worked and the correct time codes
recorded on the time sheet. All absences from work schedules should be appropriately
recorded and coded. Entries should be made daily.

7.1.3 Obtain approval for any overtime or compensatory time earned in the pay period.

7.1.4 Sign and submit the completed time sheet to the supervisor in the time period required for
approval.

Supervisor Responsibilities. Each supervisor is responsible for the following procedures.

59



7.2.1 Ensuring that employees reporting to him or her have the correct codes.
7.2.2 Ensuring that all employees maintain accurate time sheets.
7.2.3 Providing approval for overtime or compensatory time.

7.2.4  Approval of time sheets and submission to Payroll by noon on Monday following the
completion of the pay period.

8. Timesheets for Department Heads and Exempt Supervisory Staff.

8.1  Department heads, and exempt supervisory staff when authorized by their respective Department
Heads, are not required to document time worked, but they are required to document and submit
any paid benefit time (vacation, sick, etc) on the approved payroll sheet. Work schedules may be
adjusted according to operational needs of the department/work unit.

POLICY 511 TRAINING AND DEVELOPMENT

1. Purpose. To provide organized training programs for the purpose of increasing the knowledge,
proficiency, ability, and skills of the City of Clintonville employees.

2. Definitions.

2.1  Required training. Training that employees and volunteers must attend.

2.2 Optional training. Training that is offered through the City of Clintonville, but is not required by
law, City policy, or City Administrator or Department Head direction.

3. Training Philosophy. The City recognizes and desires that its employees seek training and
educational opportunities to broaden their knowledge, skills, and abilities enabling them to obtain and retain the
competencies essential to job satisfaction and high-quality performance of their duties.

3.1  The Common Council expects the City Administrator to monitor the level and implementation of
employee training and development of all City employees and department heads by periodically
analyzing the overall needs for employee training and development, to ensure employees are
informed of available training opportunities and encouraging participation in training that will
provide career enhancement and professional growth, and to ensure department heads properly
credit each employee with indications of such training and development in their personnel files,
and to budget for the cost of such training when feasible.

3.2  The Common Council expects Department Heads to provide active leadership in the training and
development of their respective employees by submitting annual budget requests and scenarios
that adequately address the training and education needs of their staff, by granting employees
under their supervision with sufficient time and opportunities to participate in training programs
provided that such participation does not unduly interfere with the necessary operations of the
department, and by suggesting broad level training needs to the City Administrator that would be
beneficial to all City employees beyond the needs for any single department.

4. New Employee Orientation.

4.1  Within the first week of employment, all new regular full- and part-time employees will meet
with the City Administrator to introduce the employee to City policies, rules, and benefit
programs, and to review required employment paperwork.
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4.2

4.3

The employee’s supervisor will continue orientation by introducing department coworkers to
them, explaining hours of work, reviewing job duties and responsibilities, initiating training, and
explaining departmental and safety rules.

Department Heads are responsible for ensuring that the all new employee paperwork is properly
completed and submitted to the City Administrator in the required timeframe.

5. Conferences, Conventions and Training.

5.1

5.2

City employees are encouraged to attend conferences, conventions, and training education
opportunities with approval of their department head if attendance is expected to add to their job-
related knowledge and skills. Approval to attend conferences, conventions, or training seminars
in Wisconsin is at the discretion of the department head. Approval of the City Administrator is
required to attend any out of state conferences, seminars, or training opportunities.

The City will pay or reimburse for the cost of an employee attending approved training including
registrations costs, mileage reimbursement or airline fare (whichever is lower), motels, meals,
parking, and toll fees. To the extent possible department heads are expected to account for these
annual costs in their department’s annual operating budget so that these expenses are not an
unexpected cost to the City.

5.2.1 For travel by car, mileage is not authorized if a City vehicle is available for use.
Exceptions to this policy may be authorized by the City Administrator in advance of the
travel.

6. Continuing Education and Coursework.

5.1

5.2

5.3

Changes in job requirements and individual responsibilities including potential future job
assignments and/or desirable cross training of employees, technological advances, and
certification or recertification requirements warrant the City to provide financial assistance to
employees who need to improve or develop job-related knowledge and skills through attendance
of a class or classes at an accredited college or university. The employee who is requested by
their department and agrees to attend this type of post-secondary training will be eligible for the
following reimbursement from the City, based on evidence of successful completion of the
course, provided this reimbursement is pre-approved by the City Administrator before attending
such classes.

5.1.1 Reimbursement of 100% of the cost of tuition, books, and associated direct class costs
will be made if the employee receives a grade of 3.7 or higher on a 4.0 scale.

5.1.2 Reimbursement of 75% of the cost of tuition, books, and associated direct costs will be
made if the employee receives a grade of 3.0 but less than 3.7 on a 4.0 scale.

5.1.3 Reimbursement of 50% of the cost of tuition, books, and associated direct class costs will
be made if the employee receives a grade of 2.5 but less than 3.0 on a 4.0 scale.

Coursework or degree programs must be substantially related or aligned with the employee’s
current job assignment, potential future job assignment, or desirable employee cross training, and
shall be determined to be advantageous for the City by the City Administrator to authorize
enrollment and reimbursement.

