PERSONNEL COMMITTEE AGENDA
NOVEMBER 2, 2022
5:00 PM
MUNICIPAL BUILDING
800 BORNER ST
PRESCOTT, WI 54021

1. Call to Order
2. Roll Call
3. Approve Minutes for August 3, 2022
4. Approve Minutes for October 3, 2022
5. Employee Handbook Final Revisions
a.
b.
c.
d.

Vacation/Sick Changes
Holiday Changes
Traveling Training Changes
Payday and Timecard Changes

6. City Clerk Job Description & Posting
7. Prescott Police Union Contract Review
8. Other Business
9. Adjourn
Next Meeting: February 1, 2022, at 5:00 PM or TBD if needed at an earlier date

NOTICE
ACCESS TO THE MUNICIPAL BUILDING FOR THE DISABLED IS
AVAILABLE THROUGH THE MUNICIPAL BUILDING PARKING LOT
ENTRANCE. ALL THOSE WITH SPECIAL NEEDS SHOULD CALL CITY
HALL OFFICES (715-262-5544) IF ASSISTANCE IS REQUIRED.

CITY OF PRESCOTT, WISCONSIN
August 4, 2022, PERSONNEL COMMITTEE MINUTES
Pursuant to due call and notice thereof, a meeting of the Personnel Committee was held, August 4, 2022
Municipal Building, 800 Borner Street, Prescott, WI 54021.
Call to Order: Committee Chair Maureen Otwell called the meeting to order at 5:04 pm. Members present
were Dar Hintz and Bailey Ruona. Mayor Daugherty was also in attendance. City Administrator Matt Wolf and
Treasurer Elizabeth Lansing represented staff. JA Counter Human Resources Specialist Pete Whiteneck was
present.
1. Approve Minutes for May 4, 2022
Hintz/Otwell motioned to approve the minutes for May 4, 2022, passed without a negative voice vote.
2. Employee Survey Presentation
City Administrator Wolf and Treasurer Lansing presented on the proposed employee survey and the benefits
options that are part of the survey. The Committee discussed the questions and Committee Member Hintz
requested that the survey question number twelve be changed from one thing to allow participants to give
multiple responses. City Administrator Wolf said that the plan was to meet with each department to go over the
proposed survey and benefits options and then send out the survey electronically for employees to complete.
The Committee discussed and had no issues with the plan. Results from the survey will be shared with the
Council and employees once completed.
3. Revised Employee Handbook Changes – JA Counter Revisions
City Administrator Wolf along with JA Counter Specialist Pete Whiteneck presented on the changes in the
employee handbook that was reviewed. The Committee discussed the changes and requested that the Privacy in
Connection with Employment on page 24 be changed to remove personal items such as “clothing, briefcases,
bags, and other personal items”. Staff will make the change to the handbook. The committee discussed that the
final version of the handbook will be reviewed once the employee survey is completed.
4. School Resource Officer Contract – City of Prescott and Prescott School District
City Administrator Wolf presented the revised contract between the City of Prescott and the Prescott School
District with the two major changes being that the annual amount paid by the School went up to $26,000 from
the previous $10,000 and that the two parties will split any required overtime necessary for the position. The
Committee discussed the contract and had no major objections.
Ruona motioned to approve the contract between the City of Prescott and the Prescott School District
and forward it on to Council for approval. Hintz seconded the motion, motion passed without a negative
vote (3-to-0).
5. Other Business
None
6. Adjournment
Otwell/Rouna motion to adjourn at 6:12, passed without a negative voice vote at 6:34 pm.

Respectfully Submitted,

Matthew J. Wolf
City Administrator

CITY OF PRESCOTT, WISCONSIN
OCTOBER 3, 2022, PERSONNEL COMMITTEE
Pursuant to due call and notice thereof, a meeting of Personnel Committee was held Monday, October
3, 2022 800 Borner St., Prescott, WI 54021.
Call to order/Roll Call: Meeting was called to order by Chair Maureen Otwell at 5:01. Members present
were Chair Otwell, Bailey Ruona and Dar Hintz. Also, present Mayor Robert Daugherty with staff
represented by City Administrator Matt Wolf and City Clerk Jayne Brand
Hintz motioned to go to closed session and was seconded by Ruona pursuant to Wisconsin State
Statute 19.85(1) regarding the City Administrator and City Clerk. Otwell voted in the affirmative to
the vote.
The Committee moved to closed session and went to the City Hall Conference Room for discussions.
Ruona motioned to leave closed session and was seconded by Hintz. Otwell voted in the affirmative
the Committee left closed session.
No formal vote or further discussion was had on matters discussed in closed session.
Motion made by Ruona to adjourn the meeting, seconded by Hintz. Motion passed unanimously by a
vote of 3-to-0.
Respectfully Submitted,

Matthew Wolf
City Administrator

To:

Personnel Committee

From:

Matt Wolf, City Administrator

Date:

October 27, 2022

Subject:

Revised Employee Handbook Changes

Background
At the Personnel Committee meeting on August 3rd, 2022 the Committee reviewed the
following changes with Pete Whiteneck from JA Counter.
1. Although the City of Prescott does not have more than 50 employees as a local
government it does have to follow requirements of the Family Medical Leave Act. Those
changes have been incorporated into the employee handbook. (pg. 21)
2. The section At-Will Employment has been added (pg. 6)
3. The section Americans with Disabilities Act (ADA) has been added (pg. 6)
4. The section Anti-Harassment and Non-Discrimination Policy (pg. 7) has been added
5. Workplace Violence Policy has been added (pg. 8)
6. Open Door Policy has been added (pg. 9)
7. Employment of Relatives has been added (pg. 9)
8. Personal Relationships in the Workplace has been added (pg. 9)
9. Bulletin Boards has been added (pg. 11)
10. HIPAA has been added (pg. 13)
11. Privacy in Connection with Employment (pg. 24)
12. Outside Employment has been added (pg. 24)
13. Solicitation and Distribution has been added (pg. 24)
14. Telecommuting Policy has been added (pg. 30)
15. Rules of Conduct and Discipline has been added (pg. 32)
16. Discipline Process has been added (pg. 33)
17. Driver and City Fleet Policy has been officially added to the Handbook (pg. 35)
18. Modified Duty/Return to Work Policy has been added (pg. 39)
19. Separation of Employment has been added (pg. 46-47)
20. Employee Handbook Acknowledgment of Receipt Form (pg. 48)
The one change that was requested was the removal of personal items and searches to the
section titled Privacy in Connection with Employment (pg. 24), which has been incorporated
into the proposed changes.
Discussion
Now that the City has completed the employee survey, which results were shared with Council
at their workshop on September 21, 2022 as well as employees through an email sent out in
early September. Additionally, the City has come to a tentative agreement with the Prescott

Police Union. As a result, staff would like to discuss with the Personnel Committee the final
proposed changes to the employee handbook.
Vacation/Sick Changes
The employee survey indicated that staff did not want to switch to a paid-time off system. As a
result, based on our compensation study done, in the employee handbook two changes for
new employees that start on or after January 1, 2023 to fall in line with our peer cities are
proposed:
1. Vacation – will remain the same for all existing employees but new employees
starting on or after January 1, 2023 will be capped at 240 hours of vacation time.
New employees will also be bumped to 80 hours of starting vacation from the
previous 40 hours.
2. Sick – will remain the same for all existing employees but all new employees starting
on or after January 1, 2023 will be capped at 960 hours from the previous maximum
of 1280 hours of sick time and upon retirement or death be paid out 60% of their sick
time.
Holiday Changes
Our compensation study also showed that we were a couple holidays short compared to the
top tier of peer cities. As a result, the Employee Survey asked what two holidays the
employees would like added based on ranked choice from Veterans Day, MLK Jr. Day,
Presidents Day, or Juneteenth Day. The top two choices were:
1. Veterans Day
2. Martin Luther King Jr. Day
These two holidays have been added to the list of observed holidays in the handbook.
Traveling/Training Changes
Based on negotiations with the Police Union the City would like to update their employee
handbook regarding training to match what is in the contract. This includes the following
language under Seminars, Conferences and Expense Reimbursement on page 23:
1. Travel time to such events shall not be considered part of an employee’s normal work
schedule until the amount travelled exceeds 60 miles from the Prescott City Hall or is
part of their normal day-to-day shift scheduled.
2. If attendance at such sessions or any duties assigned by the City requires that an
employee be away from the City during normal mealtimes, the employee shall be
reimbursed based on the City of Prescott Travel Reimbursement Form (draft 2023 is

attached), which shall be reviewed annually. The employee shall supply the Employer
with a receipt for the of their meal(s) as a prerequisite to obtaining such reimbursement.
Payroll and Timecard Changes
The City currently runs payroll from Tuesday – Monday, which results in a very unique pay
schedule. As the City is currently undergoing changes to the handbook, we would like to
change payroll to the more standard Monday – Friday. If we switched, paydays would remain
every other Wednesday. However, the last pay period in 2022 would result in it ending on
Saturday, December 31 rather than Monday, January 2. This would result in the payroll
checks on January 11th having a day less for all employees and potentially two days less for
Police if they work both the 1st and 2nd of January. A draft of the 2023 Payroll Schedule is
attached for reference.
Recommendation
Discuss the proposed changes and offer feedback on any items of concern. Consider an
official motion to recommend all the Employee Handbook changes to Council for approval.
Attachments
1. DRAFT – 2023 Employee Handbook
2. DRAFT - 2023 Travel Reimbursement Form
3. DRAFT – 2023 Payroll Schedule

Employee Handbook
January 2023
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OUR CITY GOVERNMENT
The City of Prescott (“City/We”) has a population of 4260 according to the 2021 census. Our name was
established in 1851, in honor of Philander Prescott, a fur trapper who built a cabin on the site where the
City now stands.
The City is governed using a “strong council-weak mayor” system which consists of a mayor and six
alderpersons, one (1) at-large and five (5) representing the five (5) wards. The mayor is a part-time
official who serves a two-year term and alderpersons are part-time officials who serve a three-year
term. The city council represents the legislative branch of government. Their primary business is the
passage of laws in the form of ordinances or resolutions which establish what the law shall be not only
in relation to the particular facts existing at the time, but as to all future cases arising under it. The city
council also determines the salaries of all employees and is charged with the official management of the
City’s financial affairs, its budget, and revenues necessary for the operation of the City. The mayor is the
chief executive officer responsible to ensure all City ordinances and state laws are observed and
enforced and that all City officers, boards, committees, and commissions discharge their duties
responsibly.

OUR VISION AND MISSION
The City is committed to pursuing the highest performance standards in our delivery of services and
support to the community we serve while balancing our cultural and historic past with managed growth,
economic stewardship, and environmental responsibility. Working together, we will deliver the best
possible services, in the most effective and courteous manner, with the highest level of integrity, to
enhance the quality of life for our community.

