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ROCK COUNTY BOARD OF SUPERVISORS’ MEETING
MONDAY, NOVEMBER 7, 2011 — 9:00 A. M.
COUNTY BOARD ROOM/COURTROOM H

FOURTH FLOOR/COURTHOUSE EAST
Agenda

CALL TO ORDER

INVOCATION & PLEDGE OF ALLEGIANCE
ROLL CALL

ADOPTION OF AGENDA

APPROVAL OF MINUTES

PUBLIC HEARING

A. Amending the County’s Personnel Ordinance

CITIZEN PARTICIPATION, COMMUNICATIONS AND ANNOUNCEMENTS
NOMINATIONS, APPOINTMENTS AND CONFIRMATION
INTRODUCTION OF NEW RESOLUTIONS OR ORDINANCES BY
SUPERVISORS FOR REFERRAL TO APPROPRIATE COMMITTEE
REPORTS

UNFINISHED BUSINESS

NEW BUSINESS

A. Supplementary Appropriations and Budget Changes - Roll Call

B. Bills Over $10,000 - No Roll Call

C. Encumbrances Over $10,000 - Roll Call

D. Contracts — Roll Call

E. Review of 2012 Recommended Budget with County Administrator

ADJOURNMENT
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AMENDING THE COUNTY'S PERSONNEL ORDINANCE

WHEREAS, Act 10 and Act 32 of the 2011 Wisconsin State Legislature made numerous changes to Chapter
111.70 of Wisconsin Statutes; and

WHEREAS, those changes impact the County’s Personnel Ordinance and bargaining agreements with the ten
unions representing Rock County Employees;

NOW, THEREFORY, BE IT RESOLVED, that the Rock County Board of Supervisors assembled this

day of

» 2011 does hereby amend Chapter X VIII, the County’s Personnel

Ordinance as foilows:

18.101 Authority.

CHAPTER XVII

PERSONNEL ORDINANCE

SECTIONE 1

OBJECTIVES AND SCOPE

This Ordinance is promulgated under the authority of Wisconsin Statute 59,22 (2)(c) 1.c.

18.102 Purposes.

The purposeg of this Ordinance shall be to:

A. Establish a clear understanding of respensibilities in the establishment and maintenance of a
personnel program for Rock County.

Establish a uniferm County Personnel Policy and procedures to recruit, select, develop and
maintain an effective and responsive workforce for the County. The Ordinance shall be based
on the following objectives:

(@)

)

©

{d)

To recruit, select and advance employees on the basis of their relative knowledge,
skills, and abilities.

To provide internally equitable and externally competitive compensation for all
employees.

To recognize good job performance, reward exceptional performance and correct
inadequate performance in a fair and timely mamner

To assure fair treatment of all applicants and employees in all aspects of personnel
administration without regard to political affiliation or beliefs, race, color, national
origin or anceslry, sex, age, religion, handicapping condition, ot any other cause for
discrimination as defined by law, and with proper regard for their rights as citizens.




18.103

18.

104

(&)  To protect employees against coercive political activities and to prohibit the use of
official authority for the purpose of interfering with or affecting the result of an
election or a nomination for office.

C. Provide a system of standardized titles and standardized class descriptions_for the effective
adminigtration of personnel activities such as: manpower planning and budpeting, standards

of job performance, fair and equitable pay, valid selection and recruitment programs, training
programs and carger development,

D, Provide a system to recruit and select the most qualified persons for positions in County
service. Recruitment and selection shall he condueted in an affirmative manner to ensure

open competition, provide equal employment opportunity, prohibit diserimination because
of race, political affiliation or belicfs, religion. sex, national origin or ancestry, age,
handieapping condition, or any other cause for discrimination g8 defined by law. to ensure
that persons of disadvantaged groups are fairly represented in the County worldforce.

E. Provide an effective career development plan for qualified employees through promotional
opportunities in an environment fiee of serval-harnssment discrimination.

Scope,

THIS ORDINANCE SHALL NOT BE DEEMED A CONTRACT OF EMPLOYMENT, The

provisions of this Ordinance do-not vary or modify the at-will employment relationship between
the_employvee and the County, Any individual may voluntarily cease employment upon proper
notice and may be terminated by Rock County af any time and for any reason. Any oral or written
statements of promises fo the confrary are expressly disallowed and should not be relied upon by
any prospective or existing employee. The contents of this ordinance are subject to change at any
tinie by action of the County Board.

This Ordinance shell govern personnel administration for all employees and departments of the
County of Rock except:

(a)  members of the Rock County Board of Supervisors;
by elected County Officials;
(c)  members of boards, commissions, and commitiees (including citizens);

(d)  persons employed to conduct temporary and gpecial inquiry, investigation or examination
o behalf of the County Board, a commitiee thereof, or the County Administrator;

(e) persons employed by personal-employmenteontracts employment services agreements or
purchase of service coniracts, unless expressly included in said coniract or agreement;

()  all matters concerning deputy sheriffs arising under Section 59.26(8)(b), Wis. Stats., which
shall be handled by the Public Safety and Justice Committee of the Rock County Board of
Supervisors it accordance with statute.

This Ordinance shall not be interpreted as infringing upon the Constitutional powers of Elected
Department Heads.

Collective Bargaining Aprecments.

This Ordinance applies to employces not covered by collective bargaining agreements
(Unilaterals) and to employees so covered when specific contracis are silent on a particular issue,
or otherwise do not apply to the contrary.

The Human Resources Section of the Administrative Policies and Procedures Manual

The Fuman Resource Department shall develop a standard set of policies and procedures to
administer the personnel system based upon the Policies established in this Ordinance.  These
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18.108

18.109

18.110

Department Work Rules,

Nothing herein shall preclude an Appointing Authority from promulgating Department Work
Rules covering {opics not covered by this Ordinance or the Human Resource Department’s
Policies and Procedures. Work rules so promulgated must be consistent with this Ordinances and
Human Resource Policies and Procedures.

Non-Elected Department Heads.

Any non-clected Department Head hired shali be employed pursuant to a personal employment
contract of up to two (2) years, Non-elected Department Heads serving on the date of adoption of
this section may veluntarily negotiate a personal employment contract of up to two (2) years.
Non-elected Department Heads shall continue to be at-will employees and may be removed at the
pleasure of the County Administrator. Removal of the Corporation Counsel by the County
Administrator requires the conciurence of the County Board. The County Administrator shall
remain the appointing authority for nen-elected Department Heads. The personal employment
coniract covering the initial eppointment of a non-elected Department Head is subject to approval
by ths County Board threugh-after action by the appropriate Governing Committee,

Administrator Position,

The pesition of the County Administrator shall be included under the coverage of this Ordinance,
except where there are exclusions or where this Ordinance conflicts with the resolution
establishing the administrator form of government. In the case of any such conflict, the resolution
shall contrel,

Sheriff’s Office Command Staff

In addition to the benefits provided to other unilateral emplovees, if the following provisions of
the labor agreement with the Rock County Deputy Sheriffs Supervisors Association are
modified, such medifications shall be extended to the Chief Deputy (CB resolution Nov 9,
1993), Commanders (CB resclution Nov 15, 1991); and Captains {CB resolution Dec. 31,

2008).

Educaticn

Health insurance for retirees
Life insurance

Retiremnent

Sick Leave Accurhulation

Sick leave payout
Sick leaye payment

Uniform allowance

Worker’s compensation

Amendments.

This Ordinance may be amended by the Rock County Board of Supervisors in the same manner
as adopted.

Management Rights

The management of Rock County and the direction of the workforce is vested exclusively in the

County, including but not limited to the right to;

1) Hire, promote, demote, suspend. discipline, and discharge;

2) Decide job gualifications for hiring;

3) Transfer or layoff because of lack of work, discontinuance of services, or other legitimate
reasons;

4) Subcontract for economic reasons or when it is not feagible for county employees to
petform the work;

5) Abolish or create positions,

6) Create job descriptions and determine the composition thereof}
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7) Plan and schedule work

8) Determine the methods and processes and manner of performing work:

% Determing the type, kind and quality of service to be rendered to clients and citizens;

10 Determine the location, operation and type of physical structures, facilities, equipment of
the county;

11} Plan and schedule any training programs,

12) Create, promulgate and enforce reasonable work rules;

13) Determine and enforce regulations governing conduct and safety:

14) Determine what constitutes goed and efficient county service, and all other functions of
management and direction,

The County shall have the right to operate and manage its affairs in all respects in accordance
with its rights, duties, and responsibilities,

Responsibilities and Authority.

A, County Board, The County Board shall:
{1y approve the annual County budget, including requests for personnel adjustments
(2) review and approve County Personnel Ordinance and amendments
[€)] confirm department head appointments made by the County Administrator

(4)  delegate such duties to the County Board Staff Committee as
necessary

5) eenduet hear gricvance kearings appeals as outlined in Section-18:805-and-18.806
18.806
B. County Board Staff Committse. The County Board Staff Committee shall:

N advise the County Administrator on matters concerning implementation of
Personnel Ordinance

) review proposed Personnel Ordinance and amendments as developed and
recommended by the Human Resources Director and make recommendations to
the County Board for consideration and legislative action

3 perform cther related duties as assigned by the County Board

C County Board Governing Committees. Each Governing Committee shall:

(1 review all appointruents made by the County Administrator as provided in
Section 1330201 18.112(d)(1) and make such recommendations to the Board
as appropriate

D. County Administrator, Except as prohibited by State and federal law, the County
Administrator shall;

(N appoint and remove all Department Heads, subject to the provisions of Section
+8-106-18.167

(2) advise the Governing Committee of the final interview schedule of the best-
qualified applicants. The Goveming Commiitee may participate in the scheduled
interviews




3 submit tetms of employment for Department Heads to the Governing Committes
for review before submission to-the County Board

)] approve Personnel Ordinance prior to submittal to the County Board Staff
Committee and the County Beard

18:805and-nedivst sneh-prievances ns-may-be-appropriate

(3 apply appropriate disciplinary actions as defined in Section 18.1108 to
' subordinate employees

{6)——eppreve-all reclassifieations—of-positions—outsidethe budget—process—arising
threugh-the-grievanee-prosess-as-may-be-appropriste-pursuant-to-Seotion 18:405
18204

(6) approve new positions, reailocations, and wpgracdes of existing positions subject
lo County Board approval

Human Resources Director, The Human Resources Director under the authority of the
County Administrator shall;

0 administer the Personne! Ordinance adopied by the County Board

@ establish, maintain and cecordinate personnel transactions and records
management for all County employees and positions

3 establish and maintain a central personnel file for each County employce
showing name, title, salary, change in status, annual performance ratings and
such pertinent information as may be necessary for effective personmel
administration and for compliance with Federal and State laws

€)] advise and assist Department Heads on all County Personnel transactions and
records management systems and procedures

(5 notify the payrell section of all relevant changes

(8) review appeintments and removal of persormel (o County positions pursuant to
Section +-8-H08, 18.607.

) maintain complete employment and performance records of all County
employees
(8) establish and maintain a roster of all emplovees in the County service which shall

include the class title, pay status, and other pertinent data

) make such reperts and investigations to the County Administrator, County Board
Staff Commiitee and the County Board as required

{10)  develop and maintain the Classification Plan

{11)  develop and administer the rectuitment and selection program

{12)  establish and maintain lists of persons eligible and qualified for appointment and
promotion to positions within the County service when, in the judgment of the
Human Resources Direcfor, it is advantageous to the County

(13)  monitor temporary and overiime assignments

(14)  approve and monitor layoffs due to lack of funds, work, or the abolition of
positions or material changes in duties and orpanization, encourage the re-

employment of laid-cff employees in other appropriate County positions

{(15)  develop, operate and coordinate programs to improve employes effectiveness,
tralning and career counseling

(16)  establish an Affirmative Action Program designed to increase the participation at
all levels of the County workforce persons of disadvantaged groups, inclading,
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but not limited to women, minorities and the physically and mentally
handicapped

establish standards and procedures to ensure uniformity in the application of

17
discipline and the processing of employee grievances

(18)  conduct third step grievance hearings as may be necessary under Section +8-305
18.806, and adjust such grievances as may be appropriate

(19)  prepare and implement such forms, reports and procedures necessary to canry out
the County human rescurces program

(20)  disseminate information regarding the personngl program, fringe benefits and
conditions of employment to all employees and departments

(21)  lead the County's negotiations with labor representatives, unless otherwise
delegated by the County Board.

(22} investigate unemployment compensation claims and represent the County at
unemployment compensation hearings

(23)  develop such regulations as necessaty to carry out the intent of this Ordinance

(24)  establish a safety program to reduce the incidence of work-related injuries and
promote safety awareness

(25)  develop and maintain the County-wide training program within budgetary
limitations

(26)  administer and manage the County’s Worker’s Compensation program

(27 Iuosure that Department Work Rules are fairly designed and administered.