The City Administrator may, on a case-by-case basis, authorize pre-payment of a course so long
as the employee signs a letter of understanding that repayment of pre-paid costs must be repaid
to the City immediately should the employee fail to meet the grade standard as listed in Section
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6.

5.10f this policy. Repayment will be restricted to that which would apply based on the grade
receive. For example, if an employee receives a grade of 3.0, then the employee would be
required to repay 25% of the total pre-payment made. If an employee receives a grade of 2.4,
then the employee would be required to repay the full amount of the pre-payment.

5.3.1 Employees may elect to have any repayment deducted from their paychecks and may
spread repayment over no more than two pay periods.

5.4  Forevery credit hour the City pays for in part or in whole under this policy, the employee must
work for two months beyond completion of the class, program, or degree. If the employee
leaves employment either voluntarily or as a result of termination, the employee shall be liable
for repaying a prorated portion of the amount the City paid for that class, program, or degree.

For example, if the City reimbursed or prepaid 100% of the cost of a three-credit hour class, the
employee would have to remain employed by the City for six months after completion of the
class. Should the employee voluntarily leave or be terminated three months after completion, the
employee would be required to repay 50% of the total amount paid or reimbursed by the City.

5.4.1 Exceptions to this repayment policy may only be approved by the Personnel and Labor
Relations Committee after considering the recommendation of the City Administrator.

Scheduling. Department Head approval is required to attend optional training events. Work schedules

will be determined in advance of the training event.

7.

Lunches.
7.1  Employees will take an unpaid meal period as outlined in Policy 419 Meal & Break Periods.

7.2 When directly related to the session(s) on the agenda, include the lunchtime on the time sheet
and attach a copy of the agenda showing the lunch hour training to the employee time sheet.

7.3 Lunch break will be taken and office work will not be done during this period unless approved in
advance by the supervisors.

Appendices.
8.1  Pre-payment of Educational Courses Letter of Understanding (Appendix 511 A)
8.2  Reimbursement and Length of Service Agreement (Appendix 511 B)

POLICY 513 TRAVEL AND EXPENSE REIMBURSEMENT

1.

Purpose. To establish a uniform system for determining City responsibility for expenses incurred

by employees and officers while performing official City business.

2.

Definitions.

2.1  Authorizing party. The City Administrator with respect to department heads; the department
heads with respect to subordinate employees; the Mayor with respect to the City Administrator;
the Common Council with respect to the Alderpersons and any other public officials such as
citizens serving on City committees.

2.2 Budgeted. Appropriated by the Common Council.
2.3 Person. All public officials and employees of the City.
2.4 Vehicles. All motor drive surface forms of transportation.
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3. Personal Automobile Insurance. All City employees who drive their personal vehicles on City
business will be required to maintain, at a minimum, personal automobile liability insurance in the amount of
$100,000/$300,000 or as required by state statutes, whichever is higher. Department Heads are responsible for
maintaining records showing proof of insurance for any employee authorized to use personal vehicles for
official use.

4. General Travel Policy.

4.1  Each person will be reimbursed for reasonable, necessary, and actual travel expenses incurred in
the performance of authorized official duties.

4.2 Each authorizing party will be responsible for ensuring that employees plan their travel with the
principles of fiscal austerity and energy conservation in mind.

4.3 Department Heads and the City Administrator will determine departmental travel and training
needs and authorize expenditures.

5. Out-of-state Travel. All out-of-state travel at City expense must have the prior approval of the City
Administrator. Employees will submit a request for out-of-state travel to the City Administrator as far in
advance of the time of travel as possible.

6. Travel Costs. The employee’s authorizing party is responsible for auditing the travel voucher and will
review travel expenditures. Travel reimbursement will not exceed the budgeted amount. Expenditures in excess
of the budgeted amount will not be reimbursed unless approved by the City Administrator.

7. Lodging Expense.

7.1  The choice of lodging will be based primarily on cost with consideration given to accessibility in
conducting business. When traveling alone, a person will make use of a single room rate. Only
travel expenses for the authorized person will be reimbursed and at the rate for a single room.
Any expenses incurred by the employee above the single room rate are the responsibility of and
at cost to the employee.

7.2 All lodging expenses will be supported by the original machine printed receipts or an original
handwritten receipt.

7.3  Same sex employees are required to share a room when the selected lodging provides two beds
in separate defined areas in a room (ex. 2 bedroom suite) when such arrangement is cheaper than
purchasing two separate rooms.

8. State or third-party reimbursements. Employees being reimbursed for travel expenses from a third
party will not be reimbursed by the City.

9. Private Vehicle Mileage Allowance.

9.1 The mileage allowance for use of private vehicles will equal the IRS rate and will automatically
be adjusted each time the IRS rate is adjusted.

9.2  Travel between the employee’s residence and place of employment is exempt from
reimbursement.

9.3  Mileage reimbursement is not permitted when a City vehicle is available for use. All employees,
regardless of department, are permitted to use the Administration Department’s vehicle.
Exceptions to this policy require the pre-approval of the City Administrator.
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10. Meals.

10.1 Employees will be reimbursed for meals if the employee is attending an approved meeting,
convention, or seminar, unless a meal is provided. Should a meal be provided, exceptions to this
policy may only be authorized by the City Administrator.