OUR EMPLOYEE HANDBOOK
This employee handbook is designed to acquaint you with the policies, procedures, and practices of the
City. Only the city council may change or grant exceptions to the policies, procedures, and practices
outlined in the employee handbook. The employee handbook provides a framework of general
information and may not list all policies, procedures, or practices nor interpret how they might apply to
individual situations. Whenever you need more information on any area or topic found in the employee
handbook or have suggestions regarding anything in the employee handbook you should contact your
department head, the City Administrator, or the Treasurer/Deputy Clerk (throughout the employee
handbook the Treasurer/Deputy Clerk is designated as the “Human Resources Manager”).
The policies, procedures, and practices in this employee handbook apply to all City employees; however,
for those employees covered by a collective bargaining agreement the employee handbook shall be in
effect unless it is found to conflict with the collective bargaining agreement, or when state statues, or
federal law have precedent. Should any provisions of this employee handbook be declared illegal by a
court of law, the balance shall remain intact.
This employee handbook is not to be considered a contract of employment for any length of time or a
guarantee of benefits since the relationship between employees and the City is an “at-will-employment”
relationship. The City reserves the right to amend or modify this employee handbook.
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EMPLOYMENT PRACTICES AND COMPLIANCE
EQUAL EMPLOYMENT OPPORTUNITY
The City is an equal opportunity employer committed to creating and maintaining a workplace in which
all employees have an opportunity to contribute to the success of our operation and are valued for their
skills, experience, and unique perspectives. We will extend equal opportunity to all individuals without
regard to race, religion, color, sex (including pregnancy, sexual orientation, and gender identity),
national origin, disability, age, genetic information, or any other status protected under applicable
federal, state, or local laws. Our policy reflects and affirms our commitment to the principles of fair
employment and the elimination of all discriminatory practices. This policy applies to all terms and
conditions of employment, including but not limited to, hiring, placement, promotion, termination,
layoff, recall, transfers, leaves of absence, benefits, compensation, and training. We are also committed
to providing fair and equitable service to the public and it is the responsibility of each employee to
ensure that fair and equitable service is given to all segments of our community.
The City provides periodic training through various types of media on subjects such as equal
employment, anti-harassment, non-discrimination, diversity, etc. Participation in such training is
deemed as mandatory and a condition of continued employment.
If you believe that an employment decision has been made that does not conform with our commitment
to equal opportunity, or if you believe you have been the subject of discrimination under this policy, you
should immediately bring the matter to the attention of the human resources manager or the city
administrator. Your complaint will be promptly and thoroughly investigated. Employees can bring
complaints, ask questions, and raise concerns under this policy without fear of reprisal.

AT-WILL-EMPLOYMENT
Your employment with the City is an “at-will-employment” relationship. Although we hope your
employment here will be mutually rewarding, we both retain the right to end the employment
relationship at any time and for any reason. “At-will-employment” means the City may alter the terms of
your employment, and either you or the City may terminate your employment at any time and for any
reason or for no reason, with or without notice and nothing in this employee handbook constitutes an
express or implied contract of employment or guarantee of any benefit(s). Only the city council has the
authority to amend or alter this “at-will-employment” relationship and such change must be executed in
writing and signed by both parties to be effective.

AMERICANS WITH DISABILITIES ACT (ADA)
We comply with applicable federal and/or state requirements associated with the Americans with
Disabilities Act (ADA) as amended. A disability is defined as any physical or mental impairment that
limits one or more major life activity (e.g., caring for oneself, walking, seeing, hearing, speaking,
breathing, learning, sitting, standing, etc.). Disabilities do not include temporary ailments such as a cold,
flu, broken bones, etc.
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If you believe you have a physical or mental disability requiring accommodation for you to perform the
essential functions of your job, you should immediately contact your department head or the human
resources manager so we can determine what, if any accommodations may be available and
appropriate. Any accommodation request will be discussed between you, your department head, and
the human resources manager. As part of this process, you may be required to provide documentation
supporting your disability, including medical certification. If a reasonable and appropriate
accommodation is available and does not impose an undue hardship on our operation, the request will
be approved, and the accommodation implemented.
The City will consider any specific accommodation you may request but we reserve the right to offer and
implement our own accommodation to the extent permitted by law. Some, but not all, of the factors
considered in determining the reasonableness of an accommodation are cost, the effect an
accommodation will have on current established policies and work procedures, and the burden on
operations to include other employees.
Employees who currently use drugs illegally are not considered individuals with disabilities protected
under the ADA. This includes employees who use prescription drugs illegally. However, employees who
have been rehabilitated and do not currently use drugs illegally, or who are in the process of completing
a rehabilitation program, may be protected by the ADA.

ANTI-HARASSMENT AND NON-DISCRIMINATION POLICY
The City strives to provide an environment free of harassment and discrimination, including sexual
harassment. The City expects all employees to act responsibly to maintain a pleasant working
environment free of unlawful harassment or discrimination. Harassment or discrimination lowers
workplace morale and interferes with work effectiveness. All department heads and the city
administrator are tasked with the responsibility to ensure our work environment is free from all types of
harassment and discrimination. They are responsible for the application and communication of this
policy within their work area. Their efforts should include encouraging employees to report any
violations of this policy and making certain the human resources manager or the city administrator are
made aware of any inappropriate behavior in the workplace.
Harassment is defined as verbal, physical or visual conduct that shows hostility toward, dislike of, or
unwelcome attention toward an individual which has the purpose or effect of creating an intimidating,
hostile or offensive work environment that unreasonably interferes with an individual’s work
performance. We have a strict policy against all types of workplace harassment, including sexual
harassment and all forms of harassment of, or by, employees, vendors or other visitors are strictly
prohibited and will not be tolerated.
Some harassment or discrimination situations in the work environment may involve sexual harassment.
Complaints alleging sexual harassment will be handled in the same manner as complaints alleging any
other type of harassment or discrimination. “Sexual harassment” has been defined as unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when this
conduct explicitly or implicitly affects an individual's employment, unreasonably interferes with an
individual's work performance, or creates an intimidating, hostile, or offensive work environment.
Sexual harassment may include a range of behaviors and may involve individuals of the same or
different gender. Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and
other verbal or physical conduct of a sexual nature constitute sexual harassment when:
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•
•
•

Submission to the harassing conduct is made a term or condition of employment.
Submission to or rejection of the harassing conduct is used as a basis for employment decisions
such as promotion, assignment, demotion, discipline, or discharge.
Such conduct has the purpose or effect of creating an intimidating, hostile or offensive work
environment by either a) unreasonably interfering with an employee’s work performance; or b)
otherwise adversely affecting an individual’s employment opportunities.

Any employee who feels they have witnessed, or been subject to, any form of harassment or
discrimination is required to immediately notify their department head, the human resources manager
or the city administrator. If the employee’s immediate department head is involved in the incident, the
employee should report the incident directly to the human resources manager or the city administrator.
If the complaint involves alleged improper behavior by the city administrator or a city council member,
the employee should report the matter to the mayor. If the complaint involves alleged improper
behavior by the mayor, the employee should report the matter to the city administrator. Once notified,
the City will promptly and thoroughly investigate the claim. To the extent possible, all complaints and
related information will remain confidential except to those individuals who need the information to
investigate, educate or act in response to the complaint. All employees are expected to cooperate fully
with any ongoing investigation of an alleged incident of harassment.
We recognize that the question of whether an action or incident is socially acceptable or discriminatory
requires a determination based on all facts and circumstances. We also recognize that false accusations
of discrimination can negatively affect innocent employees. If we determine that harassment or
discrimination occurred, corrective action, to include appropriate disciplinary action, up to and including
termination, will be taken to effectively end the harassment.
As necessary, we may monitor any incident of alleged harassment or discrimination to assure the
inappropriate behavior has stopped. In all cases, we will follow up as necessary to ensure no retaliation
occurs for providing information, making a complaint, or cooperating with an investigation. If you feel
retaliation has occurred, you should report it to your department head, the human resources manager
and the city administrator immediately.

WORKPLACE VIOLENCE POLICY
The safety and security of our employees, vendors, and the community we serve is of essential
importance. Threats or acts of violence made by an employee against another person's life, health, wellbeing, family, or property will not be tolerated. Any act of intimidation, threat of violence, or act of
violence committed against any person on our property, at a worksite, or in conjunction with the work
environment is prohibited. The following definitions apply:
•
•
•

Intimidation: A physical or verbal act toward another person, the result of which causes that
person to reasonably fear for their safety or the safety of others.
Threat of violence: A physical or verbal act which threatens bodily harm to another person or
damage to the property of another.
Act of violence: A physical act, whether it causes actual bodily harm to another person or
damage to the property of another.
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Employees should report to their department head, the human resources manager or the city
administrator, in accordance with this policy, any behavior that compromises our ability to maintain a
safe work environment. All reports will be investigated immediately and kept confidential, except where
there is a legitimate need to know. Employees who are found to be in violation of this policy may be
subject to criminal charges as well as disciplinary action. Employees can bring complaints, ask questions,
and raise concerns under this policy without fear of reprisal.

OPEN DOOR POLICY
We pride ourselves on open communication with all employees. We encourage you to make comments
and suggestions on how to improve the procedures, atmosphere, and productivity of our workplace.
One means of achieving open communication is an “open door” policy between employees and
management. Employees are encouraged to discuss issues openly with their department head to resolve
problems and clarify issues.
In addition, we welcome suggestions for continued improvement and ideas for better ways to do your
job. Please feel free to discuss your ideas with your department head or another member of
management. We also encourage you to offer any suggestions derived from seminars, magazines, or
other outside sources of information you believe would add value to our ability to better serve our
community. Understand that any suggestions, innovations, inventions, or other matter created by you
on work time or with our tools or property are the property of the City.

EMPLOYMENT OF RELATIVES
We recognize the employment of relatives may, at times, cause serious conflicts to include problems
with favoritism and employee morale. It can also result in personal conflicts from outside the work
environment being carried into day-to-day working relationships. However, because of our close
relationship with the community we also recognize that hiring relatives of current employees may be
difficult to avoid and that these individuals may be the best fit for our employment needs
When relatives are employed, it may become necessary to consider whether a direct supervisor
subordinate relationship will be allowed for purposes other than training and development. If it is
determined that such a relationship should exist, then such a working relationship must be approved in
advance by the city administrator for it to continue. For the purposes of this policy the City, in its sole
discretion, will determine if the relationship between affected employees is such that it must be
addressed through this policy.

PERSONAL RELATIONSHIPS IN THE WORKPLACE
The City does not wish to infringe on an employee’s personal life. However, we must be proactive in
making certain personal relationships in the workplace don’t have a negative impact on the working
relationship between employees. As a result, this policy will be effective and be enforced beginning with
the implementation date of this employee handbook. An employee who is involved in a personal
relationship with another employee may not work directly for or supervise the employee with whom
they are involved. Personal relationship is defined as a relationship between individuals who have or
have had a continuing relationship of a romantic or intimate nature. We reserve the right to take
prompt action if an actual or potential conflict of interest arises concerning individuals who occupy
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positions at any level (higher or lower) in the same line of authority that may affect employment
decisions.
When a conflict, or the potential for a conflict, arises because of a personal relationship between
employees, even if there is no line of authority or reporting involved, the employees may be separated
by reassignment or terminated from employment. If such personal relationship is established after
employment begins, it is the responsibility and obligation of the employees involved to disclose the
existence of the relationship to the human resources manager or the city administrator.