0
@
3
0
)
©)
0

(8)

)

(10

enforce the Persennel Ordinance, ules-and regulations and the Human Resource
Policies and Procedures in their respective department.

adopt such additional rules-or regulations Department Worlk rules as required by

law and/or necessary for the operations of the Department subject (o approval off
the Muman Resources Director

initiate and process personnel transactions affecting their employees using forms
provided by the Human Resources Director

maintain an eniployee service record for each employee

notify the Human Resources Director of all changes in permanent personnel
records including change of address, insurance coverage and other relevant
information

keep employees informed of current persennel policies

conduct second step grievance procedures hearings as may be necessary under
Section 18.803, and adjust such grievances as may be appropriate

appoint and remove employees to positions subject to Section 18-605 18.304 and
18-1168 18,806, and consistent with applicable State Statutes and inform
governing committee of said appointments

in collaboration with the Human Resowrces Director, develop employee
orientation and in-service training programs

administer discipline and delegate such authority to supervisory personnel as
appropriate subject fo Section +8-11-08-18,.806,




18,201

18.202

(11)  conduct performance revisws of all immediate subordinate employees on 0o less
frequent than an annual basis

(12)  obtain prior approval of the Coupty Administrator when taking vaeation days,
or when traveling out of the County on County business, (This provision does
nol_apply to elected County Officials.) The memo making the request should

include a designated department contact person, as well as a phone number
where the Department Head can be reached (if possible).

G. Supervisory Personnel. To the extent Department Heads delegate authority to them,
supervisors mey shall;

€Y interview and recommend applicants for appointments to and removal from
subordinate positions

@ implement the Persennel Ordinance, HR Policies and Procedures and Departrnent
Wortk Rules in their unit

3 conduct performance reviews of all immediate subordinate employees on no less
frequent than an annual basis

€] administer discipline to employees as necessary

(5 conduet first step grievance hearings as may be necessary under Section 13305
18,806, and adjust such grievances as may be appropriate,

SECTION4 2
CLASSIFICATION PLAN

Development and Administration,

The Huwman Resources Director shall be responsible for the owverall development and
administration of the Classification Plan, in cooperation with Department Heads, key staff
employees and other appropriaie resources, The County Administrator posiiion shall be an
unclassificd position.

Position Description.

18.203

18.204

18.205

Each employee shall have an accurate position description that desecribes the knowledge, skills
and abilities necessary to do the work of thal position; goals of the position and job tasks to

accomplish the gonls; and identifigs the essential job functions.

Allogation of New Positions.
The Human Resources Director shall allocate new positions that have been approved by the
County Board to one of the classifications in the Classification Plan, If a suitable class does not
exist, the Human Resources Direcior shall establish a new classification. An appropriate pay
range for the classification shall be assigned subject to the approval of the County Board Stafl
Commiitee, and confirmation of the County Board unless otherwise established through the
budgetary process,

Abolition of Unnecessary Classifications.
When it is determined that & classification or classifications are no longer useful or appropiiate,

the Human Resources Director shall inform the County Board Staff Committee that such classes
have been abolished.

Reclassification Requests,

Reclassification requests shall normally be contained within the annual budget, In such situations,
prior to approval of the budgel, the Human Resources Department shall audit the position and
make & writfen reconymendation to the County Administrator who shall then recommend approval
or denial of reclassification requests. If a reclassification request is denied, the position shall not
Dbe reconsidered for reclassification for one year, or until the next budget, If, in exceptional cases,
duties of a position change during a budget year, the County Board may approve a reclassification
requesi upon the performance of an audit and the recommendation of the Human Resources




18.206

18.207

18.208

18,209

18.210

18.211

18.301

Director and County Administrator and with the confirmation of the County Board: Staff

Committee. Reclassifteations—thui—arise—tiroushthe—prievanee-process—shall—be—adindicated
pursnact-te-anthoritr-gravted-in-Seetion 1830245  and Seection-18-302()(D-

Reallocation Requests.

Saiary adjustments shall be part of the budget process. If salary reallocations are approved, they
will become effective the first day of the fiscal year. Persons in positions reallocated shall
normally be advanced fo the step with the next highest dollar amount in the new pay range. With
approval of the Human Resources Director and the County Administrator, an employee may be
advanced a step over and above the next highest dollar amount,

When a position becomes vacant and it is defermined by the Human Resources Director and the
County Administrator that a reallocation of the position is necessary for recruitment purposes,
such reallocation may oceur outside the budget process upon the confirmation of the County
Board Staff Committee and approval of the County Board.

Reorganization of Departiment.

Each time a department or division of a department is reorganized, class descriptions for all
affected employees shall be submitted to the Human Resources Director for review and approval
as part of such recrganization,

The Humen Resources Director may require departments or employees to submif Pesition
Description Questionnaires when vacancies occur, any time there is reason to believe that there
has been a significant change in the duties and responsibilities of one or more positions, or as part
of a position audit conducted by the Human Resources Department,,

Review of Classification Plan,

At least every three years, ar as often as may be appropriate, the Human Resources Director shall
review the Classification Plan to ensute that the plan accurately reflects existing position responsi-
bilities and market conditions, The Human Resources Director shall take whatever action is
appropriaie to amend and update the Classification Plan, subject to the review of the County
Board Staff Committee and approval of the County Board.

Underslotting,

As a vacancy oceurs, the Department Head way recommend the position not be filled at the
existing level, With the concutrence of the Humnan Resources Director and County Administrator,
the positicn may be filled at & lower classification,

Upgrade.
An upgrade may ocour afier s re-evaluation of the duties required-to-porformajobtask of a

position indicatinge that a higher level of skills or dulies are is required to perform that-task the
dutics of the position. An upgrade may be to an existing classification or paosition or require the
creation of the a new classification or pesition. When a position is upgraded, an open recruitment
shall be conducted to fill the position. Hiring procedures for approved upgraded positions shall be
subject to guidelines established by the Human Resources Director and will be consistent with
merit selection hiring. Upgrades shall be part of the annual budget process. Prior to approval of
the budget, the TMuman Resources Deparfment shall audit the position and make a written
recommendation to the County Administrator who shall then recommend approval or denial of
upgrade request. If an upgrade request is denied, the position shall not be reconsidered for
upgrade until the next budget cycle,

SECTION 6 3

RECRUITMENT AND SET.ECTION

Recruitment.

The Human Resources Director shall develop and conduet an aclive recruitment program
designed to meet current and projected County manpower needs.
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18.302

18,303

Recruitment shall be tailored to the position te be filled and shall be directed to sources likely to
yield qualified candidates.

(a) Job Annonncements and Publigity.

The Human Rescurces Director shall issue job announcements and otherwise publicize
vacancies as ey be appropriate, Job vacancies shall be formally announced at-least for a
minimum of five working days prior to the closing date for filing applications. Depending

upon the vacancy and the scope of the recruitment process, this period may be longer, The
Human Resources Director may also initiate continmous recrwitment programs for any

class of positions. {See HR Policies and Procedures,}

(b) Application Form.
All applications for employment shall be made on forms prescribed by the Human
Resources Director, The Human Resources Director may require proof of application

statements,

{© Rejection of Applications.

The Human Resources Director may reject any application if the applicant:

0 does not meet the mininwm qualifications established for the position
2 provides any false or misleading information in the application process
3 is physicelly, meatally or otherwise unable to perform the duties of the position,

as permitted under applicable state and federal laws

€] has been convicted of a crime, which renders him/her unsuitable for the position,
as permitted under applicable state and federal laws

(5) is not within the legal age limits prescribed for the position or for County
employment
(6) has established an unsafisfactory employment record, which demonstrates

unsuitability for the position

)] is a member of an organization, which advoeates the violent overthrow of the
government of the United States

(8) based on job related factors, is found by the Human Resources Director to be
clearly unsuitable for the position for which he/she has applied

@ Whenever an application is rejected, notice of such rejection shall be prompily made to
the applicant.

(e) The Human Resources Director may select only the best-qualified applicants for
screening and final consideration. :

43] Whete written exams are used as part of the recruitment process, applicants will not be
eligible to re-take the exam until a period of six months has lapsed,

Relocation Expense.

An employee, newly hired to- fill an FLSA exempt position, who resides outside of reasonable
commuting distance (i.e. a distance greater than 40 miles) wishing to relocate his or her demicile
to Rock County may be eligible for a contribution toward moving expenses, if it is determined,
upon recommendation of the County Administrator and approval of the County Board Staff
Comimittee, to be in the best interest of Rock County to offer such contribution. An employee
receiving a contribution toward moving expensges shall remain a resident and employee of Rock
County for not less than three (3) years. Tailure to mest this requirement will result in the
repayraent of said moving expense on a pro-rafa basis.

Selection.

The selection process shall maximize reliability, objectivity, and validity through a practical and
job-related assessient of applicant attributes necessary for successful job performance and career




18.304

potenfial. The selection process shall also be balanced to provicie promotional opportunities as
well as open competitive opportunities at 2l levels of County employment.

(a)

(b

Selection Devices.

The Human Resources Direclor shall be responsible [or determining when formal
selection devices are to be used to screen applicants for job vacancies which may include,
but need not be limited to a review of training and experience, work sample and
performance tests, practical wrilten tests, physical fitness examinations, and background
and reference inquiries. In the development of selection devices, the Humman Resources
Director shall confer with Department Heads, consultants, or others familiar with the
knowledge, skills and abilities required and specific devices to best measure these factors.

Confidentiality,

Formal selection materials shall be known only to the Human Resources Director and to
other individuals designated by the Fuman Resources Director, Every precaution shall be
exercised by all persons participating in the development and maintenance of materials to
ensure the highest level of integrity and confidentiality,

Eligibility Lists.

The Human Resources Director shall be responsible for establishing and maintaining eligibility
lists as may be necessary or desirable.

®

(b)

{c)

@

Layolf List for unilaters] emplovees,

An employee laid-off or demcted in lien of layoff may be considered for re-employment
when a vacancy occurs for which hefshe is qualified. Human Resources shall notify said
employee of any vacancy arising in the same job fror which the employee was laid-off,
Said employee shall make application for the vacant position. Onee application is made,
the laid-off emplayee shall participate in a competitive hiring process and, if most
qualified, shall be required to aceept an offer of employment for the position within 10
days of said offer. Failure to make application or accept an offer of employment for the
position from which the employee was laid-off shall result in the forfeiture of notification
rights for future openings.

Open Competitive and Prometional Eligibility.

The Human Resources Director shall may establish and maintain such open competitive
and promotional eligibility lists of applicants who have qualified for a particular job or
class of County positions.

Duration of Bligibility Lists.

The duration of eligibility lists shall be not less than one year, unless-exhausted; or as
provided for in a Department’s Work Rules.

Removal of Candidates from Eligibility Lists,

The Human Rescurces Direetor may remove candidates from an eligibility list if the
candidate:

)] receives a regular appointment to a position in the same class or ancther class
having the same or higher pay prade

(2 files a written statement indicating unwillingness to accept appointment

(3} declines twe an offers-of employment under such conditions previously indicated
by the candidate as acceptable

(4 fails to respond within a specified time period to any official written inquiry
regarding relative availability

) fails to report for an interview or for duty at the time specified by the Human
Resources Director or appointing authority
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18.305

{6) is disqualified for employment under County policies or state law
{7 factors covered under Section 1-8:602¢e}-18.301.
(e) The Human Resources Director shall notify each candidate in writing of his/her removal

from an eligibility list. The condidate may appeal histher removal from an eligibility list
and, at the discretion of the Human Resources Director, the candidate may be reinstated.

Certification and Appointment,

Whenever a vacancy in County employment is to be filled, the appointing authority shall submit &
request to the Human Resources Director to provide names of eligible candidates.

Appointment of Eligible Candidates.

The appointing authority shall make an appeintment from among the names submitted by the
Human Resources Director, The appointing authority shall justify to the Human Resources
Director each candidate’s unsuitability if they are bypassed on the list. Such justification must be
acceptable to the Human Resources Director,

The date upon which a new employee commences employment shall be jointly determined by the
Human Resources Direclor and Departinent Head.,

18.306 Probationary Period,

Except for Department Heads and the County Administrator, original appointments to
regular positions shall be made with a Probationary Period of six calendar months, except
when by the nature of the work an employee cannot be evaluated effectively in six
months, the Probationary Period may be for a period of one year,

The length of the Probationary Period shall be specified in the writien offer of
employment, which will be written by the Human Resources Department.

D Regular status begins on the first worldday following completion of the
Probationaty Period.
@ The Probationary Period may be extended for a perlod of time nof to exceed three

€33 gix_(6) months, with prior approval of the Human Resources Director. This
request must be made in writing citing the reason for the request.