10.2  The claim for meals will represent actual, reasonable, and necessary costs expended for meals,
including tax and 20% maximum tip according to the following schedule:

Breakfast (Required to leave before 6:00am) $12.00

Lunch (Required to leave before 11:30am & return after 1:30pm) $17.00

Dinner (Required to leave before 4:30pm and return after 6:30pm) $22.00

*K-9 Officer is permitted to purchase lunch on all full training days regardless of training location when funded
by the K-9 Special Fund.

10.3 Maximum daily total of $51.
10.4  No reimbursement will be made for the cost of or tip on alcoholic beverages.

10.5 If the employee is required to purchase one meal while on City business, they will be limited to
the amount stated per meal. If more than one meal is purchased, the employee will be allowed
the total of these meals with the total being split among the meals at the employee's option.
Exceptions to the individual meal or daily amount may be authorized by the City Administrator
in advance of the travel.

10.5.1 An employee that is authorized three meals may purchase additional food and beverages
for themselves outside of meal time so long as the maximum daily total is not exceeded.

10.6 If an employee exceeds the meal authorization when using the City credit card, the employee
must immediately reimburse the City for the difference between the approved amount and the
amount charged to the credit card.

11.  Claiming Reimbursement of Authorized Expenditures. All claims for reimbursement of authorized
expenses must be submitted within ten (10) days on a Travel and Expense Reimbursement Form provided by
the Clerk-Treasurer’s office.

12.  Appendices.
12.1  Travel/Expense Reimbursement Form (Appendix 513 A)

POLICY 515 USE OF CITY VEHICLES

1. Purpose. To provide guidelines and assign responsibility for the safe operation and use of all
vehicles operated by authorized individuals. It is the intent of this policy to ensure that City vehicles are safe
and that operators adhere to all local, state, and federal laws. This policy applies to all regular full-, part-time,
and temporary employees of the City of Clintonville and all owned, non-owned, rented, or leased vehicles.

3. Definitions.

3.1  Authorized employee. The designated City employee-operator of the vehicle conducting City
business.
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3.2

3.3

City-Owned Vehicle. Any vehicle owned or leased by the City of Clintonville. All vehicles will
be clearly marked with municipal plates and a City Logo. Exceptions for vehicles assigned to
sensitive jobs will require approval from the Chief of Police to not be marked.

City Business. Any authorized work or activity performed by a City employee conducting
official business for the City of Clintonville.

4. Use of Vehicles.

4.1  Only authorized employees conducting official City business will use City vehicles.

4.2  Passengers in City vehicles must be engaged in City business. Family members who are not City
employees will not ride in City vehicles unless prior authorization is requested and approved by
the City Administrator.

4.3  Drivers of City vehicles are responsible for operating vehicles in a safe and prudent manner and
are responsible for their own actions when occupying a vehicle, including responsibility for
violations of the law.

5. Commuting.

5.1 Use of City vehicles for purposes of commuting between an employee’s residence and principal
place of work, provided such use is in the best interests of the City, will require written
authorization of the Department Head and the City Administrator. In order to ensure appropriate
fiscal control, a reporting system including vehicle identification, vehicle mileage, purpose,
principal operator of the vehicle, and business and commuting mileage driven, will be developed
by the City Administrator and will be reviewed and approved annually by the City
Administrator.

5.2 Employee use of City vehicles for purposes of commuting between an employee’s residence and
principal place of work will be subject to the applicable provisions of the Internal Revenue Code
and Regulations as may be subsequently amended or modified.

6. Department Head or Supervisor Responsibilities. Department Head and supervisors are responsible

for ensuring vehicle operators maintain a current Wisconsin Driver’s License for the class of vehicle they are
assigned to operate, that all vehicle use is in accordance with this policy, and that vehicles are maintained in
accordance with fleet vehicle operating procedures. At a minimum, checks with the Police Department should
be performed annually.

7. Authorized Employee Responsibilities.

7.1
7.2

7.3

7.4
7.5

Possess and maintain the proper Wisconsin Driver’s License.

Notify their supervisor and department head of any changes in their driver’s license (i.e.
revocation, suspension).

Notify their supervisor and department head of any traffic citations, etc. received while operating
a City owned vehicle.

Comply with all federal, state, and local laws relative to the operation of a City vehicle.

While in a City-owned vehicle, report all accidents or incidents within two (2) hours of the
accident to the driver’s immediate supervisor. Accidents involving personal injury or significant
property damage must be reported to the City Administrator immediately when possible but no
later than two (2) hours after the event. Failing to report accidents will result in disciplinary
action.
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7.6

1.7

7.8

7.9
8. Compl

Do not drive under the influence of alcohol, prescription medicines that warn against operating a
vehicle, sleepiness, or illegal drugs. Alcoholic beverages and any illegal drugs are not permitted
in City vehicles at any time.

Do not drive while operating a cell phone or other electronic communication device. Emergency
Services personnel are exempt from this requirement when said use is for official business.

Report and assume responsibility for all citations or moving violations while operating the City
vehicle.

Do not use or allow the use any of tobacco products, including e-cigarettes in a City vehicle.

iance. Abuse of the vehicle or policies may result in, but not be limited to disciplinary action,

reimbursement of a departmental cost of repair and/or cleaning, or suspension of vehicle usage.