EMPLOYEE CLASSIFICATIONS
Regular full-time employees: employees in this category are normally scheduled to work 40 hours per
week. Regular full-time employees are entitled to all the benefits provided by the City.
Regular part-time employees: employees in this category are normally scheduled to work between 30
and 40 hours per week. Regular part-time employees may be eligible for some of the benefits provided
by the City on a prorated basis.
Seasonal part-time employees: employees in this category are normally those employees hired for less
than 30 hours per week and are generally assigned to seasonal or project work. These employees are
not eligible to receive benefits except those required by law.
Exempt employees: the City designates certain employees holding executive, administrative, or
professional positions as defined by the Fair Labor Standards Act (FLSA) as exempt employees. Exempt
employees are paid an annual salary without regard to the number of hours worked and are not eligible
for overtime pay. While such employees are generally expected to conform to the normal business
hours of their department, they are afforded flexibility regarding the use of their time in managing their
department. All such employees will be notified of their exempt status at the time of hire or job change.
Non-exempt employees: employees classified as non-exempt under the FLSA are paid on an hourly basis
and are eligible for overtime pay for hours worked over 40 hours in a work week. All such employees will
be notified of their non-exempt status at the time of hire or job change.

EMPLOYEE ORIENTATION
All newly hired employees, regardless of their classification, shall work a six (6) month orientation
period, which may be extended at the discretion of the City. For those employees eligible for benefits,
the original date of hire will be used. If a seasonal or regular part-time employee later becomes a regular
full-time employee, the date of hire for benefit purposes will be the date of movement to the new
status. Also, the orientation period shall begin again on that date.
The appropriate department head will schedule a review of all policies, procedures, and practices in this
employee handbook and answer any question the new employee may have. This review includes not
only this employee handbook, but also any other training materials necessary for the employee to
compete their job duties. Completion of the orientation period does not alter the “at-will-employment”
relationship.
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PROBLEM SOLVING PROCEDURE
It is the policy of the City to maintain a harmonious workplace environment and we encourage
employees to express concerns about work-related issues, including workplace communication,
interpersonal conflict, and other working conditions. Although there is a defined grievance procedure
elsewhere in this employee handbook, not all concerns or issues need to be addressed through a formal
grievance procedure. Therefore, the City has created a procedure for responding to employee concerns
or issues. In the event you decide to initiate this procedure don’t be afraid to speak for yourself and
keep in mind that this is an informal procedure, and you should present your concerns in your own
words.
If you ever have a concern, question, or issue about any aspect of your employment, you are required to
use the following procedure to resolve the issue: (if at any point in this procedure you are
uncomfortable going to your department head with the issue, don’t hesitate to go immediately to the
human resources manager or the city administrator.)
Step 1: First you should talk with your department head if you have any concerns, issues, or questions
regarding your employment. Often, an informal discussion of such issues will lead to their quick,
effective resolution. Be polite, but direct about your concern. If you have a concern, issue or question
that isn’t resolved after you have had such an informal discussion, you should proceed to Step 2.
Step 2: Please reduce your issue to writing and give it to your department head within 14 calendar days
of the date the problem or issue arose. Your written issue should include your name and position along
with a clear statement of what happened, who was involved and when it happened together with any
other information you believe is relevant.
We will initiate an investigation and respond to your written issue within 10 to 14 days. This period may
be extended, depending on the circumstances of each case (such as the number of people who need to
be interviewed or facts to be investigated, etc.). Retaliation against employees who raise concerns or
issues is prohibited and may result in discipline up to and including termination.

BULLETIN BOARDS
We are a small organization, and most employees interact with each other on either a daily or weekly
basis. Our primary means of communication with employees is either direct face-to-face communication
or through email. Mandatory state and federal postings are displayed on bulletin boards located in each
of our locations and which are accessible to all employees. Employees are required to check the bulletin
board periodically for pertinent information.

PERSONNEL FILES
Employee personnel files are maintained by the City and are considered confidential. Maintaining these
files with up-to-date information is important as it provides the City with contact information in case of
emergency, addresses for mailings, data for payroll purposes, and information required for various
benefit programs. It is the responsibility of each employee to notify the human resources manager if any
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changes occur in name, home address, telephone number, marital status, name or number of
dependents, number of tax exemptions, beneficiary changes or individuals to be contacted in case of
emergency, etc. This information is necessary as it may affect employee compensation, dependents’
eligibility for medical insurance, and other important matters.
Department heads and other management individuals may have access to information in a personnel
file on a need-to-know basis and only when a legitimate business need arises. In such cases the
personnel file is to be reviewed in the human resources manager’s office. Representatives of
government or law enforcement agencies, in the course of their duties, may be allowed access to file
information. This decision will be made at the discretion of the city administrator and human resources
manager in response to the employee’s request, a valid subpoena, or a valid court order.
An employee may request to review their personnel file twice each year. The request must be in writing
and presented to the human resources manager. An opportunity during normal business hours will be
provided for you to review your personnel file within seven (7) working days of the written request. The
location and time for the review will be communicated to you and the human resources manager or city
administrator will be present during the review. Documents an employee is allowed to review are those
used, or which have been used to determine qualifications for employment, promotion, transfer,
additional compensation, disciplinary action, and medical records. During the personnel file review,
copies of these pertinent documents will be made at the employee’s request. Under no circumstances
will an employee be allowed to remove original personnel file documents from the area designated for
the review.

PROMOTIONS AND TRANSFERS
Vacant or newly created positions may be filled, at the sole discretion of the City, consistent with
efficient operations, by the promotion of qualified employees. When transfers of employees are
necessary due to organizational changes, every effort will be made to place the affected employees in
positions, which will permit them to retain their income and utilize their skills.
A notice of job vacancy within the City (other than the police department) will be circulated among all
employees prior to filling an opening from the outside. The vacancy may be filled by an employee
already in the workforce without external recruitment or current employees may be considered along
with external applicants. If required, employment will be approved by the appropriate governing body.

HOURS OF WORK
The standard work week for most employees is Monday through Friday, from 8:00 AM to 4:30 PM. The
standard work week for public works employees is Monday through Friday, from 7:00 a.m. to 3:30 p.m.
The City reserves the right to change hours based on work requirements. Permanent or temporary
changes to an employee’s hours may be approved by your department head, the human resources
manager, and the city administrator after which the employee(s) will be advised of the change.

ACCOMMODATIONS FOR NURSING MOTHERS
The City will provide nursing mothers reasonable break time to express milk for their infant children. To
ensure privacy, nursing mothers will be provided a private room to express their milk. The room will not
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be a restroom and it will be clearly designated and either have a lock or a sign on the door to indicate
when the room is in use. Nursing mothers will also be provided a refrigerator to store their breast milk
and are responsible for labeling their milk with their name and the date on which the milk was
expressed. Nursing mothers are encouraged to discuss the length and frequency of breastfeeding breaks
or any other questions they may have related to this policy with the human resources manager.

HIPAA
The City is committed to protecting and safeguarding against the improper disclosure of “protected
health information” (“PHI”) pursuant to its obligations under the Health Insurance Portability and
Accountability Act of 1996 (“HIPAA”). The human resources manager is designated as our privacy officer.
In this capacity, the privacy officer is responsible for ensuring we maintain safeguards against the
improper disclosures of an employee’s PHI. For all non-routine disclosures of an individual employee’s
PHI, we will obtain the affected employee’s consent in writing before disclosure is made to the extent
required by law and all disclosures of PHI will be documented. All employees are instructed to direct any
questions or complaints regarding HIPAA to the human resources manager. Furthermore, any employee
may bring a complaint, ask a question, or raise a concern regarding our HIPAA policies and procedures
without fear of reprisal.

EMPLOYEE BENEFITS AND COMPENSATION
VACATION
Vacation is a benefit provided to afford employees the opportunity to have time off with pay for rest
and relaxation throughout the year. The following schedule summarizes vacation eligibility for regular
full-time employees.
Years of Service (Anniversary Date)
Vacation

Hours/Pay Period

Annual

On Hire Date through 3rd
4th and 5th
6th and 7th
8th and 9th
10th and 11th
12th and 13th
14th through 18th
19th through 23rd
24th and all remaining anniversary dates

3.08 hours
4.62 hours
4.92 hours
5.23 hours
5.54 hours
5.85 hours
6.15 hours
7.69 hours
9.23 hours

80 hours
120 hours
128 hours
136 hours
144 hours
152 hours
160 hours
200 hours
240 hours

Regular part-time employees who average 20 hours per week will be awarded 50% of the annual accrual
rate. Regular part-time employee hours will be reviewed periodically throughout the year to determine
continual eligibility.
Employees that are terminated, resign, or retire from the City shall be paid for any awarded and unused
vacation as well as the pro-rated portion of vacation they would have earned on their next anniversary
date.
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We reserve the right to schedule vacations and/or change vacation schedules when our operations and
maintaining sufficient coverage demands such action. Vacation requests must be approved in advance
by your department head. Vacation requests of more than two (2) continuous weeks should be made at
least two (2) weeks prior to the planned vacation. Vacation requests for less than two (2) weeks must be
made at least 24 hours in advance and vacation can be taken in one (1) hour increments. For eligible
employees who started before January 1, 2023, you may accumulate up to a maximum, but not more
than, two (2) times the awarded vacation for your years of service. For eligible employees that started
on or after January 1, 2023, you may accumulate up to a maximum of 240 hours of vacation.

HOLIDAYS
The City observes the holidays listed below:
New Year’s Day
Martin Luther King Jr. Day
Memorial Day
Independence Day
Labor Day
Veterans Day
Thanksgiving Day
Day After Thanksgiving
Christmas Eve
Christmas Day
A holiday falling on a Saturday will normally be observed on the preceding Friday and a holiday falling on
a Sunday will normally be observed on the following Monday. When a holiday falls within an employee’s
approved vacation period, vacation eligibility will be extended by that day(s).
All regular full-time employees employed in the pay period in which any of the above holidays occur
shall receive eight (8) hours of pay for the holiday(s) so long as any absences during the pay period are
excused. Regular part-time employees who average 20 hours or more per week will receive four (4)
hours of holiday pay for each of the recognized holidays. Regular part-time employee hours will be
reviewed periodically throughout the year to determine continual eligibility.
Public works employees who work on any of the above holidays shall receive two (2) times their regular
rate of pay for all hours worked with a guaranteed minimum of two (2) hours pay regardless of the
actual time worked. Only the actual hours worked on any holiday will be used for the purpose of
computing overtime.

FLOATING HOLIDAYS
In addition to the holidays listed above each regular full-time employee, after completing their
orientation period, will receive three (3) floating holidays per calendar year. Regular part-time
employees will receive three (3) floating holidays, but at four (4) hours each after completing their
orientation period. Floating holidays cannot be carried over from one year to the next and employees
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cannot take pay in lieu of the time off. Floating holidays must be requested at least one (1) day in
advance and approved by the department head.