3 An employee shall agtomatically be appointed at the end of the prescribed
. Probationary Period, unless the appeinting authority, with approval of the Human
Resources Director, notifies the probationary employee of the extension, or the
unsuccessful completion of the Probationary Period at which time the employes

shall have their Probationary Period extended or be dismissed.

€)] Dismissal of an employee during the jnitial Probationary Period shall be at the
sole discretion of the employer and witheut recourse to the grievance procedures

herein provided,

(5) An employee appointed to a position in an acting capacity by the County
Adininistrator and subsequently selected as the regular employee in that position
shall have his/her total time of continuous employment, including the time spent
in an interim capacity, counted for seniority purposes, but shall serve at least a
siz-ronth Probationary Perfod after regular appointment, except as noted under
Section 18:605(h) 18.304,

(6) Probaticnary emplovees will be permitted to apply for other positions after six
months, '

€] Completion of the Probationary period does not guarantee continued employiment
for any specified period of time, nor does it modify or change the employee’s ai-
will stafys, ’
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Part-time and Seasonal Employment,

When possible, employment shail be on a full-time year round basis. However, when it is
determined to be in the best interest of the County, part-time and seasonal employees may be
hired.
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Temporary Appointiments,

Temporary appointments shalt may be made from appropriate eligibility lists. If no eligibility list
is available or if the eligible candidates are not available for temporary work, the Human
Resources Director may authorize the appointment of a qualified individual. The acceptance or
refusal by an eligible candidate of a temporary appointment shall not affect the candidate's
standing on the eligibility list for regular appointment.

Overlap of Positions fer Training

Aty request for hiring in gxcess of the budgeted personnel roster must be approved by the County

Board, This would inclyde cages where the Department Head requests an overlap of personnel for

more than one payroll period in order to train the new employee. The request should be approved
by the governing committes and County board Staff Committee prior to submission to the Board,

Other Appointments May Follow Ordi_naucc.

Nothing herein shali preclude an appointing authority from {illing those positions not covered by
this Ordinance in a manner consistent with it.

SECTIONS 4
SALARY ADMINISTRATION

Pay Plan.

The Pay Plan shall include the scheduleg of pay ranges for all ynilaterals and all employees

covered by a collective bargaining agreement that hag Hmited bargaining rights under Wiscongin
Statutes Section 111,70,

Schedules shall consistiag of minimum and maximwim rates of pay and the intermediate pay steps.
forallelasves-efpesitions-in-the-elassified-serviee— The objectives of the Pay Plan shall be:

(8) To provide an appropriate salary structure, (o recruit and retain an adequate number of
competent employecs; and,

()  To provide appropriate pay incentives for satisfactory or outstanding job performance.

{&)———"he County Administrator position shall nof be included in the Pay Plan, Iis

compensation shall be separately established by the County Board.

and Procedures M'mual

Development and Adminisiration,

The Human Resources Director shall be responsible for the development and administration of the
Pay Plan, through petiodic reviews and comparative studies of pertinent factors affecting levels of
pay. When appropriate, the Human Resources Director shall recommend necessary amendments
to the County Board Staff Commitfes, which shall become effective upon approval of the County
Board.

Linkage.
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The Pay Plan shall be directly linked to the Classification Plan and shall be based on the principle
of equal pay for equal work. Pay ranges within the Pay Plan shall be determined with regard to
such factors as:  uniformity of pay for each class, relative diffi culty, complexity, and
responsibility of work, recraiting experience, prevailing rates of pay for similar jobs in public and
private service, changes in cost of living indices, and the financial policies of the County.

Entrance Pay Rate,

The enirance pay rate for new County employees shall normally be the minimum rate of the pay
range preseribed for the class, A Department Head may recommend that a particular appointment
be made above the enfrance pay rate; heweveiﬂppeﬂﬂmenfs—maynet—mdmafﬁyhbeﬂad&abeve
tho-mid-point-eftherenge: Stch requests must be made in writing, approved in advance by the
Human Resources Director in recognition of relevant experience and Jor_exceptional
qualifications,

T-prasual-cireumstancesrand-upor-agreement-of the-Departrent Head-and-the Human-Resoureas
Direstor-appointment-nbove-the-mid-peint-of the-range-may-be—made-with-the-approval of the
County—Administiator--—Such-eppeiatments—shall—be-reported—to—the—County Board-Staff
Commrittes:

Elected Department Heads that wish to appeal the decision for placement of a new County
emiployte made by the Human Rescurces Director and/or County Administrator may do so in
writing to the County Board Staff Conmittee, whose decision shall be fina.

In-Range Increment,

In-range Increments shall be based on satisfactory work performance and length of service in a
class. Such increments shall not be granted automatically. Whenever an employee is promoted,
their annual pay increments (step increase) shall be based on the length of service in that range ot
class. The employee shall have an overall performance evaluation of “"satisfactory”" or “meets
expectations’™ or higher in order for an in-range increment to be granted. The performance of the
employee will be evaluated in accordance with procedures outlined in Section 7 of this Ordinance.

Productivitv/Incentive Awards.

Extraordinary productivity/incentive awards may be granted in recognition of exceptional
performance in addition to an employec’s regular pay. Recommendations for such pay shall be
initiated by the employes's supervisor end/or Department Head, reviewed and approved by the
Human Resources Director, County Administrator, appropriate Governing Committee and the
County Board Staff Committee.  Specific guidelines for the administration of the
Productivity/Incentive Awards Program shall be the responsibility of the Fuman Resources
Director to establish and maintain subject to approval by the County Administrator and County
Board Staff Committee. Such requests shall be in writing and supported by evidence of the
folowing:

(a) The employes has personally concelved and sugpested a procedure or device which has
resulted in substantially greater operating efficiency or in a marlced decrease in operating
eXpelses; or,

(b} The employee has performed extensive collateral duties or has continually completed

difficult work assignmenis, which significantly increased the efficiency and effectiveness
of his/her department’s program or the County service, ’

Seasonal Employment,

Seasonal employees shall be compensated on an howrly basis at a rale established within the
paramsters of the annual budget as determined annually by the Fluman Resources Direcior,

Temporary employiment

Temporary employees shall be compensated by placing them on a step in the appropriate salary

schedule,

Pay Rate Adjustments,

The foliowing acticns shall affect the pay status of an employee:
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(a) Trausfer,

When an employee is transferred from one class to another with a common pay tange,
he/she shall contimue to receive the same pay rate.

(t)  Promotion.

When an employee is promoted from one class to another having a higher pay range,
hefshe shall normally advance to the pay step in the new range which is immediately
above histher former rate of pay. In unusual circumstances, the promoted individual may
be placed in a higher step upon approval of the Hluman Resources Director and the
County Administrator,

(c) Demation,

When sn employee is demoted for any reason, the Human Resources Director shall
consult with the supervisor(s) involved to decide the pay for the re-assignment. In no
case will it exceed the maximum of the pay range of the job to which the employee is
demoted.

(d) Reinstatement.

When an employee is reinstatec to histher former job he/she shall normally be paid the
same pay step as before leaving. When the employee is reinstated to a job with a lower
pay range, the Human Resources Director shall decide on the new pay rate in accordance
with the employee's experience and qualifications. In no case, will it exceed the
maximum of the pay range to which the employee is assigned,

(e) Compensation During Temporary Assignment,

In a sitvation where an employee is assigned the duifes of a higher classification
anticipated to be for a period in excess of 20 ten (10} conseculive working days, the
employee will be assigned a temporary pay rate in the range of the higher classified
position, Such pay will be for the period of the temporary assigoment. Temporary
assignments must be approved by the Human Resources Director. An employee who is
temporarily assigned to a posilion with a lower pay range, for any period, shall not
receive a reduction in pay. No such temporary assignment shall exceed six months unless
approved by ihe County Administrator upon recommendation of the Fluman Resources
Director,

Overtime

“Unilateral A employees earn overfime at tire and one half over 40 hours per week.

“Unilateral B” employees earn overtime at straight time over 40 hours per week.

“Unilateral C” employees. who are exempt under the federal Fair Labor Standards Aci (FLSA),
do ngt eamn overlime.

For additional policies and procedures regardiog overtime for unilaterals and other emplovees
see the HR Policy and Procedure Manual,

(a) ~NeoFLSA-sxermpt-emploves-exceptasprovided-for-inparageaphs (b} -and (e)-beloveshall
be-eligibletorevertimeanless provided-by-a-pergonal-contracl:

fo}——Employees-inthe-following classifieations-shall be-eligible for-everlime-compensation-on
sstraight-time-basis-over-ferty-hours-per week in-compensatory-time-or-eash-payment
upen-request-of-the-employee-and-subjeet-ta-budgelarn-and-work schedulinglimitations
and-the-approval-of the Department Hene:

Asststartto-the ifermatdorTechnology-Pirector
County Fnghtoer
Communieations Center Shift Superviser
CompierProgrammantAnalys-H




Developmental Disabiliies-Offiee Manager
GEO-Appliestion-Snoeialist
Hepbway-Superintencent

HeusingSpeocinlist
hustruetor/Suppert-Speeiatist
Materiels-SEnvironmental-Services Manager

Netwmk—S&ppeﬂ—AdimﬁH&&lef

P&yie&@eeré&ﬂﬂ%e&-%ﬁﬂ&get
Hlannerl

Maner It

Plennes T

Publie HealtdPsing Superviser
PaslieSafetv-SystomsManager
Publie- Werks-Aeeounting Supervisor
Seitarien I

Sanitazian-T

Senier-Buyer
Senicr-Conservation Specislist
Sensior Planmer
SepiorPlanner/GIS Manager
Shep-Supesintendent
Suppert-Services Supervisor
Telecormuiication Specialist
User-Suppert-Speeialist
Vietim/Witness-Ceerdinater
Yetim W itness-Spesialist

{e}—EBmployees-in-thefollowingjob-elassificationsand-all-other-employeesnot-covered-by
Secton18:509{a)-or-{b)-are—elipible-for-overtime-compensation-on-a-time-and-ene-helf
basis-everforb-hoursperwoelsunless-otherwise-specified-in-a-vontmet-in-sompensatory
Srme-of or-in-onsh-payment-upen-the-request-of the-empleyes-and-subjest-to-npproprinte
federn!-] Mﬁ—budgeM&aﬂdweﬂeseh&lahﬁg—lmmeﬂ%md—appm&keﬁm&Depmmm
Head:

Assistant Feed-Serviee-Mansger
Foud-Serviees-Manager
Head-Nurse

Mursing Superviser

te——VWnilatersl Hlighway Department emyployees-shall-receive time nnd-one-half eompensation

as-abeve—when—eperatingsnow removil—equiprent—outside—his—er—her-normal-wotk
schedule:

fey——Fheacoumulation-ef eempensatory-time-off-shatl-not-exceed eighty hours No-mere-than
twenty-(20)-hours-sholl-be-enrried-everintothe nextealendar-yeor

@%ﬁﬁ%ﬂppr%edﬂmd%%%ﬁﬁepﬂﬂnmﬂkﬂémmﬁwwm
periedieally-by-the Human-Resources Pirestor—Overtime-shall-be-lkept-to-n-mininmum-and

shall-be-utilized-to-relievespecifie-oeeastonal peak-worklonds ot emergencies.

{gr—Overtime-shallbeseheduled-as fairlrund-equally ag-practicable-smeng-employess-based
on-their eualifieationsto-perform-thejeb:

—Employees—in—the-elassifieation—of -Seecial Wor—Superviser,—Tuvenile—Prebation
Superviser-aad-Fuvenile DetentionSuperintendent—Community-Suppert-Supervisorand
Grisis—Intervertion—Supervisor—assigned—nfier-hovs—on-callrespensibility—for--Child
Proteetive Services-or Mental Health-Services-oversipght shall-receive-ene-hour of pay-or
compensatory-trne for-each-weekday-and-twe-howrs for ench-24-heur-peried for weekend
covernge—For—purposes—ef+his—section,—‘weekend—ecoverape” shallinclude—riday;
Saturdoy-andfor-Sunday:

() The Commutication—Center— Operstions Manager —and—tho—Informetion—Technology
amployeewhio-igon-eal-lopthe-Cormunication-Center-shall receive four hours of pay for




988
989
990
1 991
992
993
994
995
906
997
8998
909
1000
1001
1002
1003
1004
1005
1006
1007

1008

1009

1010
1011
1012
1013
014
015
1016
1017

018
1019
1020
1021
1022
1023
1024
025
1026
1027
1028
1029
1030
1031
1032
1033
1034
1035
1036
1037
1038
1039
1040
1041
1042
1043
1044

045
1048
1047
1048
1049
1050
1051
1062
1053
1054

18,411

18.501

G——Employees-in-the-slassification-ef-Hend-Nurse-and-Nursing-Supervisorshall-be-olisible
forevortime-sempensetion-on-a-time-shd-one-halfbasis-over eighi{8) - heurs per dayforty
{48-hewrsper weel-i-compensetomy-time-off-or-in-cash-prymentupen-the vequest of the
empioyee-and-subject-te—appropriate—federal laws—budgetary—and—worlescheduling
limitations-wnd-approvalefthe DepartmentHend:

{i——PBmployees-inthe-clavsifioatiorof Mead Nurse-and Nursing Supervisor shall reesive shift
d-by-Registered Narses-in-necordance with the

differentialequalto-the-amenni-receive
provisieng-as-outhned-inthe laber-agtesment——

Red-Circled Classifications,

Employees in classifications that are to be red-circled will be frozen at their current salary until

the salary of the pay range to which they are assigned equals or exceeds their rate of pay.
Bmployees with ten years of service, whese classification has been red-circled, shall receive one-
half of the across-the-board increase granted to employees on the Unilateral Pay Plan until the
salary of the pay range to which they are assigned equals or exceeds their rate of pay.