POLICY 517 OUT-OF-TITLE WORK

1. Purpose. Some vacated positions may require an interim appointment be made in order to
continue effective operations of the department or work unit. Employees may be assigned an interim position to
assist in carrying out those duties which must be continued.

2. Policy.

Assignment of employees to work out of title would normally be made by the employee’s

department head, with the approval of the City Administrator. The City Administrator may also make

assignments.

3. Determination of Pay Status.

3.1

The City Administrator and the department head will determine whether such employee will
receive additional pay and what that pay will be.

3.2 If it is determined the employee will receive additional compensation, the effective date will be
the first day where the exact duration of the assigned duties is known, or retroactive to the first
day when the exact duration of the assignment was known.

3.3  Where the City Administrator and Department head determine that the assigned duties have a
value at or below the non-represented employee’s regularly assigned duties, there will be no
additional pay.

4. Time Worked. The assignment can be for any length of time consistent with the work to be completed.
POLICY 519 SALARY PLAN ADMINISTRATION
1. Purpose. The purpose of this policy is to administer a uniform employee salary plan. The salary and

benefits provided by the City to its employees are for the purpose of obtaining and retaining competent
individuals to perform services which the City is either required to or is discretionarily providing to its
residents. The City will provide these salaries and benefits on the basis of internal equity as well as external
competitiveness, if fiscally feasible.

2. Salary plan administration.

2.1

New Hires and Promoted Employees. Will normally commence working at the entry level salary
Step 1. New hires may start at a probationary rate, as determined by the City Administrator.
Additionally, an entrant may be assigned at a higher starting salary step subject to approval of
the City Administrator under the following conditions.
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2.2

2.1.1 The entrant must have substantial experience immediately usable in the new position.
2.1.2 Market conditions must demand a higher starting salary step.

2.1.3 Salary compression from subordinate positions requires a higher starting salary.
Requests for Step Increases for full-time employees. The City will consider step increases every

even year for implementation in the following odd budget year.

2.3

2.2.1 Requests by Department Heads will be approved or denied by the City administrator.

2.2.2  Such progressions will not be automatic, but will be based upon annual performance
evaluations averaged over a two-year period and recommendation by the Department
Head according to the following:

Does Not Meet Meets Expectations Exceeds Greatly Exceeds
Expectations Expectations Expectations

No Step Increase | One Step Increase Two Step Increase Three Step Increase
Score < 1.0 Score =1.0 but <3.4 | Score =3.4but<5.0 | Score 5.0-6.0

2.2.3 Employees must have a performance evaluation that indicates a minimum of a
satisfactory performance and achievement in the accountabilities attributed to the position
which they fill. An employee who has received an is serving a disciplinary suspension or
who has been placed on a Performance Improvement Plan that includes a time limit
within which the deficiencies must be corrected, will not be eligible for a step increase
until a minimum of three (3) months have passed after a satisfactory performance
evaluation is received, the disciplinary suspension is completed, or the performance
deficiencies are corrected within the time limit given.

2.2.4 Employees who receive a “Does Not Meet Expectations” on the second year evaluation is
not eligible for a step increase regardless of the two-year average performance evaluation
score.

2.2.5 Approval or denial of step increases will be at the discretion of the City Administrator for
all employees, except that three-step increases must be approved by the Personnel
Committee and all step increases for the City Administrator must be reviewed and
approved by the Common Council.

2.2.6 Employees must be employed for a minimum of 12 months preceding September 1st of
the second year before becoming eligible for a step increase.

Requests for Step Increases for Part-time Employees. The City will consider step increases
for part-time employees every even year for implementation the following odd year.

2.3.1 Approval or denial of step-increases will be at the discretion of the City Administrator for
all employees.

2.3.2 Such progression is not automatic and is based on an evaluation conducted by the
Department Head. Such evaluations for part-time personnel are developed and maintained by
the respective Department Head. Part-time employees are only eligible for up to a two-step
increase.

2.3.3 Department Heads will submit a summary of the employee’s two-year evaluations with
reasoning for the recommended step increase or for the denial of a step increase. Department
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Heads must consider the number of hours worked when determining whether a step-increase is
warranted.

POLICY 521 ON-CALL PAY

1. Purpose. To ensure an employee is available at any time to respond to emergency situations as
they arise.
2. Application. Each department head has the discretion to decide whether a mandatory on-call schedule

will be utilized. When the Department Head elects to use a mandatory on-call schedule, the following structure
and compensation will apply.

2.1 Public Works. On-call status will be 24 hours a day for seven days. An employee on-call will
receive two (2) hours of pay each weekday and weekend day and holidays the employee is
scheduled for mandatory on-call status.

2.2 Utilities. On-call status will be 24 hours a day for seven days. An employee on-call will receive
two (2) hours of pay each weekday and four (4) hours each weekend day and holidays the
employee is schedule for mandatory on-call status.

3. On-call pay does not count as hours worked for the purposes of overtime calculation but may be taken as
compensatory time on a one-for-one basis.

4. Employees must be able to meet a thirty-minute response time while on-call and consumption of alcohol
is not permitted.