SICK LEAVE
All regular full-time employees shall earn sick leave at the rate of 3.70 hours per pay period. Sick leave
may be accumulated up to a maximum of 1,280 hours for eligible employees that started before January
1, 2023. All eligible employees that started on or after January 1, 2023, shall accumulate up to a
maximum of 960 hours of sick leave. Sick leave pay shall commence from the first day of absence at the
employee's regular rate of pay. Sick leave must be accrued before being paid. For purposes of
calculating other benefits, all time paid shall be considered time worked. Verification of your illness or
injury from your physician may be required before paying sick leave.
Regular part-time employees who have worked an average of 20 hours per week over the last 13 pay
periods will receive 1.85 hours of sick leave per pay period. Regular part-time employee’s hours will be
reviewed periodically throughout the year to determine continual eligibility.
Upon retirement, or if death should occur prior to retirement, employees will be paid 60% of their
accumulated and unused sick leave up to their maximum at their most recent hourly rate (upon death
the sick leave will be paid to the employee’s estate).

RETIREMENT
The City will pay the retirement contribution required by state law for all employees who are eligible for
retirement under the Wisconsin Retirement System. Employees will pay their contribution required by
state law. Complete details on the Wisconsin Retirement System are available from the human
resources manager.

HEALTH INSURANCE
Regular full-time or part-time employees are eligible for health insurance coverage on the first day of
the month following 30 days of employment. Eligible employees will share in the cost of the monthly
premium as determined by the city council.
If an employee is absent from work due to an injury or illness for which worker’s compensation benefits
are being paid the City will continue to pay the premium for health insurance coverage up to 12 months
following the month in which the employee begins receiving worker’s compensation as long as the
employee continues to pay their share of the monthly premium.
For those regular full-time or part-time employees eligible for employee/spouse coverage or family
coverage who elect to have no health insurance coverage from the City or a regular full-time or parttime employee who elects to have health insurance coverage for only themselves when others in their
family are covered by insurance provided through the employee’s spouse, the City will offer a monthly
payment in lieu of enrolling in health insurance coverage.
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To receive payment in lieu of health insurance coverage, eligible employees must provide proof of
health insurance coverage from their spouse’s employer when requested by the City. In addition,
employees must notify the City immediately if their spouse no longer provides health insurance
coverage for them. Each year during open enrollment, eligible employees may decide to have health
insurance coverage or accept payment in lieu of health insurance coverage. After January 1st if an
employee has a life changing event (i.e., marriage, divorce, death, birth, etc.) that impacts their health
insurance coverage, the employee may decide to have health insurance coverage or accept a payment
in lieu of health insurance coverage under the following conditions:
If an employee has a life changing event that changes their health insurance coverage and the employee
elects to begin receiving payment in lieu of health insurance coverage, the payment in lieu of health
insurance coverage will commence the first of the month following 30 days from the life changing event.
If an employee has already received a contribution to their health savings account, the payment in lieu
of health insurance coverage will be reduced by an amount equal to the pro-rated portion of the
contribution received.
If an employee elected to receive a payment in lieu of health insurance coverage and has a life changing
event and the employee elects to have health insurance coverage and cancel the payment in lieu of
health insurance coverage mid-year, the payment in lieu of health insurance coverage will stop the same
month that health insurance coverage begins. There will be no pro-rating of the payment.
Payment in lieu of health insurance coverage will continue as an employee benefit if the payments are in
accordance with state and federal laws.

HEALTH SAVINGS ACCOUNT (HSA)
The City provides a health savings account contribution for each employee eligible for health insurance
coverage. The amount the City will contribute is determined each year during the annual budget process
and once approved the amount is communicated to employees. The City will contribute quarterly on or
before January 15th, April 15th, July 15th, and October 15th of each year.

HEALTH REIMBURSEMENT ACCOUNT (HRA)
The City provides a health reimbursement account (HRA) program. Eligible employees who have
enrolled in our health insurance coverage will be able to receive reimbursement for the cost of eligible
health plan deductible expenses incurred within the plan year without taxation. All the HRA plan
benefits being offered within this plan are entirely paid by the City at no additional cost to the
employee. The HRA plan only reimburses health plan deductible expenses to include deductible
expenses related to prescriptions.
The employee will be responsible to submit for reimbursement copies of the specific Explanation of
Benefits (EOB) along with a HRA claim form to the HRA provider hired by the City after which
reimbursement will be made to the employee’s personal bank account. It is the employee’s
responsibility to pay the doctor, clinic, or hospital. Claim forms for HRA reimbursement are available
from the human resources manager.
If an employee receiving HRA benefits is terminated for any reason, they will have 60 days to claim HRA
reimbursements following the date that employment or eligibility was ceased with the City.
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COBRA
An employee whose health insurance coverage through the City ends due to their employment ending
may be able to elect to continue coverage under the provisions of COBRA. The employee is responsible
to pay the COBRA premium to the City on the last day of the month for coverage the coming month.
Late payments will be subject to termination of insurance. Information regarding continuation rights is
available from the human resources manager.

DENTAL INSURANCE
The City offers regular full-time and part-time employees’ access to a dental plan. The City will pay onehalf the cost of the premium for a single coverage plan for those employees electing to take the dental
plan. For more information and to enroll in this plan contact the human resources manager.

LIFE INSURANCE
The City provides life insurance for any employee who is eligible for retirement under the Wisconsin
Retirement System in the amount of one (1) time their annual earnings.

SHORT-TERM AND LONG-TERM DISABILITY
The City will provide short-term disability coverage for all regular full-time and part-time employees at
no cost to the employee. Short-term disability begins seven (7) days after a disabling event such as
injury, birth of a child, extended illness, etc. During the first seven (7) days you must use any available
sick leave or take the time without pay; vacation or floating holidays may not be used per the disability
policy. An employee may be covered under short-term disability for up to 180 days from the day of the
event. Medical documentation from the employee’s medical provider will be required as part of the
process for qualifying for short-term disability.
Short-term disability pays 2/3 of the employee’s current pay up to a maximum of $1,000/week.
Employees may not use sick or vacation time to supplement the unpaid portion while receiving shortterm disability but may opt to use their sick, vacation or floating pay in lieu of filing a disability claim.
While an employee is receiving short-term disability payments, they will stop accruing sick leave and
vacation hours. Retirement and child support, if any, will also stop since no wages are processed
through our payroll. All other benefit contributions made by the City including health insurance, HSA,
HRA, dental, PILOHI, disability and life insurance will continue at normal employer paid rates as well as
employee elected benefits including ICMA, 457, Aflac, and additional HSA contributions. The employee
will be invoiced for their portion of the premiums on the last day of the month for any benefits paid on
their behalf during that month. The employee must submit payment to the City immediately upon
receipt of the invoice. If payment is not received in a timely manner a second invoice will be sent after
15 days together with a cancelation notice. All listed benefits will be terminated if any unpaid balances
exist seven (7) days after the second invoice.
Employees are expected to stay in contact with their department head concerning the length of time
they will be off on short-term disability. Before returning to work, employees shall obtain written
authorization from their medical provider along with any restrictions. This documentation must be given
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to the employee’s department head and the human resources manager no later than the date of
returning to work.
If an employee is unable to return to work at the conclusion of short-term disability and prior to
beginning long-term disability or additional time away from work, a discussion will be scheduled
concerning future employment.
Coverage under the long-term disability plan is optional and the City will contribute 50% of the premium
towards long-term disability for any regular full-time or part-time employee working 30 hours or more
per week. If you are interested in enrolling in this voluntary benefit, contact the human resources
manager.
Following the end of the short-term disability coverage, the employee must use any sick or vacation
time they have in lieu of filing a long-term disability claim. Employees opting to use their awarded and
unused time off will accrue sick and vacation during that time and the City will continue to pay its
portion of the premiums and the employee will be billed for their share as in short-term disability.
Employees may also opt to request an unpaid medical leave of absence.
Employees filing a long-term disability claim will be paid 60% their normal monthly pay to a maximum of
$6,000 and they may not use sick, vacation or floating hours to supplement the unpaid portion.
Employees will not earn sick or vacation time while receiving long-term disability pay. An employee may
opt to stay on the City’s health, and dental plans by paying 100% of all premiums, employer paid HSA
and HRA will discontinue as well as PILOHI. Voluntary benefits such as Aflac, 457, ICMA and additional
HSA may continue at the employee’s expense unless cancelation is requested. The premiums will be
billed to the employee on the last day of the month for that month’s premiums paid on the employee’s
behalf. If payment is not received in a timely manner a second invoice will be sent after 15 days together
with a cancelation notice. All listed benefits will be terminated if any unpaid balances exist seven (7)
days after the second invoice.

EMPLOYEE ASSISTANCE PROGRAM (EAP)
We recognize that a wide range of problems not directly associated with your job can influence your job
performance. Often, these problems are effectively handled without any outside assistance.
Occasionally, however, an employee is beset by problems that appear overwhelming. It is during such
difficult times that the Employee Assistance Program (EAP) can make a difference.
Employees covered by health insurance provided by the City may obtain assistance through their health
insurance with problems affecting their work performance. If requested, the human resources manager
will help to determine resources, which are available to solve the problem, including medical,
rehabilitative, counseling, or other services. Employees will be required to use services provided through
their health insurance before other options are considered. Employees whose personal problems are
the cause of unsatisfactory job performance may have the assistance available to them to resolve such
problems in an effective and confidential manner.

MEALTIME AND BREAKS
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Employees are permitted breaks from their work in the morning and/or afternoon, work schedules
permitting. Paid breaks are not to exceed 15 minutes and are to be taken when most convenient to
department efficiency. Employees working six (6) or more hours per day are required to take a half hour
unpaid lunch break. Additional unpaid lunch time may be approved in advance by your department
head.

OVERTIME
Overtime is paid to non-exempt employees for all hours worked more than 40 hours per day. Public
Works Employees – The regular workday shall be eight (8) hours and the regular work week will be forty
(40) hours. All authorized time worked prior to the normal starting time, or after the normal work shift
ends, will be paid at time and one-half (1 ½). All time worked on Sunday and holidays shall be paid
double (2X) the rate of regular pay. The forty (40) hour regular work week shall also apply in weeks in
which holiday(s) occur.
Overtime may be approved when priority work cannot be accomplished during the workday or in
emergency circumstances. All overtime must be approved by your department head in advance of the
time worked.

PAYDAY AND TIMECARDS
Employees are paid on a bi-weekly basis, every other Wednesday through direct deposit. If a payday
falls on a holiday, paychecks will be issued the day before the holiday. On a payday, an employee is paid
for the hours worked during the two (2) week period ending on the Saturday, a two week prior to that
payday.
Non-exempt employees must maintain a bi-weekly timecard on which their hours of work are recorded.
This timecard will be provided to you and must be accurately completed; reflecting any absence, sick
days, vacation, holidays, tardiness, bereavement leave, etc. as they occur. At the end of the pay period,
this card is to be submitted to your department head for approval. If an employee has no timecard for
the pay period, no paycheck will be produced. Timecards are due every other Monday, opposite of
payday.
Exempt employees are paid 40 hours per work week (Monday - Friday) and are not entitled to overtime.
If an exempt employee is away from the office for the entire day, they must use 8 hours of sick, vacation
or floating holiday regardless of how many hours they worked in the 80-hour period.