SECTION 18- 5

FRINGE BENEFITS

Holidays,

The following holidays are observed by the County and shall be granted to regular employees
with pay and to temporary employees without pay, untess such employees are required to be on
scheduled work:

() New Yeat's Day

(by Spring Holiday to be observed the Friday immediately preceding Easter
(c) Memoriat Day

(dy July 4th

(e) Laber Day

® Thanksgiving Day

(2) Friday following Thanksgiving

(h) Day betore Christimasg

D Christmas Day

() One Floating Holiday of the employees' choice.

(ko Any additional holiday granted by the County Board.
O The County Administrator may designate additional holidays in unusual circumstances
with the approval of the County Board Chair and/or Vice Chair,

For employees working the standard work schedule, when a holiday falls on Saturday, it shall be
observed on the preceding Friday, When a holiday falls on a Sunday, the following Monday shall
be observed,

For employees noi-working the standard work schedule see the HR Policies and Procedures.

Employees normally granted time and one-half, the Director of Mutses, the Assistant Director of
Nurses HeadMNurses, and Nursing Supervisors working in the MNursing Homs Rock Haven, who
are required to work a holiday, shall-will be paid or granted compensatory time off at a rate of
time and one-half.

Unilateral C Employees (FLSA exempt) who work on a holiday shall receive a day in lieu thereof,

Whenever a designated holiday falls on an enployee's scheduled day off, an additional day shall
be granted in licu thereof,

Regular part-time empleyees who normally work sixteen or more hours per week shall be paid for
holidays which fall on days for which they would otherwise be scheduled to work, according to
the number of hours for which they would be scheduled to work on that day.,

When a heliday fails within a period of leave with pay, the employee shall reecive pay for the
holiday.
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‘When a holiday falls within a pay period of leave without pay, the employee shall receive no pay
for the holiday.

In order to veceive holiday pay, employees must normally be scheduled to work for not less than 4
hours the regular workday before and not less than 4 hours the regular workday after the holiday,
unless on authorized paid time off (sick leavé, vacation) or on paid FMLA,

Floating holidays must be taken in whole day increments (pro-rated for part-time employees).,
The {leating holiday shall accrue to the employvee effective_any work shift starting on or.after 4

a.mn. of Janpary 1* of each vear, The floating holiday may be taken ypon at least one-hour notice
prior to the beginning of the shift.

Health and Dental Insurance,

The County shall pay that portion of the employee's health insurance as is approved by the County
Board.

during-the-peried--they-are—ern—_eavo—In—these—enses;-the—employee—will-be—respensible—for
refmbursingthe-Conniyfor the-fullmmeunt-of the preminm:

For part time unilateral employees who are in a .5 or higher FTE position and hired after

Seplember 1, 2009 the employee shall contribute toward health coverage pro-rated to the FTE of
the position they liold, [CB resolution — September 2009.]

Part-time employees who are normally seheduled to work less than twenty hours per wesk are not
eligible for County health and dental benefits, Employees who normally work twenty hours or
more per weel are eligible to receive denfal insurance and healih benefits, Otherfrinpe-benefits

shall be-pyaflable-ona-pre-rata-basis- Part-time employees may participate in vision insurance at
their own cost provided it is allowable under the plan rules in effect at the time of participation.

Employees retiving from the County who are eligible for a WRS annuity may retain their in-
surance coverage under the County's group policy if they pay the premium.

Dental coverage will be provided consistent with coverage and co-payments as set by the County
Board, Eligibility for coverage shall be governed by the policy issued by the carrier/administrator.
The employer shall pay 60% of applicable premium of the lowest cost available plan and the
employee shall pay the remainder of the applicable premium,

Life Insurance.
Regular full-tiree employees are eligible for group life insurance in an amount equal to the next
highest thousand dollars of their annual salary, Unless they specifically waive such coverage, a
portion of the premium shall be deducted monthly fiom their regular salacy as approved by the
County Board. Regular part-time cimployees are also eligible if they work mere-than-sixhandred
heuts-ina-year enough bours in a vear to qualify for Wisconsin Retirement System coverage.

. Retirement,

Retirement benefits ave administered by the State of Wisconsin Retirement System {WRS), The
benefits are governed by applicable State statutics and regulations.

Unemployment Compensation.

County employment is covered by Wiscousin Unempleyment Compensation laws.
Vacation,

{a)  Unilateral employees hired prior fo January 1, 2008, shall earn ten days paid vacation after
one year of continuous service. Thereafter, he/she shall earn one additional day per year
for each year of continuous employment to a maxinmm of twenty-tweo days, Employces
shall continue to earn vacation until the employee’s length of service would provide
additional vacation under paragraph (b) below, at which time they shall be placed on that

schedule,
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(b) Unilateral Employees hired after January 1, 2008 2012, shall earn vacation according to the

following schedule;

ELSA-Nen-Exempt
& LS A Exenapt
EESA-Lxempt
Completed Elisible for Net-Eligiblefor
Years of Overtime Overtime
Service Unilateral A & B Unilateral C
&-Menths 5-Days F5-Bays

1 year 10 Days 15 Days
2 Years 10 Days 15 Days
3 Years 10 Days 15 Days
4 Years 10 Days 15 Days
5 Years 11 Pays 20 Days
6 Years 12 Days "
7 Years 13 Days "
8 Years 14 Days "
9 Years 15 Days. "
10 Years 16 Days 25 Days
11 Yearg 17 Days "
12 Years 18 Days "
13 Years 15 Days "
14 Years 20 Days "
15 Years 21 Days "
16 Years 22 Days "
17 Years 23 Days "
18 Years 24 Days "
19 Years 25 Days "

Unilateral A & B Employees may use up to 5 of their 10 days after they
have been with the County for six months. Unilateral C employees may
use 7.5 of their 15 days after they have been with the County for six
months. Any time used between 6 months and one year, will result in a
reduction of the days available afier one vear., {(Example: a Unilateral B
employee uses 2 days after six months but prior to his one year
anniversary date, that person wounld have 8 days to use after completing
one vear of service, 10-2=38)

(¢} _Vacation E:chedulcs for those enployees covered by # bargaining agreement that has limited

bargaining rights as of Januar

1, 2012 are contained in the HR Policies and Procedures

(d) Credit for years of service may be awarded to an employee based on years of prior related

{e)

experience plus years of service with the County. Prior related expericnce shall be
determined by the Human Resources Director and the Corporation Counsel, and will only be
awarded for service in jobs that are substantially related to the work performed for the
County.

An employee shall take earned vacztion time within the twelve-month period immediately
following eligibility, Earned vacation time not taken within the designated twelve month

- period shall be forfeited, unless the Department Head and Human Resources Director

(1

specifically approves the carry-over of an employee's vacation, in writing, due to an mability
of the employee to utilize the time requested to be carried over because of work requirements
or other legitimate reasons; or paid out according to HR Policy and Procedures. Deferral or
carry-over of vacation shall be requested by the employee in writing prior fo his or her
anniversary date, or wilhin ten weeks of his or her anniversary date, and shall state with
specificity the reason for the request. Failure fo make a timely request shall result in the
vacation being forfeited,

The amount of vacation days deferred shall not exceed the mmber of vacation days that the
employee earns on that anniversary date.  Vacation may be granted in advance only upon the
approval of the Department Head and the Human Resources Director.




1162
1163
164
11865
1166
167
1168
1169
1170
1171
172
1173
1174
1175
1176
1177
1178
1179
1180
1181
1182
1183
1184
1185
1186
1187
1188
1189
1190
1191
1192
1193
1194
1195
1196
H197
108
1199
1200
1201
1202
1203
1204
1205
1206
1207
1208
1209
1210
1211
{212
213
1214
1215
1216
1217
1218
1219
1220
1224
202
223
1204
225
1226
1207
[1228
220

18.507

18.508

] —year; Department Heads shall establish work and vacation schedules
with the first consideration to be given to the efficient operation of the department, Senior
employees in terms of length of service shall be given vacation schedule preferences when
practicable, Deferral of vacation for the County Administrator shall be at the diseretion of the
County Board Staff Committee.

(g) Part-time employees whose regular worloweek is sixteen hours or more shall earn vacation
time on a pro-rata basis directly proportionate to the amount of time worked in relation to the
normal full-time employment period. Pari-time employees whose regular workweek is less
than sixteen hours shall not earn vacation credits,

() Inthe eveni an empioyée is on authorized sick leave and has insufficient sick leave credits to
cover the period of absence, earned vacation time may be used for this purpose if the
employee o employer so elects,

{i} Upon separation, an employee shall be paid for the unused portion of his/her accrued
vacation credits provided the employee has completed six consecutive months of service,
except as medified by the rules governing resignation without sufficient notice.

{4y An employee who moves from one position to another in the County service, by transfer,
promotion or re-assignment, shall be credited with his/her accumulated vacation leave in
the new position.

4] An employee, whoss appointment status is changed from temporary to regular status
witheut a break in service, shall receive vacation credits from the date of his/her 0r1g1n'11
appointment to temporary status,

M No credit for vacation leave shall be granted for time worked by an employee in excess of
his/her normal workweek,

(m)  Vacation credits shall not be earned by an employee during a leave of absence without
Ppay, a suspension without pay, or when the employee is otherwise in a non-compensable
status, should such period without pay exceed 4en thirly working days in any calendar
year.

() There shall be charged against acerued vacation only those days on which an employee
normally would have worked, In the event a legal holiday falls within the vacation
period, the holiday shall not be charged against vacation,

(o) Use of vacation time must be approved in advance by the Department Head or his or her
designee, Use of vacation by appointed Depatrtment Heads must be approved in advance
by the County Administrator.

All vacation shall be ufilized in not less than one-hour increments.

Workers Comp

and ﬂclmlmslratlve codes.

Rock County strives to insure all work assiguments are performed salely and work areas are
maintained in a safe manner. The County promotes a light-duty program for injured employees
on worker compensation. All onthe-job accidents must be reported {o the Himan Resources
Director or his/her designee immediately and proper forms must be completed in full,

Any employee, who is receiving worker's compensation, may at the employee's option, take
sufficient sick leave or vacation to make up the difference belween the worker’s compensation
payment and his/ her regular wage, When the employee’s sick leave and/or vacation account is
exhausted, he/she shall receive worker's compensation payments only. If an employee is on
waorker's compensation for a period of twelve (12) months, that employce shall have hisfher earned
vacation paid out, unless the employee asks for deferral of vacation payout in writing.

Workets compensation supplemental benefits will be provided in accordance with HR Policy and
Procedures,

Leave Of Absence Policy,
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18.509

{a——Poliey:

The County Adiministrator or the Department Head vpes-theroeammendation-of
after consulting with the Fluman Resources Director, may grant a regular employes
leave without pay for a period £em-enementh up to one year except for an
educational leave, subject to the following conditions:

ey

@

(3)

h

&)

(6)

9

Leave without pay shell may be granted only when it is in the best interest of the
County to do so. TFhe-interests-of the-empleyee—shall be-considered-when-the
empleyee-has-shown-by-histher-reeord-te-be—of more-than-averase-value-to-the
Gounty-and-when-it-is-desitable-to-return-the-employes-to-Compty-serviee even-at
some-saerifice: Requests for leave of absence shall be approved prior to the
taking of such leave. When such leave is requested as an extension of sick leave,
an acceptable physician's certificate shall be required.

At the expiration of a leave without pay, the employee shall be reinstated to the
position he/she vacated or to an equivalent position which is vacant at the time,
provided the employee meets the stated qualifications. 1f there is not a suitable
vacancy available, the employee's name shall be placed on an appropriate
reinstatement list.