POLICY 523 SAFETY EQUIPMENT

1. Purpose. The City promotes the safety of its employees. The City has personal protective
equipment available and/or issued to employees to provide a safe working environment. Common sense must
be utilized to determine under which conditions different equipment should be worn.

2. General Guidelines.
2.1  Hard hats must be worn when an overhead hazard is present.

2.2 Proper eye protection must be worn when sledging, hammering, sawing on metal or concrete,
chipping, welding, grinding, drilling, working in dusty places, handling hazardous materials or
chemicals, or any operations where eye injuries may result.

2.3 Approved hearing protection must be worn where high noise levels exist.

2.4  Safety shoes in serviceable condition and appropriate for the operation to which the employee is
assigned are required.

2.5  Gloves must be worn when handling rough edge or abrasive materials when the work subjects
hands to lacerations, puncturing, or burns.

2.6 Reflective clothing must be worn when performing work adjacent to or in traffic.

2.7 Approved respirators must be worn when an air-based hazard is present and may be used for no
other purpose.
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2.8 Approved harnesses must be worn when a fall hazard is present or in confined space and may be
used for no other purpose.

3. In order for safety equipment to be effective it must be inspected periodically to assess its condition, it
must be worn properly, and employees must comply with the orders and directions given to them by supervisors
and management. Safety equipment is available (through a clothing allowance) or is issued to regular City
employees. Seasonal employees are responsible for appropriate footwear and clothing. Head, ear, and eye
protection is available from the employees’ supervisor.

4. Safety Equipment Reimbursement. The City shall pay for safety related equipment for all full-
time employees who are required by the City to wear them. All purchases must have the pre-approval of the
Department Head. Safety Equipment purchases by employees are limited to the items and aggregate amounts
listed below.

Electric
Boots * Prescription Safety Glasses
$535 $375

*One pair of safety-toe boots must provide sufficient protection for chainsaw use.

Public Works
Summer Boots Winter Boots* Prescription
Safety Glasses
$190 $240 $375

*Winter safety-toe boots are authorized once every three years.

Water and Wastewater

Boots Winter Boots * Prescription
Safety Glasses
$190 $240 $375

*Winter safety-toe boots are authorized once every three years.

4.1 In order to be eligible for reimbursement for prescription safety glasses, the employee must have vision
insurance. Purchase of prescription safety glasses is authorized only once every two years unless a medical
provider provides a statement that says the employee’s prescription has changed to such a degree that it would
be unsafe to work without new prescription safety glasses. This applies to all departments eligible for this item.

4.2  Regular part-time personnel and full-time seasonal personnel may be eligible to receive a prorated
portion of the boot allowance based on the estimated hours the employee works in the year. This determination
shall be made by Department Heads.

POLICY 525 CLOTHING ALLOWANCE
1. Purpose. To provide an employee compensation for additional work-related clothing.
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2. Structure. Each department is authorized a clothing allowance as listed below on an annual basis
unless otherwise noted. Pre-approval by the Department is required.

2.1  The City Administrator may make exceptions to the frequency, quantity, or cost in limited
circumstances based on the recommendation of the respective Department Head..

2.2  New employees are authorized the full amount regardless of the first date of employment.

Administration

Business Casual Attire
$55
Public Works
Bibs* Jacket**
$160 $105

*1f an employee does not utilize the full amount authorized for a bib, the employee may use the remaining
difference to purchase work pants.
**Bibs and jackets are authorized once every three years.

Water and Wastewater
Bibs* Bomber Jacket**
$160 $135

*1f an employee does not utilize the full amount authorized for a bib, the employee may use the remaining
difference to purchase work pants.
**Bibs and bomber jackets are authorized once every three years.

Police Department

Police Chief and Captain — The Police Chief and the Captain will be provided an annual clothing allowance of
$550 per year to be paid on the first compensatory time payroll of the year or, for new employees, the first
compensatory time payroll after hire.

Full-time Dispatcher — Full-time dispatchers will be provided an annual clothing allowance of $275 per year to
be paid on the first compensatory time payroll of the year or, for new employees, the first compensatory time
payroll after hire.

Part-time Officer and Dispatcher
Uniform Shirt (1) including patches $55
Uniform Pants (1) $55

3. Payment. Employees use one of three options when purchasing approved clothing”
a. Reimbursement. The employee may purchase an item out of pocket and request reimbursement
from the City.
b. City Credit Card. The employee may purchase an item using the City credit card when approved
to do so by the Department Head. If a purchase exceeds the approved amount, the employee
must immediately repay the difference.
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c. Charge Account. For local retailers with whom the City has a charge account, the employee may
charge the purchase to the City’s account with that retailer. If a purchase exceeds the approved
amount, the employee must immediately repay the difference.

INSURANCE & RETIREMENT BENEFITS

Policy 601 — Benefits — Health, Dental, & Vision Insurance and COBRA
Policy 603 — Benefits — Other
Policy 605 — Benefits — Retirement Plan

POLICY 601 BENEFITS - HEALTH, DENTAL, & VISION INSURANCE, & COBRA

1. Purpose. To provide health, dental, and vision insurance to those employees who qualify for
coverage.
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2. Coverage.  The design of the plans is determined by the Common Council on an annual basis
consistent with applicable state, federal, and insurance regulations. Employees will receive notification of the
plans as adopted by the Common Council.