SALARY, WAGE, AND BENEFIT BUDGETING PROCESS
Annually, as part of the budgeting process, and prior to the end of September, department heads, the
city administrator or the mayor will discuss the performance of each employee. The library board will
complete an annual performance review on the library director to coincide with the completion of the
library’s annual report. During this review process employees may individually or as a group, request
consideration for salary, wage, or benefit modifications for the next budget year. The requests may be
made through your department heads, city administrator or the mayor.
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At a personnel committee meeting held in October or November of each year, committee members will
be provided with copies of the performance reviews and copies of any specific requests and except for
library employees, the personnel committee, with consideration to any recommendations from
department heads, the city administrator or the mayor will decide any group or individual salary, wage,
or benefit adjustments subject to city council approval. Such approved changes will be placed into the
City budget for the following year. Salary, wage, and benefit changes for library employees will be
approved by the library board.
Salaries and wages for new positions will be approved by the city council or personnel committee with
consideration given to available survey data, qualifications of the applicant, responsibilities of the
position, and recommendations of the department head, city administrator or mayor.

BEREAVEMENT LEAVE
In case of a death in the regular full-time or part-time employee's immediate family (i.e., spouse,
mother, father, sister, brother, children, stepmother, stepfather, stepsibling, stepchildren, stepgrandparents, step-grandchild, life partner, grandparents, or grandchildren) the City shall grant such
employee a maximum of three (3) scheduled days off with regular pay. In case of a death in the
employee's spouse’s immediate family (i.e., mother-in-law, father-in-law, sister-in-law, brother-in-law,
or any relative residing with the employee in the same house), the City shall grant such employee a
maximum of two (2) scheduled days off with regular pay. In all cases the employee shall immediately
notify their department head of the need for this benefit.
Bereavement leave will not be paid if an employee is on vacation or if such day is a paid holiday,
however, employees may use vacation or sick time for bereavement leave if additional time is needed.
Your department head along with the human resources manager and the city administrator may grant
additional paid time beyond the maximums listed (vacation, floating holiday) or if you do not have any
available paid time, it will be unpaid bereavement leave.

JURY DUTY
If a regular full-time or part-time employee is called for jury duty or as a witness under subpoena, they
will be paid the difference between their regular pay and the amount received for jury services upon
verification of the latter amount. Notify your department head, who will notify the human resources
manager as soon as possible of the need to serve on a jury. The employee may choose to receive their
regular paycheck and turn all jury pay over to the City or have their regular pay reduced by the amount
received for the jury service. In either instance, the employee must furnish a statement of earnings to
the human resources manager.

MILITARY LEAVE
In compliance with the Uniformed Services Employment and Reemployment Rights Act of 1994
(USERRA), employees who are a member of the United States Army, Navy, Air Force, Marines, Coast
Guard, National Guard, Reserves, Public Health Service, or any other category designated by the
President of the United States under USERRA will be granted a leave of absence for military service,
training, or related obligations in accordance with applicable law. If employees engage in temporary
active military service, such as the National Guard or Reserves and must be away from work to fulfill this
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service for a period of 10 working days or less, they will receive the difference between their military
base pay and their regular pay at the City for regular work time missed. The employee may choose to
receive their regular pay and turn all military pay over to the City or their regular pay reduced by the
amount received for the military service. In either instance, the employee must furnish a statement of
earnings to the human resources manager.
Employees must provide reasonable prior notice for leave to their department head and the human
resources manager unless military necessity prevents such notice, or it is otherwise impossible or
unreasonable. Time taken for this purpose will not count against the employee under our attendance
policy and employees may use any awarded but unused vacation or floating holidays for any time taken
under this leave. Also, while on temporary active duty, all benefits will remain in effect.

VOTING LEAVE
When you are not able to vote before or after your regularly scheduled working hours, time off will be
granted to you for the express purpose of voting. Employees shall notify their department head before
Election Day of their intent to be absent to vote. Your department head will schedule any absences for
voting in such a way that disruption to work schedules and business operations is minimized.

LEAVE OF ABSENCE
Upon advance written request and approval by your department head and the city administrator, a
leave of absence without pay may be granted to a regular full-time or part-time employee taking into
consideration, good conduct, length of service, the efficiency of the department, and the general good
of the City. Such leave of absence will normally not exceed a period of 30 calendar days although the
leave may be extended beyond the 30 calendar days if the leave of absence is for good and sufficient
reasons. No vacation or sick leave will accrue during this leave of absence without pay and all vacation
and floating holiday hours must be used before a leave of absence may begin without pay. Emergency
leaves, not to exceed three (3) days in length, may be approved by the department head.

FAMILY AND MEDICAL LEAVE ACT (FMLA)
Leave Entitlements: Eligible employees can take up to 12 weeks of unpaid, job-protected leave in a 12month period for the following reasons:
• Birth of a child or placement of a child for adoption or foster care.
• To bond with a child (must be taken within 1 year of the child’s birth or placement).
• To care for a spouse, child, or parent with a qualifying health condition.
• For the employee’s own qualifying health condition that results in an inability to work.
• Exigencies related to foreign military deployment of spouse, child, or parent.
An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may also
take up to 26 weeks of FMLA leave in a single 12-month period to care for the servicemember with a
serious injury or illness.
Eligible employees do not need to use leave in one block. When it is medically necessary or otherwise
permitted, employees may take leave intermittently or at a reduced schedule.
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Employees may choose, or the City may require, use of accrued paid leave while taking FMLA leave. If
an employee substitute accrued paid leave for FMLA leave, the employee must comply with the City’s
normal paid leave policies.
Benefits & Protections: While employees are on FMLA leave, the City will continue to offer health
coverage(s) as if the employee were not on leave; employee remains responsible for their portion of
any premium cost.
Upon return from FMLA leave, most employees are restored to the same job or one similar with
equivalent pay, benefits, and other employment terms and conditions.
The City will not interfere or retaliate against anyone using or trying to use FMLA leave.
Eligibility Requirements: An employee must meet two (2) criteria:
• Have worked for the City for at least 12 months.
• Have at least 1,250 hours of service in the 12 months before taking leave.
Requesting Leave: Generally, employees provide a 30-day notice of the need for FMLA leave. If not
possible, as soon as possible.
Employees do not have to share medical diagnosis, but must provide enough information so as to
determine if the leave qualifies for FMLA protection. Employees must inform the City if the need for
leave is for a reason for which FMLA leave was previously taken or certified.
The City can require certification or periodic recertification supporting the need for leave. If
certification is incomplete, written notice indicating such and what additional information is needed is
required.
Employer Responsibilities: Once the City becomes aware that a need for leave qualifies under FMLA,
the City must notify the employee about eligibility. If eligible, provide a notice of rights and
responsibilities. If ineligible, provide the reason.
If leave is designated as FMLA, the City must notify how much.
Enforcement: Employees may file a complaint with the US Dept. of Labor, Wage and Hour division, or
may bring a private lawsuit against the City.
FMLA does not affect any federal or state law prohibiting discrimination or supersede and state or local
law that provides greater family or medical leave rights.

ON-CALL PAY
An employee who is called in to work at a time other than their regular shift and are not scheduled for
standby will be entitled to a minimum of two (2) hours of pay at time and one half their regular rate of
pay regardless of the length of time worked. The pay rate shall be double time if the employee is called
in on a Sunday or holiday.

STANDBY PAY
Public works employees will be designated for weekend standby on a rotating basis as determined by
the public works director. An employee who is designated for weekend standby will be entitled to four
(4) hours of pay for each day (Saturday and Sunday) during the employee’s assignment to a week of
standby (Friday to Friday). If an employee performs work while on standby they shall be paid at time and
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one half for hours worked on Saturday and double time for hours worked on Sunday or holidays. If an
employee is called on an emergency while on weekend standby, they shall receive on-call pay in
addition to their weekend standby pay.

SEMINARS, CONFERENCES AND EXPENSE REIMBURSEMENT
With prior approval of the department head, city administrator, or mayor the City may pay registration
fees for courses, seminars or conferences, and necessary lodging which will improve or broaden job
skills of employees or are required to maintain job proficiency. All qualified expenses to be reimbursed
must have receipts. The benefit does not include costs associated with college tuition. Travel time to
such events shall not be considered part of an employee’s normal work schedule until the amount
travelled exceeds 60 miles from the Prescott City Hall or is part of their normal day-to-day shift
scheduled.
When authorized in advance by the mayor or city council, elected and appointed officials and employees
will be reimbursed for travel mileage when personal vehicles are used to conduct authorized business or
attend conventions, training sessions, meetings, and seminars. Reimbursement will be based on the
current rates and policies followed by the State of Wisconsin Pocket Travel Guide, Office of State
Employment Relations.
If attendance at such sessions or any duties assigned by the City requires that an employee be away
from the City during normal mealtimes, the employee shall be reimbursed based on the City of Prescott
Travel Reimbursement Form, which shall be reviewed annually. The employee shall supply the
Employer with a receipt for the of their meal(s) as a prerequisite to obtaining such reimbursement.
Advances may be given as deemed necessary by the city administrator. In all cases any payments
advanced must be matched by approved receipts and any discrepancies between the approved receipts
and the amount of the advance will be deducted from the employee’s payroll check. There shall be no
reimbursement for alcohol. Exceptions may be made for expenses that do not fall within the State of
Wisconsin Pocket Travel Guide by using the federal per diem rates.

PERFORMANCE STANDARDS AND BEHAVIOR
ATTENDANCE
Employees are expected to be punctual and to be on the job throughout their scheduled shift.
Unexcused or excessive absenteeism or tardiness is unacceptable. You are responsible for informing
your department head when you will be absent from work or tardy by providing at least a 15-minute
advance notice prior to being absent or tardy. Failure to notify your department head of absences
and/or tardiness can result in disciplinary action up to and including termination.
An employee who fails to contact their department head concerning an absence for two (2) consecutive
work days will be considered a “no call/no show” and will be deemed as voluntarily terminating their
employment. However, prior to terminating employment the City will investigate the reasons behind
the “no call/no show”.

PERFORMANCE EVALUATIONS
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In an effort to provide constructive work performance feedback to new employees the City will
endeavor to conduct an informal performance review following completion of the employee’s
orientation period. In addition, on an annual basis, the City will endeavor to conduct formal
performance evaluations on all employees. The outcome of a performance evaluation in no way
changes the “at-will-employment” relationship between an employee and the City.

CODE OF ETHICS
Our Code of Ethics is intended to prevent possible conflicts of interest, improve standards of public
service, and promote and strengthen the faith and confidence of our community in their government.
Your position with the City may not be used to gain any special advantage or privilege beyond the
compensation you receive for employment with the City.
Employees may not use their positions to engage in activities, which result in personal gain for
themselves, their immediate family (spouse or relative by marriage, lineal descent or adoption who
receives, directly or indirectly, more than one-half of their support from the individual) or any
businesses in which they may have a personal and private interest. You may not directly solicit, receive,
or agree to receive any compensation, gift, reward, gratuity, or anything of substantial value from any
source, except the City for any matter related to your duties, unless otherwise provided by law.
Substantial value is defined as any item valued at $5.00 or more or a combination of items in a calendar
year valued at more than $50.00.
Employees may not accept anything of value that could reasonably be considered a reward for any
official action or inaction. Employees may accept and retain items of insubstantial value (mere tokens
and items or services of only nominal, insignificant, or trivial value). Employees may accept and retain
food, drink, transportation, items, and services of nominal value which could not reasonably be
expected to influence the employee’s actions or judgment, nor reasonably be considered a reward for
any official action or inaction.