Credit toward vacation and sick leave shall not be earned after 30 davs while an
employee is on leave without pay. but [nsurance benefits may be retained i€they

 are-paid-ia-full by-the-empleyee-according to R Policy apd Procedure,

Leave without pay shall not constitute a break in service; however, if the
employee is absent more than thirty days during a calendar year, it shall chanpe
the employee's anviversary date,

When a leave of more than one calendar month is taken, the employee's
anniversary date shall be moved ahead by tle same number of days that the leave
exceeds thirty days

A return to work earlier than the scheduled termination of leave date may be
arranged by the supervisor and the employee, with the approval of the Human
Resources Director

Employees on leave of absence from the County may not be employed
fulltime elsewhere. Employees holding employment elsewhere
during a leave of absence shall be deemed to have voluntarily resigned
fron: employrhent with Rock County,

If an employee is unable to return to work on the date stipulated, he/she may
submit a written request to extend the leave of absence, subject to the approval of
the County Administrator or Department Head and the HR Director. If, on the
date following the expiration of the leave of absence, an exiension is not
requested and granted and the employee has not returned to his/her position, the
employee shall be considered to have voluntarily resigned from County
employment

&3 Shert-TermTeave:

Lewe&eﬁabsenee%ﬂ&e&#ﬁaﬁ%%pe&admﬁlesﬁhﬂ&eﬁ&ea}aﬁfﬁﬂeﬁﬂi
-may-be-appreved-by-theappropriate Department-Head:

®

Unautherized Absence. It is recognized that there may be extenuating
circumstances for wnauthorized absence, and due consideration shall be given
cach case. However, an employee who is absent fiom duty without approval
shall receive no pay for the duration of the sbsence, and shall be subject to
disciplinary action, which may include dismissal.

Funerd Bereavement Leave,

In the event of a death in an employee's immediate family, he/she may be excused from

work forup-to-three-working days without loss of pay according to the following schedule to

attend the fimeral and or make necessary arrangements. The appointing authority may
require an obituary fo substantiate the leave.
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a. Three days for spouse, domestic partuer as defined by the state of Wisconsin, child, parent
mother-in-law, father-in-law. brother, or sister,

b. Two days for an employee’s stepparent, stepchild, grandparents, or grandchildren,

c. One day for an employee’s sister-in-law, brother-in-law, son-in-law, daughter-in-law,
aunt, uncle, niece or nephew,

If additional time is required, an employee may request to nse accumulated vacation,
holiday or comp-time. Sick leave cannot be used.

In the gvent that an employee is required to act as a pallbearer for a fineral not
otherwise eligible for funeral leave, he/she shall be granted up to one day to serve without the
loss of pay.

Jury Duty, _Any employee called for jury duty in any court of competent jurisdiction shall be
granted time off from his/her regular and normat daily schedule of working hours with pay, for
such hury service provided such emplovee shall remit fo Emplover all fees received fiom the
Clesk of Courts for such service, and further provided that no claim for overtime pay or
compensatory fime off shall be made by such employee as a result of his/her jury services, If
the employee does net remit the fee, he/she shall be considered to be on leave of absence without
pay while performing jury duty,

Maternitv-Medical Leave.

Employees requiring a leave of absence for pregraney a period of medical disability shall 1 f:g]uest
the leave in accordance with HR Policy and Procedure.repertsueh-pregaan

Heﬁd—ﬂﬂ—ﬁﬁﬂﬂ-ﬂﬂ-ﬁtﬂet-mﬂb}e- Emp]oyees are entltled {0 maternity medical leave withowtpay;-but

ee-will-be-granted-in accordance with ap-
plicable Federal and State laws and HR Policy and Procedures. Any leave granted under this
section will un concurrently with State and Federal FMLA,

Military Leave.

An employee who leaves the service of the County to join the military forces of the

United States during time of war or other national emergency, or who is drafted intor

the milftary service at any time, shall be granted military leave without pay, such leave to extend
through a date ninety days after being relieved from such service. Proof must be filed with the
Human Resources Director, Such employee shall be restored to the position which he/she vacated
or to a comparable position with full rights and without loss of seniority or benefits acerued and
not taken while serving in the position he/she oscupied at the time the leave was granted, provided
that application iz made to the Human Rescurces Director within ninety days alter the date of
hisfher honorable discharge, or fifteen days afier rejection, and is physically and mentally capable
of performing the work of hisfher former position. Failure of an employee to notify the County
within this time period of his/her intention to retumn to work shall be considered as a termination
of hig/her employment. Leave will be granted in compliance with State and federal law.

Military Reserve Leave,

(1) An employee who, by reason of membership in the United States Military Reserve, or
ordered by the appropriate suthorities o attend a training or encampment under the
supervision of the United States Armed Forces, or by reason of membership in the National
Guard, is required by the authorities thereof to do so, shall be granted a leave of absence
from his/herposition without loss of pay for a period not to exceed ten working days in any
calendar year. It is intended that this shall be done without financial penaliy to the
employee. The County will therefore pay such employee for this time lost in an amount
equaling the difference between hisfher daily military pay and the employee's normal
County daily wage. To receive such leave, the employee nmst file a copy of his/her orders
with the Human Resources Director at least two wecks prior to date such training or
encampment leave is to commence,
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An employee whe has active membership in the U.S. Military Reserve or

Neational Guard and who is ordered to long-term active duty of 30 days or more in the U.S.
Armed Forces shall be granted military leave with supplemental pay equal to the difference
between the employee’s basic military pay and his/her normal County daily wage,
Supplemental pay granted vuder this section is provided for the duration of an employee’s
military servics, not to exceed 5 years. Proof must be filed with the Human Resources
Director. To receive compensation the employee must submit a copy of his/her Military
Leave & Barnings statement to the County Payroll Office on a montlily basis, The net pay
o an employee may be an estimate with final pay reconciliation by the County‘s Payroll
Office after receipt of the employee’s military pay vouchers, either during the course of
military service or after completion. Accrual of seniority and benefits, and reinstaiement
rights and limitations, shall be consistent with those outlined in section {d) and as required
by law, An employee who voluntarily extends his/her military service shall not be granted
supplemental pay, but may apply for additional unpaid military leave under section (d). The
effect of this subsection is retroactive to January 1, 2004, and is subject to the rights of the
various unions representing County employees to object to said compensation policy prior
to implementation and request that this subsection be subject to the collective bargaining
process.

{3)  Any employee described in subsection (2) shall also be entitled to
centinue paid coverage under the County’s group medical plan for Tour (4)
weels.

Non Worl Related Witness or Personal Litigation. A leave of absence without pay shall be
granted an employee upon his/her request to appear under subpoena or in his/her own behalf in
litigation involving personal or private matters

Sick Leave

Sick leave pay shall commence on the first day of any period of illness due to
accident, injury or disease.

¢h)] all full-time employees shall earn one sick leave day per month of continuous
cmployment.  All part-time employees whose regular workweek is sixteen hours
or more shall earn one sick leave day on a pro-rata basis directly in relation to the
normal full-time employment period, All part-time employees, who work less
than sixteen hours per week, shall not earn sick leave. Temporary and seasonal
cruployees are not eligible for sick leave

@ sicl leave shall be granted after six months continvous service when an employee
is required to be absent from work because of!

(a) illness of the employee

(b) illness of ameraber-ef the-employee’s-immediate-fanily-or-houscheld
requiring-the-employee’s—eare—nnd-attention an emplovee’s spouse or
domestic partner (as defined by the State of Wisconsin)

{c) illness of a child (includes step-child, current foster child, or any. other
child they are legally responsible for)

{d) illness of a parent (includes step-parents and current foster parents)

(&) contact with or exposure to a contagious disease rendering the
employee's presence hazardous to fellow workers

@ reasonable medical or dental attention that cannot be scheduled during
non-working hours

&) sick leave shall acerue to a maximum of one hundred-thirty days
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()] employees who are absent from duty for reasons which entitle them to sick leave
shall notify their supervisor as close to their regular starting time as possible in
accordance with Deparinient Work Rules.

(5} a Department Head or the Human Resources Director may require the employee
to submit a medical statement, stating the specific illness, period of lreatment,
and date that the employee may return to work from sick leave when it occurs
before or after a holiday or scheduled day off, for sick leave in excess of three
days or when an employee has a record of repetitious usage of short amount of
sick leave over an extended period of time. The Department Head or Fhyman
Resources Director may require an employee to take a imedical examination on
returning from sick leave or on such oceasions that it is in the best interest of the
County. The medical exarrination shall be given by a Ceunty physician
designated by the Human Rescurces Director

(6} A Departiment Head or the Personnel HR Director may investigate the alleged
illness of an employee absent from work on sick leave. False or fraudulent use of
sick leave shall be cause for disciplinary action against the employee, up to and
ineluding dismissal

) an employee on vacation who presents an acceptable medical certificate giving
the dates of illness may have that portion of hisfher vacation leave converied to
sick legve

(8) sick leave shall be debited in no less than quarter hour units

C)) no oredit for sick leave shall be granted for time worked by an employee in

excess of his/her normal workweek

(10) a regular employee who moves from one department to another by transfer,
promotion or demction shall have his/her total sick leave credits transferred to the
new department

(11 Unilateral employees who resign or retire with ten or more years of continuous
service shall be paid for one-half of the gccumulated sick leave days, not to
cxceed a total of sixty-five days, In the event of the death of an employee, the
County shall meke the same sick leave payment to the employee's estate. In the
event of a discharge, the employee will not receive this benefit.

Subpoenacd Witness, When subpoenaed to appear before a court, public body, or commigsion in
comnection with County business on_regular work time, the employee shall be paid at his her
regular rate of pay and the ermployee shall remit his/her fee to the County

Emmlovees who are off duw and are subpoenaed to appear in court as a result of their ka

mployee is wquun,d by the court to be present in court f01 time over and above lhe minimum
the employee will be paid at the rate of lime and one-half, Employees shall be reimbursed for
mileage costs incurred because of court appearances required under this provision. Employees
shall sign_and turn over to the County any and all fees and reimbursements paid because of
cowrt appearances resulting from their work assigrument.

Subpoena Cancellation Pay. Emplovees who are subpoenaed to testify on off-duty time and are
not notified of the cancellation or dismigsa! of said subpoena at least twenty-four hours prior to
the time scheduled for appearance, shall be paid {wo hours of pay at their regular rate of pay.
There shall be a maximuim of two (2) canceled subpoenas per day,

Training/Bducations! Leave,

Bmployees may be granted a full tine leave of absence without pay to further their education for

a period not to exceed gighteen months ene-year, as-provided-under Section{a)nbove— fis
aiderstoodthathere s-neitheran-ablipation-onthe pack-of the Connby-torainstadethepersonto
histher—former—of—any—other pesition—noronthepart-ofthe-employee—toreturn—to—County
employmesnt-if it is determined to be in the best interest of the County,
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At the expiration of the leave, the employee may be reinstated to histher position if it is available

or an gguivalent position if one is availeble and if it is determined to be in the best interest of the
County.

For language covering leaves with pay, see HIR Policies and Procedures,

Voluntary Public Servics Leave.

County employees may be allowed time off with pay 1o serve on public or non-profit boards,
commmittees, or commissions if such service received the prior approval of the County Board
Staff Comumittee.

Yeting,

Any emplovee who can satisfactorily show that he/she cannot vote during his/her off duty hours
shall be allowed time off with pay to cast his/her ballot in all legally constituted elections.

SECTION 11 6
CONDITIONS OF EMPLOYMENT

Conununications and confidentiality.

Communication is a_joint respensibility shared by the County and all employees. No
information, which is confidential in nature, concerning the internal operations of the County
including but not limited to the release of records of the County, may ocour except through, and
with the permission of, the County Administrator or individual Department Head if designated
by the County Administrator,

If requests for information are received by emplovees, whether on or off duty, from any person
then the emplovee is required to politely decline to provide such information and to direct that
individual to the County Administrator or Department Iead for a response to that inquiry,

Because of an employee’s responsibilities at the County, an employee may have access to
confidential County, resident, personnel or other sensitive information. This may include

information concerning & resident’s financial status, the Counly’s business practices including
purchasing and negotiating strategies, and employee records. This sensitive information can not
be disclosed (o _any personnel who do not have a legitimate business need to know such
information_or o personsg ouiside of the County without the determination of the County

Adminfstrator or Department Head desipnated by ithe Administrator, All emplovees arg
responsible for protecting the confidentiality of this infoermation.

The County acknowledges the right of its employees, as citizens in a democratic_society, to
speal out on issues of public concern. When those issues are related to the County, however,
the employee’s expression must be balanced against the interests of the County. In situations in
which the empleyee is not engaged in the performance of professional duties, the gmploves
should state clearly that his or hier expression represents personal views and not necessarily

those of the County.

Conflict of Interest.