3. Eligibility.  Full-time employees who qualify for coverage may participate in the Health, Dental, and
Vision Insurance Plans. Part-time employees are not eligible.

4. Effective Date. Insurance coverage will be effective the 1% day of the month thirty (30) days after
hire, provided the employee has submitted a completed application within thirty (30) days of hire, or as
otherwise determined by the insurance policy. Employees who do not meet the thirty-day deadline may
subsequently only obtain coverage after a qualifying event.

5. Payment of Employee Share of Premium. Employees may be required to contribute towards
the premium costs for the insurance plans as determined by the Common Council. Any employee required to
pay all or any portion of the premiums will make such payment by payroll deduction, except as provided in
Section 7 of this policy.

6. Spouse or other Dependent as Employee. The City will provide coverage to an employee
under only one plan. If an employee is eligible for coverage under another employee’s plan due to marriage or
other dependency status, the employee is only entitled to coverage under one plan.

6.1  Example: Two employees, a mother and a daughter where the daughter is legally eligible for
coverage on mother’s plan. The daughter could not be covered under both the mother’s family plan and a single
plan by herself.

7. Coverage Upon Separation.

7.1  Employees discharged will have insurance coverage only through the month in which the
discharge is effective.

7.2 Employees on unpaid leave or layoff, or surviving spouses may continue insurance under the
City plans by remitting premiums by check or money order to the City Clerk-Treasurer.
Insurance will be canceled if the employee or retiree fails to remit payment upon notice of
delinquency. Employees on FMLA will continue to pay their contribution but will be allowed a
30-day grace period to pay and the City will give a fifteen (15) day notice of intent to cancel.

7.2.1 No cost of any part of the insurance plans, including but not limited to deductibles, co-
pays, or co-insurance will be reimbursed or paid for by the City.

8. Payments While Receiving Worker’s Compensation Payments. Employees receiving
worker’s compensation payments will have their premiums paid by the City for a period of up to one year.

9. Waiver of Coverage.

9.1  Anyemployee who is eligible to be covered by an insurance plan who fails to apply for coverage
will be considered to have waived coverage.

9.2  Anyemployee may elect to decline or cancel health insurance coverage by signing a waiver form
provided by Administrative Department and filing it with the City Administrator during the open
enrollment period or after a qualifying event.

9.3 A waiver will be effective upon receipt by the City Administrator or, in the case of cancellation,
on the 1% day of the month following receipt by the City Administrator. Any waiver may be
withdrawn prior to its effective date.
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10.

11.

9.4

Health Insurance Opt-Out Incentive. Eligible employees who choose to waive Health Insurance
will be eligible for the Health Insurance Opt-out Incentive as determined by the Common
Council each year. Employees may receive the opt-out incentive payment while still electing
dental and vision coverage.

9.4.1 Employees who are eligible for health insurance through the City of Clintonville who opt
to have coverage through a spouse or other coverage from an outside source are eligible
to select a payment in lieu of health coverage through the City of Clintonville. To be
eligible, you must present evidence of other coverage to the City Administrator. This can
be an insurance card or document showing you are covered under another policy and the
evidence must be presented during the City’s open enrollment period as determined each
year.

9.4.2 The payment shall be made in one lump sum on the last compensatory time payout of the
year. The opt-out incentive payment is fully taxable but does not count toward your
WRS retirement contribution.

9.4.3 If there are two spouses (or other eligible employees within the same household)
employed with the City who are eligible for health insurance and one family member
chooses the family play, there will be no health insurance payout for the remaining
family member(s).

9.4.4 The opt-out incentive is subject to change each year when Council approves the annual budget.
Insurance Continuation (COBRA).

10.1

10.2

10.3

10.4

Under state law and the Federal Consolidated Omnibus Budget Reconciliation Act of 1985
(COBRA) and subsequent amendments to the Act, employees covered under an employer’s
group health care plan are eligible for continuation of health care coverage under the group plan
upon the employee’s termination (except for gross misconduct) or reduction in hours. COBRA
regulations also allow the employee’s spouse and covered dependents to elect continuation upon
the employee’s death, divorce or legal separation, an employee’s entitlement to Medicare, a
dependent’s loss of dependent status under family coverage, or the employer’s filing of a
bankruptcy proceeding.

All employees and qualified dependents will receive notice of mandated insurance continuation
benefits at the time of hire or whenever the plan for the coverage begins. If a qualifying event
occurs which entitles the employee and/or qualified dependents to continuation coverage, the
plan administrator will notify the qualified beneficiaries of their right to elect continuation
coverage. Unless otherwise agreed, continuation participation is solely at the participant’s
expense.

Payment of Premiums. Premium payments must be submitted to the Clerk-Treasurer by
the 1% of every month. (ex. Payment due by October 1% for October coverage.)

Additional information regarding coverage and premium contributions may be obtained from the
Clerk-Treasurer.

Retirement Health Insurance Plan.

111

The City offers health insurance coverage for retirees and their dependents. Retirees on the
retirement plan are responsible for all premiums but may utilize the sick leave conversion, if
eligible, to cover the cost of premiums.
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11.2 To be eligible, retirees must have been employed as a full-time employee for at least ten (10) full
years and must be at least fifty-five (55) years of age.