PRIVACY IN CONNECTION WITH EMPLOYMENT
The City reserves the right to investigate and to interview employees in the course of implementing and
enforcing our policies, to require truthful answers to inquiries in connection with such investigations and
interviews, to administer tests, to conduct searches of employees’ work stations and locations,
furniture, lockers, and other city owned possessions, mail addressed to employees at work, documents,
computer, e-mail, voicemail, Internet and telephone communications and databases and any and all
other articles or information within their possession or control while employees are on duty. The City
may, in its sole discretion, take into custody any items or information which it deems to represent
possible evidence of a violation of its policies or local, state, or federal law. An employee’s interference,
non-cooperation, or refusal to submit to such investigations, interviews, searches, and seizures, or to
required tests, may lead to disciplinary action, up to and including termination.

OUTSIDE EMPLOYMENT
Employees may engage in outside employment (including self-employment) or any non-employment
activities while working for the City so long as such activity does not conflict with business conducted by
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the City or prevent the employee from meeting the performance standards of their position with the
City. As an employee, your work obligations for the City, including any overtime, must take precedence
over any outside employment or related activity. Our property, office space, equipment, materials, and
any other confidential information may not be used for any purposes relating to outside employment.

SOLICITATION AND DISTRIBUTION
To minimize disruption to operations and to help ensure the security of employees and property,
solicitation and distribution of literature or other materials by non-employees is prohibited. In addition,
solicitation and distribution of literature or other materials by employees is not permitted during
working time or in work areas unless authorized in advance by your department head.

CONFIDENTIALITY
No City employee shall use or disclose privileged or confidential information gained in the course of
work or by reason of the employees’ official position or activities, unless authorized by law, the city
administrator or the mayor. No confidential information concerning any aspect of City operations,
employees or City residents may be released to an unauthorized person or agency without the prior
approval of the city administrator.

POLITICAL ACTIVITY
Employees have a civic responsibility to support good government by every available means and in
every appropriate manner. Employees may join or affiliate with civic organizations of a partisan or
political nature, may attend political meetings, may advocate and support the principles or policies of
civic or political organizations in accordance with the laws of the United States of America; however, as
an employee of the City you may not:
•
•
•
•
•

Engage in any political or partisan activity while on duty.
Use your official authority or influence for the purpose of interfering with or affecting the result
of an election or a nomination for office.
Be required as a duty of your office of employment or as a condition for employment,
promotion, or tenure of office to contribute funds for political or partisan purposes.
Coerce or compel contributions for political or partisan purposes by any other employee of the
City.
Use any supplies or equipment of the City for political or partisan purposes.

CITY PROPERTY
Equipment belonging to the City shall not be removed from the premises for personal use. Use of City
vehicles for personal transportation or other personal needs is not permitted. Purchase of items for
personal use through the City is not permitted.

PERSONAL APPEARANCE
While on duty employees are the representatives of the City in the eyes of the residents we serve.
Therefore, all City employees should strive to present themselves to the community we serve in a
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professional manner concerning their appearance in an effort to promote confidence in the City and the
work we perform. All employees are expected to follow accepted personal hygiene standards and
acceptable standards of dress and overall appearance appropriate to the nature of their position.
Due to the nature of their work, a clothing allowance is provided to all public works employees (a
clothing allowance is also provided to employees of the police department through their collective
bargaining agreement). The amount of the clothing allowance for public works employees shall be
determined annually by the city council based on a recommendation from the public works director. For
reimbursement under this policy public works employees must present receipts to the human resources
manager.
The City of Prescott strives to preserve a professional appearance and promote confidence in City
employees from the public which they serve. This policy provides guidelines for tattoo, body piercing,
branding, intentional scarring, and body art for city employees. Some tattoos or brands may have
symbolic meanings that are inconsistent with the values of the City of Prescott.
Tattoos, brands, and other body art that display the following shall not be visible while an employee is
on duty or representing the city in an official capacity:
• Racism
• Sexism or sexually suggestive or explicit
• Obscenity or profanity
• Gang or drug related
• Political in nature
• Of a nature that undermines City values

CUSTOMER SERVICE
In your day-to-day dealings with the public, you represent the City. The residents of the City, which we
serve through performance of our duties, are our customers. Through their tax dollars, they pay for the
services they receive, and they have a right to expect a high level of service. This service includes
treating residents as individuals, even during times of large workloads, serving residents with efficient,
timely and effective service and following up, if necessary, to ensure that a problem was solved, or
service was adequately provided.

RESIDENT’S COMPLAINT POLICY
A relationship of trust and confidence between employees and the community we serve is essential.
Employees must be free to exercise their best judgment and to initiate action in a responsible, lawful,
and impartial manner without fear of reprisal, while at the same time meticulously respecting the rights
of our residents. The City has a formal complaint procedure, which provides for complaints to be filed, in
writing, by residents of the City. The procedure is intended to both provide corrective action in the
event you conduct yourself improperly while at the same time providing you with protection from
unwarranted criticism when you discharge your duties properly. If you are interested in finding out more
about this policy, contact the human resources manager.

MUSIC DEVICES IN THE WORKPLACE
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Employees may listen to music quietly at their desks, but the volume should be kept low so that it does
not block out voices or disturb co-workers. Employees are not allowed to walk throughout any office
space or location, attend meetings, or meet with residents while listening to a music device (iPod, MP3
player, CD player) and/or wearing headphones in their ears. When discussing work-related matters with
another employee, no matter how brief the exchange, the employee is expected to remove their
headphones. Use of the City’s computers to download music is prohibited. Employees are not allowed
to operate any City equipment while listening to music on a device that requires headphones. If the
music played is objectionable to other employees, causes disruption to the work process, or if this
privilege is abused, your department head may prohibit you from listening to music during work hours.

COMMUNICATION ON BEHALF OF THE CITY
The mayor and city administrator are authorized to communicate on behalf of the city in interviews,
publications, news releases, on social media sites, and related communications. Other employees may
represent the City if approved by one of these individuals to communicate on a specific topic. When
speaking on behalf of the city:
Employees must identify themselves as representing the City. Account names on social media sites
clearly connected to the City must be approved by the mayor or city administrator.
All information must be respectful, professional, and truthful. Corrections must be issued when needed.
Personal opinions generally do not belong in official city statements. One exception is communications
related to promoting a City service.

USE OF INTERNET, SOCIAL MEDIA, AND PHONES
All regular full-time and part-time City employees, and those non-employee individuals approved by the
city administrator or mayor are authorized to use the City’s electronic mail system. The City owns the
electronic mail system, and the contents thereof may be reviewed during business without the consent
of the sender or recipient. All electronic mail, despite the designation of any message as “private,” while
administrating the system or under other provisions of this policy may be viewed without the consent of
the sender or receiver as specified in provisions of this policy.
Employees are permitted limited use of City email for personal needs if the use does not interfere with
official business and involves minimal additional expense to the City. If the use of City email for personal
needs causes disruption to the work unit or if this privilege is abused, your department head may
prohibit you from using City email for personal needs. Personal use should not be assumed to be private
as the City may monitor use at any time. This policy applies to electronic mail only and excludes
electronic files that the City maintains in the regular course of business.
The city administrator or mayor may contact the City’s exterior IT administrator to gain access to a
user’s electronic mailbox for the purpose of managing and/or continuing the operation of City business.
Electronic mail messages regarding City business are considered public records and are to be retained in
accordance with the City’s public records retention policy. Electronic mail messages that are not
considered public records shall not be retained beyond 30 days on the electronic mail server.
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The following is a listing of specific issues, which department heads need to make certain all authorized
users aware of to avoid exposing the City to undue risks:
1. Viruses: virus infection is one of the most well documented threats of Internet use. Users should
not open or attempt to read any files received over the internet that they did not specifically
request.
2. Copyrighted information: use of City communications systems to copy, modify or transmit
documents, software, information, or other materials protected by copyright, trademark,
patent, or trade secrecy laws, without the authorization of the owner of such rights or such
materials, is prohibited. Incorporating materials downloaded from the Internet into City or
personal databases, is likely to be a violation of copyright law. One exception to this rule is
material on the websites of the federal government, which may be freely copied and used
(unless specified otherwise). The copyright notices on Internet materials should be read
carefully (such notices may only appear on the “home page” of a site and not on each page) and
any stated use, restrictions or permissions closely observed. If you have specific questions
regarding copyrighted materials, please contact the city administrator for guidance.
3. Fee resources: access to some resources requires that an additional fee be paid. Prior approval
from the city administrator is required for access to any fee-based Internet resources.
4. Public Record Request: requests from outside the City government for access to electronic files
should be handled through the same procedure as requests for any other public record. Thus,
employees should not send out City information without approval of the department head.
5. E-mail: Internet e-mail is not 100% secure. Employees should choose a more secure method of
transmittal of information deemed sensitive or confidential.
6. City Property: all Internet transmissions sent from or received by City computers are City
property. The City reserves the right to examine, at any time and without prior notice, all e-mail
directories, files, and other information stored on data disks, computers, tapes, or other media.
7. Discussion Groups: the Internet contains numerous discussion groups or forums where users
may post messages and exchange ideas. Many of these are useful places for research on topics
of interest to City operations. However, as with any other form of communication, employees
may not misrepresent official City policy in any message posted on the Internet. Prior approval
from the city administrator or department head is required for employees to post messages to
such locations.
8. World Wide Web Pages: any additions or alterations to the City’s web site require the approval
of the department head and city administrator.
When employment ends or an employee assumes another position or responsibility within the City their
Internet authorization will be reviewed to determine the need for continued access. Access terminations
or changes are accomplished by department heads notifying the city administrator.
All employees are responsible for complying with all applicable state and federal laws along with all City
policies when accessing the Internet. Violations of any of these policies or standards may result in
disciplinary action up to and including termination.

SOCIAL MEDIA AND BLOGGING POLICY
The City strives to provide the public with accurate and timely information, communicated in a
professional manner, and in accordance with the laws regarding public information and data practices.
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The city also recognizes that employees may sometimes comment on city matters outside of their
official role as an employee of the City. Therefore, this policy also provides guidelines for employees
when communicating as a private citizen on matters pertaining to city business. Definitions that apply
are:
•
•
•

Blogs: a type of website, usually maintained by an individual with regular entries of
commentary, descriptions of events, or other material such as graphics or video.
Social Media: primarily Internet and mobile-based tools for sharing and discussing information
among people.
Social Network Sites: web-based services that allow individuals to (1) construct a public or semipublic profile within a bounded system, (2) articulate a list of other users with whom they share
a connection, and (3) view and traverse their list of connections and those made by others
within the system. The nature and nomenclature of these connections may vary from site to
site.