Except for the salary or compensation received from the County, no County employee shall use
histher office or position for personal financial gain or the financial gain of his/her family. Ne
employee shall engage In his/her own business activity, accept private employment or render
services for private interests when such employment, business activity or service is incompatible
with the proper discharge of the employees official duties or would impair his/her independence
or judgment or action in the performance of the employee's official duties. Such employment,
business activity or service shall not be engaged in or promoted during normal working hours for
which such employee is being remunerated by the County and such employment, business activity
or service shall not involve the use of County facilities or materials, No employee shall use or
disclose "privileged information” gained in the course of or by reason of the employee's official
position or activities. Failure to comply with these conditions shall be considered grounds for
discipline up te and including immediate dismissal,
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County Adiministrator {Tenure),
The County Administrator shall hold his/her position at the pleasure of the County Board. The
action of the County Board in removing the County Administrator shall be final. Dismissal

actions against the County Administrator may be initiated by individual supervisors as per County
Board rules,

County Equipment (return of).

Employees leaving County employment must return County identification cards, keys, tools and
equipnient on or before their last day of work.

County Residence.

Key County officials, as determined by the County Administrator, shall reside in the County.

Demptions.

Demotions may be used in lien of layofT, or may be used as a disciplinary measure or can be
voluntary., Demolions must be approved in advance by the Human Resources Director.

Discipline (Corrective).

The purpose of discipline is correcting job behavior and performance problems of employees,
Employees shall be informed of standards of conduct and performance, Rules and standards shall
be consistently applied. Penalties shall be uniform and shall match the infraction. Persons
administering corrective discipline shall systematically document the case. Records of verbal
reprimands, written reprimands, suspensions, demolions and terminations shatl be provided (o

Human Resources and kept in the employee’s persmmel files, Written reprimands will remain in
effect for a period not to exceed one year, and at { pgg’ggi shall be removed form the
emg]oxce personnel file, Records of suspension sl 12 [ n:mﬂm in thc Emy p_ogee § Qggggggg file

e’y

Suspensions, demotions, and terminations shall be discussed with the Human Resources Director
or the County Administrator before such actions are taken, Tn the event that the immediate
dismissal action is required and the Perseanel-LIR, Director or the County Administrater cannot be
reached, the employee shall be suspended with pay pending investigation.

" Disciplinary Action (Grounds for),

The following shall be grounds for disciplinary action ranging from a verbal-writien reprimand to
immediate discharge depending upon the seriousness of the offense In the judgment of
management:

(a) Dishonesty or falsification of records.

(L) Intempernte use-ofaleohelic beverages-or drugsrwhish-affeetjob-performanes. Use,
possession, distribution, selling, or being under the influence of aleohol or illegal drugs
while on Rock County premises or while condueting business-related activities off
Rock County premises. The legal use of prescribed drugs is permitted on the job only
if it does not impair an employee’s ability to perform the essential functions of the job
effectively and in a safe manner that does not endanger other individuals jn the

(c) Unruthorized use or abuse of County equipment or proper-ty.

(&) Thelt or destruction of County equipment or property,

{e) Work stoppages such as strikes or slow-downs,

) Insuberdination 61‘ refiisal to comply with the proper order of an authorized supervisor.

() Unlawful conduet defined as a violation of or refusal to comply with perfinent laws

orcdinances and regnlations,

() Habitual tardiness, unautherized or excessive absence or abuse of sick leave.
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6] Use of oiéﬁcial position or autherity for personal or political profit or advantage.

i Disregard or repeated violations of safety rles and regulations.

(lo Incompetence or poor work performance,

()] Discrimination because of race, color, creed, national origin, marital status, sex, sexual

erientation, or ary other grounds prohibited by State or federal law.

Viplations of section 18,601 “Communications and Confidentiality”,
Other circumstances may warrant disciplinary action and will be treated on a case-by-case basis.

Exit Interview,

An exit interview shall be conducted when pessible with every employee who is separating from
County employment regardless of his/ her length of service, position or circumstances or
separation,

Gifts And Gratuities.

No County employee shall use their pesition to solicit or accept for himselffherself or another
petson any gifl, campaign contribution, gratuity, favor, services, promise of future employment,
entertainment, loan or any other thing of monetary value. This does not include acceptance of
loans from banks or other financial institutions on customary terms of finance for personal use,
such &s home mortgage loans, the aceeptance of unsolicited advertising or promotional material,
such as pens and calendars, and acceptance of an award for meritorious public or personal
contributions or achievements,

Harassment

It is the policy of Rouk County that all employees should be able to enjoy a work environment
free from all forms of harassment. Bmployees who enpage in harassment not only hurt others,
but they also éxpose both themselves and (he County to potential legal liability. Consequently,

Rock County_will nol condone or tolerate any counduct in the workplace on the part of its
employees (whatever their i elected officials, vendors, or members of the public, if
that conduct violates the right of someone else to be free from harassment. County employees
who viclate this policy will be subject to appropriate discipline, up to and including
termination. (See HR Policies and Procedures for a_defailed description of the procedures
emplovees should follow in regard to this policy.)

Bours of Work,

The nermal workweek for Couty employees shall be forty hours per week, exespi—in-these
departments-where-the-neture-of-werle-requires-mere-than-forty-hous: Most County employees
worlc from 8:00 a.m. to 5:00 pan. Monday through Friday. Beesuse However, since some eettain
essentiel County services are provided cutside the Monday through Friday. 8:00 a.m. to 5:00 p.mn,
schedule en-a-twenty-fousheur-basis, some County employees may have different work schedules
which are designated in Department work rules.

Non-standard work schedules may be approved by a Department Head, when doing so is in the
interest of County operations, Notice of non-standard work schedules shall be made to Human
Resources and payroll pursuast-to1-3.224,

Staffing needs and operational demands may necessitate variations in starling and ending times
days of the week worked, as well as variations in the total hours that may be scheduled each

day and week.

The-stondard-werle-schedule-eonsisting-ef8-aim—to-5-pan-ME oy be-modified when—it-is
determined by the Department Head-that sueh-modificaion o werlk sehedule-is-in-the-best-interest
of the-Gobnty—Meodifieationofa-Standord Wotk Sehedule-ean-be-made-by-the Pepartment-Head
at-his-er-her-diserslion—Tmmediately vpen—-approval of s Non-Standard—WerlcSchedule—the
Departnent Flead-shall-netify-Human Resourees-and-Payrol-in-writing-indieating the-sehedule-to
be worlced by the employee, excent for shari-letm o incidentsl medifications-in-sehedile:
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Employees included in Sections +8:20438:217-and-18:500-b) 18.1010. 18.1018. and 18.410.6
are considered salaried exempt employees. These employees must cover a partial day taken off
with paid vacation, sick leave or comp time {where applicable). If the employee has
insufficient paid time to cover the entire day off, the employee must take the entire day off
without pay.

Layoffs,

The eppointing authority may layoff an employee whenever if is. necessary to reduce the
warkforce for any reason (e.g. lack of work, lack of funds, abolishment of a_position, ete.), Ng
regular employees, however, shall be laid-off while there are temporary or probationary
employees serving in the same classification, in the same department. Layoffs shall be based on
the nseds of the County.

The sppointing authority shall notify each person laid-off of all his/her rights. Regular employees
shall receive at least ten thirty calendar days notice prior to layoff. Layoff plans shafl be approved

by the Human Resources Dirvector before they are implemented.

Laid-off employees shall be held in a layoff pool for a period of time equal to their length of
service, but jn no case longer than two years.

Lunch Periods and Break Time,

(a) Lunch Periods,

Lunch periods are normally scheduled midway in an eight hour shift. Tamch periods shall
not be longer than one hour nor shorter than thirty minutes,

() Break Time,

Employees may leave their workstation and return fifieen minutes later for two breaks in
an eight-hour shiff, cne during the first four hours of their first shift, and the second
during the last four hours of their shift. Breaks not taken are lost. Breaks cannot be
accumulated ot used to extend lunch periods or to shorten the workday.

Lunch periods and break times are to be artanged between the employee and his/her
supervisor or Departiment Head. Since most County offices remain open continuously on
normal work days between 8:00 am., and 5:00 p.m, it is the Department Head's
responsibility to assure that lunch periods and breaks are scheduled so that adequate staff
coverage is provided at all times,

Emoloyees who_are on a non-standard work schedule or work 2nd or 3 shift shall
follow Department Work Rules for lunches and breaks.

More than one County Position

No person shall hold more than ene full or part-time County position at the same
time without written consent of the County Administrator.

Népotism.

Members of immediate families shall not be hired or transferred into a position that would create a
direct or indirect superior-subordinate relationship, This policy does not include situations where
the superior-subordinate relationship would be incidental.

Outside Employment.
The County's policy on outside duties or employment shall be as follows:

) County employees may engage in outside employment, wnless such employment confliets
with or affects the performance of their dutles, Prior to engaging cutside employment, the
County employee must give written assurance prescribed by the Human Resources
Director that said employment does not violate Section 18:£302 18.602 of the Rock
County Persennel Poliey Ordinance. This written assurance shall not be binding in any
management disciplinary decision,
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QOutside Services

by All fees, gratuities, honorarium or any other form of compensation for outside services
performed during normal County work hours or while being paid by the County shall be
turned over to the County and any such activities for which said compensation is paid
shall be reported (o the County Board Staff Committee. This subsection shall not be
construed to apply to activities performed after regular work hows, or while an employee
is on a bona fide vacation, or taking a floating or other holidays, or to part-time
employees. exeepkdmmgﬂies&mn&a%eﬂ%aymﬂemﬂy—p}ewdw%ﬂw

County,-and-iishall nat apply 1o the reimbumsement-or 4
inewrred—under—sveh—eireumstanees— Failure to comply with these conditions shail be

considerad grounds for discipline up to and ineluding immediate dismissal.

Payday

Employees shall be paid bi-weekly on alternative Fridays, except when those days fall on a
Loliday in which case emplgyees shall receive their pay on the day preceding the holiday. If an

employee is on vacation or leave of absence. histher pay shall be mailed to him/her upon
request. (See HR Policy and Procedures.) .

Pre-FEmployment Medieals- Physicals.

New full-time and regular part-time employees may be required to pass a physical examination
before they are employed. Such exams shall measure the individual's physical capabilities in
terms of the job to be performed. When pre-employiment physicals are required, they shall be
conducted by a licensed physician at the County's expense,

Political Activity.

No employee is precluded from engaging in political activity provided that such activity does not
interfere with normal work performance and is not conducted during hours for which such
cmployee is being remunerated by the County for actually performing his/her duties and does not
involve the use of County equipment or property. Employees are specifically prohibited from
using their County positicn or their official authority with the County for the purpose of directly
or indirectly costcing any person to hold or coutribute monetary or other types of assistance to any
political candidate, party or purpose.

Under provisions of the federal Hateh Act, employees who are principally employed in an activity
which is financed in whols or in part by federal loans or grants cannot:

(a)  usehis/her official authority or influence for the purpose of interforing
with or affecting the result of an election or nomination for office;

()  directly or indirectly coerce, attenipt to coerce, command, or advise a state
or local officer or employee to pay, lend or contribute anylhing of value to a

party, committes, organization, agency or person for political pusposes; or

(c)  bea candidate for partisan elective office.

Professional Liability Insurance.

The County shall provide professional liability insurance for employees for performance of
their duties within the scope of their employment.

Resignations.

Non-FLSA exempt employees wishing to leave Rock County employment shall submit a resigna-
tion in wiiting to their Departinent Headl at least two weeks in advance of their planned departure.
FLSA exempt employees shall submil their resignation in writing at least four weeks in advance
of their planned departure. Employees who do not give sufficient notice shall lose accried
benefits, unless such requirement is waived by the Human Resources Director. 1i is expected that
employees witl give as much notice as possible in order to facilitate recruitment and orientation of
new staff members. A resignation, once accepted, may not be rescinded.
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Safety,

Safetv is very important to edch employes and Rock County. Employees must conduct
themselves carefully at all times. All employees must act in a safe manner and practice pood
safety procedures. Similarly, all work areas arg to kept clean and free from debris, and tools and

equipment are to be kept clean and in good repair.

The employer will comply with all applicable safety laws and regulations in order fo provide a

safe and secure workplace for its emplovees and clients.

Any accident, hazards or potentially unsafe conditions of equipment are to bg reported to an
emploves’s supervisor immediately for action. If the unsafe condition can be corrected
immediately as to avoid apy additional hazard, then the employee should implement the

corrective action,

Any employee who is injured_or becomes ill while performing service related to his or her
employment must contact his or her supervisor immediately on the same day the injury or
illness occurs and report the incident. If necessary the emplayee should secure the necessary
medical attention on the job site to the extent practicable.