11.3 Payment of Premiums. Premium payments must be submitted to the Clerk-Treasurer by
the 1% of every month for that month’s coverage. If a retiree fails to pay the premium when due,
a cancellation notice will be sent providing the retiree with fifteen (15) days to pay the premiums
due. If premiums are not received by that date, the insurance coverage will be terminated
effective the 1t of the month when premiums were originally due.

POLICY 603 BENEFITS - OTHER

1. Purpose. The Common Council will determine the design and selection of benefits. The Common
Council retains the right to change these benefits. Employees will be notified of any such changes.

1.1  Social Security. The City will provide social security coverage to all employees under the
Federal Old Age, Survivors, Disability and Health Insurance System pursuant to the provisions
of Wis. Stat. § 40.41 (1), except for exemptions provided by law.

1.2 Deferred Compensation. All eligible City employees and elected officers will be afforded the
opportunity to voluntarily participate in the City of Clintonville employees deferred
compensation plan pursuant to the rules, terms and conditions outlined in the plan.

1.3 Workers Compensation. The City provides workers compensation insurance in the event of an
injury that occurs while an employee is working. Employees must report any injuries to their
supervisor following the injury. The supervisor shall also notify the City Administrator of such
injuries. The specific benefits provided are defined and limited in the literature provided by the
City’s insurance company.

1.4 Life Insurance. The City provides Life Insurance to all employees eligible for the Wisconsin
Retirement System at 1x the employee’s annual base wage.

1.6 Income Continuation Insurance. The City provides income continuation insurance all employees
eligible for the Wisconsin Retirement System.

POLICY 605 BENEFITS - RETIREMENT PLAN
1. Purpose. To provide retirement contributions to eligible employees in accordance with State law.

2. Employee Contribution.  Once eligible for coverage under Wisconsin Retirement System, coverage
is mandatory and an employee may not "opt out” of Wisconsin Retirement System. Employers and employees
are required to contribute as specified by the Wisconsin Department of Employee Trust Funds. Employee
contributions are pre-tax.

3. Part-time Employees. The City follows Wisconsin Department of Employee Trust Funds in
regards to part-time employee eligibility for the Wisconsin Retirement System.
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WORKPLACE HEALTH, SAFETY, &
SECURITY

Policy 701 — Substance Abuse

Policy 703 — Harassment & Discrimination

Policy 705 — Workplace Violence

Policy 707 — Identification & Key Cards

Policy 709 — Right to Know About Hazardous Materials in the Workplace
Policy 711 — Use of Tobacco Products

Policy 713 — IllInesses/Injuries

Policy 715 — Progressive Duty Return to Work

Policy 717 — ADA Accommodations
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POLICY 701 SUBSTANCE ABUSE

1. Purpose. Maintaining a workplace free from the effects of alcohol and drugs and ensuring the
public that their safety and trust in us is protected. The purpose of these work rules is to establish and maintain
a safer, healthier working environment, to help reduce the number of and potential for injuries, to aid in
reducing absenteeism and tardiness, and to improve job performance.

2. Designated Employer Representative (DER). The primary designated employer representative is
the City Administrator, who can be reached at (715)823-7600. The DER is responsible for answering all
questions and/or concerns regarding this policy.

3. Confidentiality. Confidentiality is critical to the City’s drug and alcohol program. All testing
information specifically relating to individual employees shall be treated as confidential and kept separate from
personnel files. Access to test results will be limited to persons who need to have such access.

4. Assistance for Employees. Early recognition and treatment of substance abuse is important for
successful rehabilitation. The City encourages employees to voluntarily seek help for substance abuse problems
by contacting the county health and human services agencies or the City’s Employee Assistance Program.
Employees are encouraged to seek assistance to any personal issue that may affect their job performance.

5. Safety Rules. Violation of any of these rules will result in disciplinary action up to and
including termination. In certain situations, an employee’s actions will be reported to law enforcement officials.

51  Noemployee will be under the influence of alcohol or illegal drugs at any time while on duty.

5.2  The sale, possession, transfer, or purchase of illegal drugs by City employees substantially
impacts upon and affects the employment relationship and is, therefore, strictly prohibited.

5.3  Consumption of alcohol or illegal drugs by an employee on duty is not allowed. This policy
includes any paid or unpaid lunch periods in the normal work day, normal hours of training
sessions or conferences, and at all City sponsored events.

5.4  When using a City vehicle, either on or off duty, the use of alcohol or illegal drugs is prohibited.

5.5  Anemployee is also prohibited from reporting for duty or remaining on duty when the employee
uses any controlled substance, including prescription medications, except when the use is
pursuant to the instructions of a licensed health care provider who has advised the employee that
the substance does not adversely affect the employee’s ability to safely and competently perform
his/her job. Employees must report to their supervisor when they are taking any prescription or
over-the-counter medication known to cause dizziness or drowsiness or that might affect their
senses, motor ability, judgment, or reflexes, or otherwise affect their ability to perform their job.
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5.5.1 Inthe case of a work-related injury, the City may reassign an employee to other work that
would meet the restrictions placed by those medical practitioners until the use of the
prescription drug has ended.