All City employees have a responsibility to help communicate accurate and timely information to the
public in a professional manner. Any employee who identifies a mistake in reporting should bring the
error to the attention of the city administrator. Regardless of whether the communication is in the
employee’s official city role or in a personal capacity, employees must comply with all laws and follow all
city policies that apply.
In general, the City views social networking sites (e.g., Myspace, Facebook, etc.), personal web sites, and
weblogs positively and respects the right of employees to use them as a medium of self-expression. If an
employee of the City chooses to identify themselves as an employee of the City on such Internet venues,
some readers of such sites or blogs may view the employee as a representative or spokesperson of the
City. Considering this possibility, the City requires, as a condition of employment at the City, that
employees observe the following guidelines when referring to the City, its programs or activities, its
elected and appointed officials, and/or other employees, in a blog or on a web site:
1. Employees must be respectful in all communications and blogs related to or referencing the
City, it’s elected and appointed officials, and/or other employees.
2. Employees must make clear disclaimers that the views expressed by the author in the blog is the
author’s alone and do not represent the views of the City. Employees must be clear and write in
first person and must be clear they are not speaking on behalf of the City.
3. Employees must be aware that their online presence can reflect on the City and that actions
captured via images, posts, or comments can be interpreted to reflect the City.
4. Employees must not use obscenities, profanity, or vulgar language.
5. Employees must not use blogs or personal web sites to disparage the City, elected or appointed
officials, or other employees.
6. Employees must not use blogs or personal Web sites to harass, bully, or intimidate other
employees.
7. Employees must not use blogs or personal web sites to discuss engaging in conduct that is
prohibited by City policy or ordinance.
8. Employees must not post pictures of other employees on a web site without obtaining written
permission from that employee.
9. Employees may not post pictures of themselves in any type of clothing depicting them as City
employees.
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10. If an employee of the City chooses to identify themselves as an employee of the City, the
employee must use their real name and be clear about their role within the City.
11. Employees may not comment on anything related to legal matters, litigations, or any parties the
City may be in litigation with.
12. Employees may not use personal social media account names or email names that are tied to
the city (e.g., PrescottCop).
13. Employees should be vigilant about protecting themselves and their privacy and remember that
whatever is published is widely accessible and will be around for a long time.
Any employee found to be in violation of any portion of this policy will be subject to disciplinary action
up to and including termination.

CITY TELEPHONE AND CELL PHONE USE
The City vitally depends on the telephone to conduct its business. This reliance on telephone availability
makes it necessary that each employee restrict their personal use of the City telephones. If these calls or
calls on a personal cell phone cause disruption to the work area or if this privilege is abused, your
department head may prohibit all personal calls during work hours.
Some employees are required to use their personal cell phones for business purposes. In such cases the
employee will receive a monthly stipend as determined by the city council.

TELECOMMUTING POLICY
The City allows for telework or telecommuting using the definition from the U.S. Office of Personnel
Management’s Telework Enhancement Act of 2010 which is, “the term 'telework' or 'teleworking' refers
to a work flexibility arrangement under which an employee performs the duties and responsibilities of
such employee's position, and other authorized activities, from an approved worksite other than the
location from which the employee would otherwise work."
The City permits telecommuting assignments when they are approved by the employee, department
head, and city administrator. Not all positions and their associated work will meet the requirements to
be considered appropriate for telecommuting. No employee is entitled to or guaranteed the opportunity
to participate in a telecommuting assignment. Any telecommuting assignment may be modified or
terminated by the City at any time for any reason. Approval of telecommuting in no way changes the
“at-will-employment” relationship.
The City will consider the following factors to determine whether to approve a telecommuting
assignment:
1. The employee can accomplish the same amount of work as if they were working in their normal
work area; and/or
2. When the telecommuting assignment does not disrupt the operations of the City; and/or
3. The employee’s absence from the office does not create additional work for co-workers.
Eligibility: (the following factors will be considered to determine an employee’s eligibility)
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1. Only employees whose essential job duties can be fulfilled from a remote location as
determined by the department head and city administrator are eligible for a telecommuting.
2. Telecommuting is only available to employees who have all the tools required for their job
available to them at the remote location. This may include, but is not limited to, a City issued
computer with all necessary software, a reliable internet connection, a telephone which the
employee can use to receive calls and a workspace free from distraction or hazards. The City will
not provide or reimburse an employee for required equipment needed for a telecommuting
assignment. All equipment (except that issued by the City such as a computer), space, utilities,
and other services for the remote workspace must be provided by the employee at their own
expense as a condition of the telecommuting assignment.
3. The employee must agree to safeguard all records, documents, files and correspondence against
damage or unauthorized use, and must take every precaution to protect the privacy of those
records or files the employee is responsible for handling and for any other City records,
information, work products or materials. All physical records and/or materials must be kept in a
confidential and secure manner in the designated work area at the alternative worksite where
access by others is limited. Employee shall comply with all required security measures as
indicated elsewhere in the employee handbook.
4. The employee will take care to protect all City equipment including equipment, hardware and
software and will ensure for its proper City related use. Equipment and software may not be
used by any person, other than the employee, including other household members. City owned
software may not be duplicated except as authorized in writing by the city administrator. Cityowned equipment will be serviced and maintained only by the City, or vendor of their choice. If
any City equipment is compromised, damaged or stolen, the employee will report all such
incidents immediately.
Limitations:
1. An employee working a telecommuting assignment may still be required to attend meetings,
work, or other functions away from their remote workspace, if circumstances require such
travel.
2. Non-exempt employees must report actual hours worked and may not work overtime without
department head approval in advance of the overtime work being performed.
3. Employees on a telecommuting assignment are expected to work their normal work schedule
while telecommuting.
4. Employees on a telecommuting assignment must be available by telephone during their normal
work hours. Employees must check their City voicemail at least once per hour if they do not
have the capability to roll their calls from their City phone to their cell phone.
5. The City will not be responsible for operating costs, home maintenance, or any other incidental
costs associated with the use of the employee’s residence as a telecommuting location.
6. The City will not be liable for damages to the employee’s property resulting from participation in
a telecommuting assignment.
7. Injuries sustained by the employee while at their telecommuting location and in conjunction
with their regular work duties are normally covered under the City’s workers’ compensation
policy. Telecommuting employees are responsible for notifying their department head of such
injuries in accordance with City policy.
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8. The employee is liable for any injuries sustained by visitors to their telecommuting location.
Employees will not meet with clients and/or visitors conducting business with the City at the
employee’s telecommuting location.
9. By participating in a telecommuting assignment, the employee agrees to hold the City harmless
against any and all claims including injuries to others at the telecommuting location.
10. Employees agree to abide by all City policies as set forth in the employee handbook and/or
collective bargaining agreement, and any other policy or procedure related to employment,
computer use or telecommuting.
11. Employees will be expected to adequately perform all duties as assigned and to comply with all
existing job requirements in effect at the time of this assignment and any change in duties the
City may require from time to time.
12. Annual leave and other paid time off may be used during a telecommuting assignment, subject
to the same notification, approval, and reporting requirements as if the employee were working
at their regular job location.
13. Each telecommuting assignment must be renewed quarterly by the employee, department
head, and city administrator.
Employees must obtain the Telecommuting Assignment Agreement from the human resources
manager, get the appropriate signatures and return the executed document to the human resources
manager for placement in their personnel file. The city administrator and department heads will be
responsible for the enforcement of this policy. Violations are subject to disciplinary action up to and
including termination.

RULES OF CONDUCT AND DISCIPLINE
Rules of conduct are essential in promoting a productive work environment and are designed to provide
notice of the City’s expectations of employees. Our objective is to work with employees to solve
problems. However, any conduct that interferes with, or adversely affects the City is grounds for
discipline ranging from warning to immediate termination. Willful violations of City policies, civil or
criminal laws, or common courtesy may result in discipline. While we will generally attempt to counsel
employees prior to carrying out more severe discipline, we reserve the right to immediately terminate
an employee if the circumstances warrant such action. Employees who exhibit behavior suggesting they
do not wish to be part of our workforce will be treated accordingly.
We expect employees to know, understand and adhere to these rules, which are intended to protect the
interests and safety of all employees, vendors, the public, visitors and of the City. Because it is not
possible to provide a set of rules that covers every situation or lists every type of unacceptable behavior,
the following are examples of conduct that may result in discipline:
1. Failure to notify your department head in advance of an absence or tardiness.
2. Unacceptable absenteeism or tardiness.
3. Leaving work prior to the completion of your schedule without the prior authorization of your
department head.
4. Failure or refusal to follow instructions or directives from department heads or management.
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5. Failure to follow safety or health rules, wear appropriate safety or personal protective
equipment, immediately correct, or report an unsafe condition or report injuries or accidents in
a timely manner.
6. Inappropriate or unauthorized use, removal, misappropriation, possession, destruction, neglect
or abuse of employee or City products, supplies, money, property, or equipment.
7. Possession, consumption, or transfer of illegal drugs or alcohol on the job or reporting for work
or working under the influence of either illegal drugs or alcohol.
8. Abusive language, disrespectful behavior, verbal, or physical intimidation, fighting or
insubordination.
9. Making false, defamatory, or malicious statements, claims or charges regarding the City, its
employees, or policies to the City or to a third party including current employees, vendors, the
public or other business partners.
10. Working on personal matters during working time.
11. Engaging in any other business or employment that conflicts with or interferes with your
responsibilities to the City.
12. Disclosure of confidential, proprietary, or otherwise restricted information regarding the City, its
employees, or its residents or vendors.
13. Providing false or inaccurate information to the City, including, but not limited to, information
provided on an employment application.
14. Inaccurately reporting or recording one's own time and (without prior department head
approval) reporting the time of another employee (whether accurately or not) or allowing one's
own time to be reported by another person (whether accurately or not).
15. Disorderly, dangerous, wasteful, or careless conduct.
16. Gambling on City premises (including City parking lots or any site where City business or
approved activities are taking place).
17. Unauthorized use of telephones, facsimile, mail, e-mail, copiers, computer, or other equipment
of the City.
18. Smoking, the use of any tobacco products or vaping on City premises, vehicles, or job sites.
19. Uncooperative, rude, or offensive treatment of residents or business contacts in person, in
writing or by phone.
20. Failure to provide prior notice that you are taking medications which may affect your work
performance or create a safety risk.
21. Committing a felony or serious regulatory offense, or any similar act or omission, whether on or
off duty, which adversely affects the City by bringing the City into disrepute, exposing the City to
the risk of liability or expense, undermining the employee's ability to effectively perform their
duties, or reducing coworker or resident confidence in the employee.
22. Inadequate performance, violation of any City policy, rule, practice or standard, failure to meet
standards or reasonable expectations of the City or any other conduct which the City
determines to be averse to its business interests.
23. Other rules as provided by statute, by administrative code, and by administrative procedures,
established by the City to meet specific conditions.