The first re
if not as soon as possible,

The employer has established the following protocols for evacuation of the premises, When
emplovees are advised to evacuate the building, the employvees should:

Stop all work immediately.

Contact outside emergency response agencies, if needed,
Shut off all electrical equipment and machines, if possible.

Walk to the nearest exit, including emergeney exit doors,

Exit quickly, but do not run. Do not stop for personal belongings.
s Proceed, in an orderly fashion, to a parking lot near the building,
* Do not re-enter the building until instruected to do so.

s Employees must know the location of fire extinguishers, emergency exits and
first aid kits,

Telephone.

As a_condition_of employment, Fmploveess must have a telephone or a place of telephone

contact, Employees shall be requesied to notify the Department Head of any change of name
address, telephane number or contact place,

Travel.

The County shall reimburse employees for actual necessary and reasonable itemized travel costs
incurred while on official authorized County business, Commuting cxpenses befween an
employee's residence and normal place of employment are not reimbursable.  All travel must be
authorized by the Department Head in order to be eligible for reimbursement. Department Heads
shall inform the County Administralor of any out-of-County iravel plans. There will be no
reimbursement for meals within the County, except as authorized by the Board Chair or Vice-
Chair. Bmployces shall receive mileage reimbursement at the IRS allowed rate for all authorized
travel in their personal automobile, Employees shall be required to complete an expense voucher
before reimbursement will be made. All automobile allowances in all County departments shall -
be paid in a manner similar to that in which salaries are paid. Receipts are required for air, train,
bus or taxi travel, hotels or motels, conference registration and all other items (except tolls) in
excess of five dollars. Clerical employees who are required to return to work to take minutes at
evening meetings shall be reimbursed for mileage to and from their residence. (This

reimbursement is taxable to the employee.)

Meals Allowed While Fraveling. In Travel Status.

o Breakfast - up to $8.00 inchxling tip, may be claimed when the employee is out of the Count
prior to 7:00 a.m. on county business

o Lunch - up to $10.00 nelading tip, may be claimed when the employee is out of the County
between 11:00 aan. and 2:00 p.a, _on county business
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= Dinner - up to $20.C0. including tip, may be elnimed when the employee is out of the County
after 6:00 p.m. on county businegs

The above are maximums and it is not the intent that the employees should always spend the
maximum allowed,

Meals are allowed when you-are an employes is on County business out of Rock County.
Receipts for all meals are required. No reimbursement shall be authorized for alcoholic
beverages.

& The breakfast rate will be paid for meals prior to 10:30 a.m.

¢ The lunch rate will be paid for meals between 10:30 a.m. and 2:30 pan,

» The dinner rate will be paid for meals after 2:30 p.m.

B2 Workiules,
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TheCounty—as—a—whole—and-individaal deprrtments—reserve the right to-establish—reasenable

SECTION 7
PERFORMANCE EVALUATION
Policy.

The petfermance evaluation program is used to assess an employee's work effectiveness and to
suggest constructive actions on how he/she may improve. Performance evaluation reports shall be
considered in decisions affecting placement, salary advancement, overtime assignment,
prometions, deniotions, dismissal, order of layoff, re-etployment, and training,

Administration.
Rach employee shall be evaluated at the following periods:
{a) Probationary Perlod,
Tach employee shall be evaluated ne-less-frequently-than-every threemonths midway

through their Probationary Pericd and onc month prior to the completion of the
DPecbationary Period.

()] Annual.

Each employee shall receive an annval performance evaluation ene-menth-prier close to
hisher anniversary date, or at another specified time if the Department Head elects to
evaluate members of a classification or the whole department together at one time.

©) Special.
A special performance evaluation shall be completed:

()] whenever there is significant change in the employee’s performance, but-ne
goenesthan-three-mertas-after the prior evaluation

@) whenever a supervisor permanently leaves his/her position, in which case, the
supetvisor shall complete a performance report on each employes under his/her
supervision that has not been evaluated within six months prior to the date the
supervisor expects to leave

Rating Offesr Raler,

The rater shall normally be the employee’s immediate supervisor, The rater shall be responsible
Tor completing a performance evaluation gh forms preseribed by the Human Resources Director
report at the time preseribed for each employee under his/her supervision. The Human Resources
Director, upon approval of the County Administrator, may also initiate rating procedures and
mechanisins involving the Governing Committes, peers and/or subordinates,
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The County Adminisirator shall be evaluated by the County Board Stafl Committes.

Review of Performance Report,

Supervisors serving as raters shall review all performance reports with Department Heads before
discussing the report with the employee and before the report is filed in the employes's personnel
folder. If the rater plans to recommend the denial of an in-grade salary increment, the report shall
be discussed with the Human Resources Director prior {o review with the employee.

ITaman Resources Divecior,
The Human Rescurces Dirsctor shall be responsible for the overall administration of the
employee performance evaluation programs and shall advise and assist employees, raters and

Department Heads to ensure that performance evalvation procedures are handled according to the
provisions of this Ghapter Secticn,

SECTION 3
EMPLOYEE GRIDVANCE PROCEDURE

Policy.

This grievance procedure is intended to meet all of the requirements sef out in Wisconsin Statute
Section 66,0509 (lm) and passed inte law ag Act 10 by the 2011 Wisconsin Legislature,

It is the policy of the County to treaf all employeas equitably and fairly in matters affecting their
employment, Each employee of the County shall be provided ample opportunity to understand
and resolve matters affecling employment, which the employee believes to be unjust. The
presentation of a formal grievance shall be considered (o be the right of each regular County
employee without fear of reprisal. Nothing contained herein alters the “at-will” status of those
employees,

The County Administrator shall not have access to the grievance procedure.

Department Heads shall not have access to the grievance process based on Wisconsin Statutes

Section 59,18 (A(b).

Definitions

“Atbitrary and capricious™ means a decision which was made on unreasonable grounds or

“Grigyance” menans a formal complaint by an employee concemning: employee discipline,
employee termination, or workplace safety.

“Employee discipling” shall include written reprimands, suspensions without pay, and
demotions,

“Termination” meansg_a separation from employment, but does not include job loss
regulting from a reduction in force.

“Workplace safety” shall include violations of state and federal laws and regulations on
health and safety,

The following personnel actions ghall not be subject to the erigvance process: oral or
written evaluations; counseling; job coaching: placing an employee on  paid
administrative leave pending an internal investigation; change in job_assignments:
voluntary <uits: layoff or failure to refurn to work when recalled; retirement; job
abandonment or failure to report tg_work; inability to perform job_duties due to
physical or medical limitations; and loss of required licensure, certification or other

requirement necessary to perform the job.

“Preponderance of the evidence” means the greater weight of the evidence - superior
evidentiary weight, that, though not sufficient fo free the mind wholly from doubt, is still
sufficient to incline a fair and impartial mind (o one side of the issue rather than the other,
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Administration,
The Human Resources Director shall supervise and administer the grievance process. Supervisors

and Department Heads shall keep the Human Resources Director informed of afl gricvances in
process.

Eiling a Grievance

This grievance procedure is aviilable to all unilateral County employees (excent Department

ected ials), members of a bargaining unit that previously contained 5
grisvance procedure. seasonal and temporary employees of the County

Limitations:

1. A grigvance that may be brought by or on behalf of a law enforcement officer using the
procedure specific in Wis, Stat. Section 59.26(8) may not be brought under this section.

2. A grievance that may be brought by or on behalf of an employee under a grievance

procedure that is contained in a collective bargaining agreement may not be brought under

thig section.

Discussion of Problems with Immediate Supervisor.

Any employee having a problem regarding his/her employment shall first discuss the problem
with his/her immediate supervisor. If the problem is not settled to the employee's satisfaction and
is a grievance according to Section 48:803 18,802, the employee may present his/her grievance
according to Section 18:805 18.806.

Grievanee Procedure,

A formal grievance of an employee shall be handled in accordance with the {ollowing procedure,

STEP 1. Bupervisor,

The employee shall, within seven working days of the event giving rise fo the grievance or within
ten working days of the date he/she could reasonably be expected to have knowledge of the
grievance, present his/her formal grievance in writing on (he form designated by the County to
hisfher immediate supervisor unless the inmmediate supervisor is the subject matter of the
grievance, in which case, the employee may immediately proceed to Step 2. If the Department
Head is the subject maiter of the grievance, the employee may immediately proceed to Step 3.
The supervisor shall within three working days meet and discuss the grievance with the employee
and then reply in writing within three working days.

STEP 2. Departinent Head.

In the event fhat the immediate supervisor's decision is not satisfactory to the employee or the
immediate supervisor is the subject matter of the prievance, the employee may within seven
working days, present the prievance in writing to histher Department Head, The Department
Head, or hisher designee, shall, within five working days, meet and discuss the grievance with the
employee and then reply in writing within tive working days.

STEP 3. Human Resources Director,

In the event that the Department Head's decision does not satisfy the cnployee's grievance or if
the Department Head is the subject matter of the grievance, the employee may, within seven
working days, present the grievance in writing to the Human Resources Director, The Human
Resources Director shall atrangs to meet within ten working days of receipt of the grievance with
the employee, his/her representative, if any, and any other person the Fluman Resources Director
deems necessary, If in the judgment of the Human Resources Director, a hearing is necessary to
ascertain the facts surrounding the dispute, one shall be scheduted as soon as practicable, After
the hearing, the Human Resources Director shall respond to the grievance in writing to the
employee within five working days.

By mutual agreement between the Bmplover and the Employee the timelines in Steps 1, 2 and 2
may be extended,
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STEF 4, hnpartial Hearing Examiner.

In the event the decision of the Human Resources Director does not satisfy-the-empleves resolve
the grievance, the employee may, within seven working days, present-the-formal-srievancein
writing-to-the County-Adlministrator—The-Cevsty-Administrntor shall-review-the written-recsrd of
MHWMWMWAW%&W

dismriesal-or-in-exeepiional-circumstenses-the- County Beard-Staff. Committes-may-grant-a hearing
a—eﬂwmwemew—ﬂ&&ma%wwpeﬂ—ﬁlwwteﬂﬁeqﬁemﬁm&eemp{mﬂﬁﬂtﬂ equest a hearing

before an impartial hearing examiner and pay the filing fee (if one is established ) by the County
Board.

&, The Human Resources Director shall upon receipt of & written hearing request, provide the
employee with a list of heating examiners, The employee may, within 10 calendar days

rank the hearing examiners in order of preference and return the list to the FIR Director.

b. The HR Dirgctor will contact the hearing examiners in order of the employvee’s preference

and schedule a hearing. 1If the employee does not retun the list or rank the hearing
examiners, the HR Divector may select one from the list,

¢ The hearing examiner shall be impartial and may not have any prior knowledge of the

grievance.

d. A hearing will be scheduled within 30 calendar days of receipt of the hearing request and
filing fee. _ The hearing examiner may reschedule the hearing with permission of both
parties.

e, The hearing examiner, with the consent of both parties, may use his/her best efforts to

mediate the grievance.

The emiplovee has a right to be represented at the hearing (at the employee’s expense) b

person of the employee’s choosing,

g The County has the burden of proof in a reprimand, suspension or termination grievance
to show that itg actions were not arbitrary or capricious. The employee has the burden of

proof in a workplace safety grievance,

h, The standard recquired of the party with {he burden of proof in all cases is a preponderance
of the evidence,

i. The hearing shall be recorded by a court reporter, who will make a record of the
proceedings, and the costs will be shaved equatly by the partics.

Formal rules of ¢ivil procedure will not be followed.

—.

k. Both paities may introduce exhibits and present witnesses. Witnesses shall be sworn to tell
the trutlz,

1. The hearing examiner shall provide a written decision within thirty (3Q) ealendar davs
following the close of the record. The written decision should_include a case caplion; the

parties_and _appearances; a statement of the jssues, findings of facl: any necessary
conclusions of law; the final decision and order; and any other information the hearing

examiner deeims appropriate.

m, The hearing examiner shall have the power to sustain or deny the grievance, He or she
shall have the power to order only the following remedies; withdrawal of a_written
Lcm*imand 1eduction of suspension, tlansfel 1o miginal position ﬁom dcmotcd poqi[ion

recommend olher remedics, howeyer, all other remedlal 'mthonw shall be subject to the
determination and approval of the County Board, and shall be addressed by the County

Bogrd in the event the grievance is sustained.
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STEP Five. County Board.