Search and Testing.

6.1

6.2

6.3

6.4

6.5

6.6

6.7

In order to promote compliance with this policy, the City reserves the right to search any part of
its premises at any time to determine the physical presence of drugs and/or alcohol on property
of the City.

Failure to comply with any part of this policy may result in a withdrawal of any conditional job
offer for job applicants, and in discipline, up to and including, termination for employees.

A positive drug or alcohol test result for any reason may lead to discipline, up to and including,
discharge from employment.

New Employee Testing. Before a final offer of employment is made, all new employees
may be subject to a drug test. A non-negative test result will result in a withdrawal of an offer of
employment.

Post work-related injury testing. The City, at its discretion, may require that any employee
involved in a work-related accident submit to an alcohol and/or drug test as soon as possible after
the accident, but no later than eight (8) hours for alcohol or thirty-two (32) hours for drug testing.
Any employee involved in a reportable accident will notify the City at the first available
opportunity after the accident, at which time the employee will be advised to report to an
appropriate collection site for testing if required. In the event an employee is seriously injured
and unable to report to the collection site, the employee will authorize the health care provider to
release to the City any information necessary to indicate the presence of alcohol or any
controlled substance in the employee's system.

6.5.1 Normally, post work-related injury testing only occurs when the incident results in a
fatality or results in an injury to any person where the injury requires treatment beyond basic first
aid or is an OSHA recordable injury

Reasonable suspicion testing. The City will require that an employee be tested, upon
reasonable suspicion, for the use of controlled substances or alcohol. An employee will submit
to testing when requested to do so by the City. The City will presume a positive test result if an
employee refuses to be tested upon reasonable suspicion. Reasonable suspicion means a belief
drawn from facts or circumstances and inferences from those facts or circumstances sufficient to
lead a reasonable person to suspect that the employee is using a controlled substance or alcohol,
and it must be witnessed and documented by at least one supervisor. Examples of reasonable
suspicion include, but are not limited to the following:

6.6.1 Direct observation of physical symptoms

6.6.2 Pattern of abnormal conduct or erratic behavior

6.6.3 Arrest or conviction for drug or alcohol-related offenses
6.6.4 Information from credible and reliable sources

6.6.5 Evidence of employee tampering with drug or alcohol tests

Post-rehabilitation drug and alcohol testing. Any employee who undergoes rehabilitation
or who enrolls in an employee assistance program because of a positive drug or alcohol test
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6.8

6.9

result will be required to undergo an additional drug and/or alcohol test before returning to work,
if not terminated from work. If the test results are negative, the employee will be returned to
work, if work is available. If the test results are positive, the employee will be disqualified from
employment and, in reasonable suspicion circumstances, any previous discharge or other
discipline will be reinstated.

6.7.1 Employees may be covered by FMLA while receiving care for a drug or alcohol
addiction. Affected employees should contact the City Administrator for additional information.
However, application for FMLA upon consideration of termination for violation of this policy
may be denied as the employee may no longer be eligible for FMLA. Employees are encouraged
to seek assistance if needed prior to any workplace violation occurring.

DOT-mandated Testing. All City employees who have a Commercial Driver’s License are
subject to random drug and alcohol testing per the DOT regulations.

Testing Positive on Alcohol. The City will suspend an employee with a confirmed positive
alcohol level of greater than or equal to 0.02 BAC without pay for a period of no less than 24
hours and an employee with a confirmed positive alcohol level of greater than or equal to 0.04
BAC will also be subject to additional disciplinary action.

Testing Process.

7.1

7.2

7.3

7.4
7.5

7.6

1.7

Where applicable, standard DOT cut-off levels will be used. Tests will be performed for illegal
and controlled substances including marijuana (THC), Cocaine, PCP, Amphetamines, and
Opiates.

The laboratory performs an initial test on every specimen it receives. Specimens that test
negative are reported as negative to the City. No further testing of these negative specimens is
done and the specimens shall either be discarded or pooled for use in the laboratory’s internal
quality control program.

All specimens identified as positive on the initial test are confirmed for the class(es) of drugs
screened positive on the initial test using an alternative analytical method. All drug screen and
confirmation results will be forwarded to the MRO who will determine if an alternative medical
explanation exists to explain the test result. If none is identified, positive results shall be
considered to be verified and further action taken.

Specimens that test negative on confirmatory testing are reported as negative.

Dilute Specimens.  The City of Clintonville will follow the DOT guidelines/process for dilute
specimens. Positive results on dilute specimens are treated as positives. Negative results on
dilute specimens require the employee to immediately submit to a second test. The City will
accept the results of the second test regardless of whether the second test is dilute or not.

Adulteration or Substituted Specimens. Adulterated or substituted specimens will be treated
as a refusal to test/submit and subject the employee to respective disciplinary action.

Shy Bladder or Shy Lung.  Employees who are unable to provide a urine specimen or
sufficient breath on the initial attempt must remain at the collection site. DOT Shy Bladder
Evaluation Guidelines will be used. The City will, after consulting with the MRO, direct the
employee to obtain, within five working days, an evaluation from a licensed physician,
acceptable to the MRO, who has expertise in the medical issues raised by the employ