An employee or the County, within ten (10) calendar days of receipt of the hearing examiner’s

decision, may appeal the decision to the County Board by filing a written notice of appeal with
the County Clerk,

a. The wrilten notice of appeal must contain; (1} a statement explaining the reason for the
appeal, inelade (2) a copy of the written grievance filed with the County, (3) the
county’s response to the grievance, and (4) a copy of the hearing examiner’s decision,

The notice of appenl may—inelude-aesopy-of-the-hearing-transeript-or-exhibitser-botl;
but-may uot contain any information that was not admitted into evidence at {he hearing,

b. The appeal will be placed on the agenda for a County Board meeting that is held at no
lenger than 60 calendar days after the County Clerk receives a written notice of appeal.
The appeal will be noticed for consideration in closed session pursnant to Wis. Stat.
Section 19.85(1)(b) pertaining to dismissal, licensing, or suspension of a public
employee. The County Clerk will provide a copy of the meeting notice to the
enployee, and the employee may request that an open session be held.

c. The employee has the right to representation by a person of the employee’s choosing
and at the employes’s request, The employee and the employee’s representative may
attend the closed session,

d. The employee or the employee’s representative for-a—period-no-lengerthan—twenty
mimtes and a representative of the County may address the County Board for an equal
period to be determined by the County Board Chair. The appealing party will go first
and may reserve a part of his/her time for rebuttal. The responding party will go

second. _The zppealing party may present a rebuttal, if he/she has reserved any time
and not used if,

e The employee and the employee’s representative,_and the person speaking on behalf of
the County, will be excluded from any closed session during the county board’s
discussion or deliberation,

f. The County Board’s consideration of the appeal will be limited to a review of the

impartial hearing examiners written decision, the appealing party’s reason{s) as to why
the decigion is wrong, and the response by the other parly along with any oral
presentations made by the parties,

o, Should the County Board Chair become aware of some relevant piece of information

that could have had_a_significant fmpact on the decision of the impartial hearing
examingr, that neither party was aware of, or could have been expected to be aware of,

prior to the impartizl hearing officer’s decision, the County Board Chair, with the
advice of the Corporation Counsel, may take whatever action hefshe deems appropriale
50 as not to disadvantage cither party, and report such action to the County Board.

h. ‘The County Board shall give due deference to the decision and recommendation of the
Impartial Hearing Officer and his/her decision shall not be overturned unless the Board
finds by a simple majority vote that: (13 the hearing was not conducted fairly, (2) there
was fraud or corrupiion on the part of the hearing examiner, or (3} the heating
examiner made an ervor in fact or Iaw,

i In the event the County Board dpes not sustain the Impaitinl Hearing Officer’s
decision, then the Board may render a new decision and remedy, or take other action as
appropriate,

j- The County Board Chair shall prepare and sign a writien determination reflecting the

County Board decision. The County Board Chair_may_enlist the assistanee of the

Corporation Counscl in prepacing the determination. A copy of the determination will
be provided to the employee within 10 calendar days following ihe County Board’s

decision.
k, The County Board’s decision is final and may not be appealed,
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Grievances of Termination.

All grievances regarding termination shall be initiated at the thitd step of the grievance procedure,
exeopt-agneted-in-18:806,
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SECTION 9
TRANSACTIONS AND RECORDS MANAGEMENT

Policy,

The development and maintenance of an effective personnel transaction procedure and persommel
records management system is essential to a sound personnel program. All appoiniments,
separations, and other personnel transactions shall be made on forims designated by the Fluman
Resources Director, The primary purpose of these systems and procedures shall be fo:

(2) Jistablish and maintain clear lines of authority for the processing of personnel transactions
and management of personnel records.

(b) Establish and maintain uniforim, easily accessible and complete employment records of all
County employees and employee transactions,

The Payroll Unit shall convert data from personnel transactions to payroll records and shail
maintain curulative records of vacation, overtime, sick leave, and payroll deductions, Payroll
records and data shall be developed in cooperation with the Human Resources Director and
Hivanee Director to provide current and meaningful personnel and position information, sum-
maries and statistics,

All employees shall be respensible for notifying their supervisor of any changes, which affect
their personal status.

Public Inspection.

Information as to the name, class title and salary of employees and former employees is available
for public inspection at times in accordance with procedures prescribed by the Human Resources
Director, Gther information shall be considered confidential and shalf be available as authorized
by Statc and federal law.

Destruction Of Records,

Employee service records shall be kept for seven years. Applicatons and examinations may be
destroyed after two years.
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Reports.

The Human Resources Director shall provide the Board and the County Board Staff Commiittes
with reports and information relating to personne! actions upon request or as may be appropriate.

SECTION 2- 10
DEFINITIONS
Administrative Personunel.

Administrative exoployees act as an advisor, limited function department head, or a specialist in a
management or supportive service who meet all the following criteria:

(a) A primary duty of the employee includes the performance of office or non-manual work
directly relaled fo the management or general business operations of the County or its
citizens.

(b) A primary duty of the employee includes the exercise of discretion and independent
judgment with respect to matters of significance,

Allocation,

The agsignment of a position to a pay range.

Anniversary Date.

The date an employee begins County employment. The anniversary date may be modified by
subsequent personnel actions — leave of absence and layofT.

Appainting Autherity,

A County official who has the authority to appoint and remove individuals to and from positions
in the County service,

Board,
The Rock County Board of Supervisors,

Class.

One or more positions which are substantially alike in duties and responsibilities to warrant using
the same title, similar qualifications, selection procedures and the same pay range.

Class Dascription,

A written description of a class containing the class title, a general statement of the duties and
responsibilities, examples of duties performed, and mininom qualifications required.

Class Titlg,

The official designation or name of the class as stated in the class description. The class title shall
be used on all personnel records and other official personnel actions,

Classification Plan.

The sum total of all job class descriptions in the County service and a system showing salary and
classification relationships.

County Administrator.

The person hired by the Rock County Board of Supervisors as the chief administrative officer for
the County,
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Demotion,

The assignment of an employee from cne class to another class with a lower pay range.

Department Head.

A County officlal with the responsibility for the operation of a County deparlment.

Disciplinary Actign,

The action taken to discipline an employee, including: written reprimand, suspension without pas
demotion. and discharge,

Eligible Candidats.
A person certified by the Human Rescurces Director as meeting the training and experience

requirements and as successfully completing all paris of the selection process when formal
selection devices are used.

Eligibility List.
A list of Eligible Candidates to fill positions in a particular job class,

Emplgyvee,

An individual who is employed by the County and is paid in part or in whole through the County
payvroll

Entrance Pay Rate.
The rate of pay a newly hired employee is assipned at commencement of employment,

EBxecutive Persennel,

An execulive employee is an administrator who meets all of the following criteria:

(a)  The ctmployee's primary duty censists of management of the County or a customarily
recognized department or division of the County,

(b)  The employee customarily and regularly directs the work of two or more ofher employees,

(c}  The employee has the avthority to hire or fire other employees, -or their recommendations
as to the hiring, firing, advancement, promotion or any other change of status of other
employees is glven particular weight,

Flexibie Time.

Time off allowed at the discretion of the Department Head, in recognition of excess hours worked

by an FLSA exempt employee not receiving straipht-time overtfme, consistent with the

Adminigteative HR Policy and Procedures Maaual.

Full Time Fquivalent {'TE)

work An FTE of 1.0 meang that the position is equivalent to a full-time position, while an FTE
of 0.5 means that the position is only half-time, FTE is measured in fenths {fron 0,1 to 1.0,

Grievance.

A formal complaint by an employee concerning: emplovee discipline,_emplovee termination,
or workplace safety.

Human Resources Director,
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The Direeter of the Rock County Human Resources Department and the person responsible for
implementing all county personnel policies and procedures.

Immediate Family.

Spouse, child, step-child, parent, step-parent, sibling, mother-in-law, father-in-law, sister-in-law
(the sister of one’s spouse or the wife of one’s brother or the wife of one’s spouse’s brother),
brother-in-law (the brother of one’s spouse or the husband of one’s sister, or the husband of one’s
spouses sister), son-in-law, daughter-in-law, grandparent, grandchild or step grandchild, domestic
fn),_aunt (the sister of one’s father or mother, or the
wife of one’s uncle), uncle (the brother of cne’s father or mother, or the lsband of one’s aunt),
niece, and nephew,

In- Range Increment.
A pay step within a pay range.
Layoff,

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

Limited Term Employee (LTE).
An employee who meets the qualifications to perform a job, who is hired to perform that job for a
determinant amount of time with a specific ending date at the time of hire. LTEs may be eligible

for benefits.

Part-time Emplovees.

Ernployees shall be considered parl-time when they are normally scheduled to work less than 40
hours per calendar week, or on a regular 5-2/5-3 work rotation on a 15 day work cycie,

Pé}{ Plan,

A schedule of pay ranges for all classes of positions in the County that are not covered by a
Collective Bargaining Agreement.

Pay Range.

A salary range to which positions are assigned, consisting of a minimum wage rate, designated as
“Step 1,” and multiple additional steps, culminating in a maximom wage rate. All positions shall
be compensated at onc of the steps contained in the pay range to which the position is assigned,

Position,

A grouping of duties and responsibilities to be performed by an employee. A position may be
filled or vaeant, full-time or part-time, regular or temporary.

Position Deseription.

A wriften document thal describes the individual employee’s duties and responsibilities and is
specific to that position,

Probationary Employee,

A person who has been properly appointed to a regular Rock County position and who is serving
i his/her Trial Period (o determine if he/she can do the job,

Probatjonary Period.

Ac-perted-ofemployment-during-which-time-nn-employee s required-te-demenstrate-eapability-for
regulos-empleyment. The probationary period is a try out time for the employee. It is also used for

Promoticn,




18,1035

18,1036

18.1037

18.10338

18.1039

18.1040

18.1041

18.1042

18.1043

18.1044

18.1045

18,1040

18.1047

The assignment of an employee from one class to another class with a higher pay range.
Reallocation.

The re-assignment of a pesition from one pay range to another to correct an error in the originat
assignment or to reflect changing labor market conditions,

Reclassification.

The re-assignment of an individual from one existing class to another 1o recognize a change in the
duties and responsibilities of a position or to correct an error in the original assignment.

Regular Appointment,

An assignment of an eligible candidate to a budgeted County position.

Regular Employee,

A person who has been properly appointed to a regutar Rock County position and has successfully
completed the Probationary Period. :

Reingtatement,

To restore or be placed back into a former or substantially equivalent positien.
Retiree.

An employee who terminates employment with the County to immediately and actively draw an
ammity from the Wisconsin Retirement Systern (WRS).

Seasonal Employee.

An employee who is hired for a limited term, which cannot cumulatively exceed a period of six
months in a calendar year, Seasonal Employees are not eligible to receive fringe benefits other
than Wisconsin Retirement if anticipated to work in-exeess-of 600—heurs- enough hours in g vear
to qualify for Wisconsin Retirement System coverage,

Selection Device,

A formal measurement device used to evaluate and/or rank applicants for County positions.
Seniority,

Seniority is continuous length of service as a County employee. Seniority shall, upon completion
of the Probaticnary Period, begin with the original date of continuous employment subject to the
conditions of 18.1003(a)(4). Seniority shall be used to determine accrual of vacation and sick

leave,

Supervisor.

The person responsible for the assigonment, direction and evaluation of the work of another
employes, usually a full-time County cmployee.

Temporary Appointment.

Axn appointinent of an individual who meets the qualifications for a position appointed to fill that
position for an unspecified term, Temporary Appointees may be eligible for fringe benefits.

Termination,

The removal of an employee from the payroll for voluntary ot involuntary reasons, inchuding
dismissal, resignation, retirement or death.

. Transfer,

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




18.1048 Travel Status.

An employee shell be considered (o be in “travel status” when he or she is on county business

outside of the County either for an entire da
a day before 7:00 a.m.; after 6;00 p.m.; ancd/or belween the hours of 11:00 a.m, and 2:00 p.m.

18,1049 Underslotting.

The filling of a vacant position at a lower classification.

18.1050 Unilateral Emplovees

Those County employees who are not covered by a collective bargaining agreement, excluding
the County Blected Officials and the County Administrator. The Unilaterals are divided into
three groups for purposes of overtime and vacation: Unilateral A’s, Unilateral B’s, and
Unilateral C’s.

18.1051 Upgrade,

The result of a re-evaluation of the duties required—to—performa—jeb—insk of a position that
indicatinggs that a higher level of skills or duties are required to perform thet-task the duties of 4
classification or_position,

18,1052 Work Schedule.
The standard work schedule for County employees is Monday — Friday, 8:00 am. to 5:00 p.m,

with a one-hour lunch perfod. All full-time employecs are expected to work at least 40 hours per
week unless work rotation (I.e. 5-2/5-3), or a Departinent Work Rule dictates otherwise,

Respectfully Submitted,
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LEGAL NTOE:

The County Board is authorized to take this action pursuant to secs, 59.01, 59.03 and 59.22, Wis. Stats,

T effre((u glitsch
Corporation Coutsel

FISCATI NOTE:

Minimal fiseal impact.

ADMINISTRATIVE NOTE:

Reconmmended,

e

Craig (I'Gmts an
County Administrator