DISCIPLINE PROCESS
An employee whose work-related actions or behavior is contrary to City rules or who violates a rule of
common sense or decency may face discipline or corrective action up to and including termination. The
basic purpose of any type of corrective action is to assist the employee to improve performance,
behavior or conduct and additional training, modification of job expectations, etc., may be part of the
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discipline process if deemed appropriate by the City, but such activities will not replace any specific level
of discipline.
Our disciplinary process provides a progressive approach for responding to unacceptable employee
behavior; however, the action to be taken depends on the nature of the offense and, in some cases, the
employee’s past record. The action taken by the City to an offense can range from informal counseling
to immediate termination. No employee is guaranteed the right to progressive discipline. We will
exercise judgment in determining if the severity of the employee’s action should result in immediate
termination.
For the purposes of the discipline process, “offense” will refer to all employment offenses, resident
complaints, performance issues and other violations. If a department head has sufficient reason to
discipline an employee, it shall be done in a manner that will not embarrass the employee before others
or the public. When using progressive discipline, the City will follow the progressive disciplinary process
outlined below:
Informal Warning (Documented)
The normal response to a first offense is to give the employee an informal warning and to counsel on
what needs to change and how it must change. The following conditions apply to the informal warning:
Although the warning will be made verbally to the employee, it will also be documented with a
copy of the documentation given to the employee and placed in the employee’s personnel file.
In addition to noting the date of the offense and discussion, the department head will also
indicate on the document the date the copy was provided to the employee.
Written Warning
•

In the event of a subsequent offense, a written warning may be given to the employee. A written
warning does not need to involve either the same offense for which prior counseling was given or an
equivalent offense. The following conditions apply to the written warning:
•
•

The written warning will clearly describe the specific offense and warn the employee of the
possible future consequences if there are additional offenses. Possible future consequences
include: a final warning, suspension and/or termination.
The department head will ask the employee to acknowledge receipt of the written warning by
signing the written warning document. If the employee refuses to sign the document, the
refusal must be witnessed by the human resources manager and the city administrator who will
sign the document indicating that the employee saw the warning and refused to sign. A copy of
the written warning will be given to the employee and placed in the employee’s personnel file.

Final Written Warning
A final written warning may be issued if another offense occurs. The final warning does not need to
involve either the same offense for which prior counseling (or a written warning) was given or an
equivalent offense. The following conditions apply to the final written warning:
•

The final warning will be in writing and specifically state that the employee may be terminated
for any subsequent offense or failure to meet performance standards.
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•
•

The department head may suspend the employee (with or without pay) for a defined period if it
is deemed appropriate as part of the final written warning.
The department head will ask the employee to acknowledge receipt of the final written warning
by signing the written warning document. If the employee refuses to sign the document, the
refusal must be witnessed by the human resources manager and the city administrator who will
sign the document indicating that the employee saw the warning and refused to sign. A copy of
the final written warning will be given to the employee and placed in the employee’s personnel
file.

Termination
If the employee commits any further offense or fails to improve performance to meet the standards
specified in the formal written warning, the employee may be terminated.
The City reserves the right to deviate from the specific steps of discipline listed in this policy when
circumstances warrant. No department head may suspend or terminate an employee without first
reviewing the decision with the human resources manager and the city administrator. The mayor and
the president of the city council will be informed within 24 hours (one working day) after an employee
has been suspended or terminated. The employee has a right to appeal any suspension without pay or
discharge to the grievance procedure.

DRIVER AND CITY FLEET POLICY
To ensure the safety of our employees and as a public safety effort, when using personal vehicles or City
vehicles for work purposes certain standards have been established and must be followed. Failure to
comply with the procedures and requirements set forth in this policy may be considered a violation of
work rules resulting in a loss of city vehicle driving privileges and possible discipline, up to and including
termination.
1.Minimum Standards for Driving a City Vehicle
Only City employees who meet the following minimum standards and are authorized by their
department head may drive City vehicles:
•
•

Must have a valid driver’s license.
Must be at least 16 years of age.

All employees who use City vehicles will have their driving records reviewed annually. It is the
employee’s responsibility to immediately notify their department head of any changes or updates in
their driving record. Employees may not drive a City vehicle if their driving record reflects any of the
following conditions:
•
•

Three or more moving violations within a 24-month period.
Three or more reportable collision accidents where the employee is found to be at fault within a
24-month period.
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•
•
•

Receiving an Operating While Intoxicated (OWI)/Driving Under the Influence (DUI) citation if the
offense occurs when the employee is on-duty or on-call.
Receiving a second Operating While Intoxicated (OWI)/Driving Under the Influence (DUI)
citation provided the offense occurred off-duty.
Suspension or revocation of driver’s license.

The violation occurs when the final court decision is made. Employees denied the use of a City vehicle
based on an unsatisfactory driving record may request a review of the denial by the city council.
Employees must inform their department head in writing whenever they become disqualified under
these policies. Any change in the status of an employee’s driving record resulting in disqualification or
the failure to report such a change may result in revocation of the privilege of driving a City vehicle
and/or discipline up to and including termination. Changes include, but are not limited to, OWI/DUI
citation, license revocation, restriction, suspension, etc.
2.Personal Use of City Vehicles
City vehicles shall not be used for personal purposes. The only exceptions to this rule are incidental
stops (i.e., stops at a restaurant for a meal, an ATM or financial institution, urgent care or emergency
room, gas station or convenience store). Employees should remember that public perception of City
employees is important and influenced by how and where the public sees City vehicles being used.
Employees should not make incidental stops at locations the public would perceive as inappropriate
(i.e., gaming and sports venues, liquor outlets, and other locations where it is unlikely that any City
business or allowable incidental use is involved). Employees required to stay overnight(s) away from
home may, with permission of their department head, use a City vehicle for the types of necessary
activity that could be expected of a traveler away from home (i.e., evening use to go to a pharmacy,
grocery, laundromat, fitness center, or other locations to purchase goods or conduct activities necessary
for the employee’s health and well-being).
3.Reimbursing Personal Miles to the City
Internal Revenue Service (IRS) rules provide that the personal use of a City vehicle includes commuting
to and from work, even if the vehicle is taken home for the convenience of the City. Personal use is
considered a fringe benefit by the IRS unless the employee reimburses the City for the full value of the
personal mileage based on the IRS valuation rules. The value of the fringe benefit must be included in
the employee’s wages and is subject to income and employment taxes. No additional employee wages
will need to be calculated if the employee reimburses the City for the value of the benefit, derived in
accordance with the appropriate IRS rule. In addition, if a City vehicle is generally taken home more than
once a month, the employee is required to reimburse the City for personal miles traveled.
4.Riding in a City Vehicle
Non-city employees may ride in a City vehicle if on official City business and authorized by the
supervising department head.
5.Citations
Employees are responsible for promptly paying all vehicle citations that occur while they are
using/driving the City vehicle. Failure to pay vehicle citations immediately results in late fees and
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possible vehicle registration revocation or suspension. The City will pay the amount due upon notice and
invoice the employee, which may include extra charges. The responsible employee may be subject to
discipline, as determined by their department head.
6.Privately Owned Vehicles Used for City Business
Privately owned vehicles may be used for official City business, but employees are encouraged to use
City vehicles whenever feasible. The reimbursement rates for use of an employee’s personal vehicle will
be set at the amount published by the State of Wisconsin Office of State Employment Relations Pocket
Travel Guide. Employees that use privately owned vehicles for official City business must have their
department head’s advance approval, are not covered by the City’s insurance, and accept liability for
any damage done to their privately owned vehicle or caused by their privately owned vehicle.
7.Accidents and Liability - Driver Procedure
Employees are responsible for immediately reporting all accidents or any damage to City vehicles to
their department head. The department head is responsible for reporting all accidents or any damage to
City vehicles to the human resources manager and the city administrator. Reports must also be made to
local law enforcement. The driver of the City vehicle must follow these procedures after an auto
accident involving a city vehicle:
1. Contact the nearest law enforcement agency to notify them of an accident.
• Obtain relevant information required from other parties involved to complete a
Wisconsin Motor Vehicle Accident report (completed by law enforcement) or the
Automobile Loss Notice Form and Automobile Loss Notice Driver’s Statement and
Diagram (both forms are located in the accident kit)
• Ask for the case number and when the police report will be available.
• Driver is required to seek a police report for all vandalism or hit-and-runs that exceed
$200, accidents resulting in injuries, vehicle damage over $1,000, and/or property
damage over $200.
• If outside of normal business hours, leave a voice mail or send an e-mail to their
department head and city hall account clerk with the following details: name, phone
number, and a brief description of the loss.
• If there is any bodily injury, immediately contact their department head. If after hours or
on the weekend, call and leave a message on voice mail with the driver's name and
number where he/she can be reached.
2. Complete an Automobile Loss Notice Form and Automobile Loss Notice Driver’s Statement and
Diagram the same day and return to the city hall account clerk within two (2) working days.
• If the driver is unable to complete the automobile loss notice forms, the department
head is responsible for completing both forms. It is extremely important that the
information is accurate and all blanks are filled in, including the driver signature.
• If a city employee is injured, the appropriate workers compensation forms (available
from the employee’s department head or city hall account clerk) should be completed
by the employee or the employee’s department head if the employee is unable to
complete the forms.
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3. Obtain and submit a copy of the police report to the city hall account clerk.
• If the police do not respond or do not complete a Wisconsin Motor Vehicle Accident
report, but there is an injury, vehicle damage of $1,000 or more, or $200 or more
damage to City owned non-vehicle property, complete the necessary loss reports for the
city’s insurance company.
8.Fueling and Cleanliness of the City Vehicle
All City vehicles will be filled with fuel at the end of the employee’s shift. In the case of a department
using a City vehicle from another department, the City vehicle will be filled with fuel prior to returning
the vehicle to the owning department. In addition, the employee driving the vehicle is expected to
ensure the vehicle is cleaned at the end of their shift.
When employees take City vehicles home the expectation is that they are the only ones authorized to
drive the vehicle and any personal use of the vehicle will be minor in nature. Employees must also report
use of any prescription or over-the-counter medications that might impair their driving ability. In such
cases the employee may be required to cease all business-related driving immediately and until the use
of the medication is no longer deemed necessary. Questions regarding this policy should be directed to
your department head or the human resources manager.

DRUG AND ALCOHOL POLICY
It is the desire of the City to provide a drug free, healthy, and safe workplace. To promote this goal,
employees are required to report to work in appropriate mental and physical condition to perform their
jobs effectively and safely. All employees working in a safety sensitive position, as defined by the City,
are required to pass a drug test before commencing employment. The City also adheres to all
Department of Transportation (DOT) drug testing and medical review requirements related to
employees needing a commercial driver’s licenses as part of their job responsibilities.
No employee may be under the influence of illegal drugs or alcohol at any time during working hours.
The sale, possession, transfer or purchase of illegal drugs or alcohol by City employees substantially
impacts the employment relationship and is, therefore, strictly prohibited. Consumption of illegal drugs
or alcohol by an employee on duty is not allowed, including while an employee is on any paid break
periods in the normal work day, normal hours of training sessions or conferences and at all City
sponsored events. When using a City vehicle, either on or off duty, the use of illegal drugs or alcohol is
prohibited.
In addition, employees are prohibited from reporting for duty or remaining on duty when the employee
uses any controlled substance, including prescription medications, except when the use is pursuant to
the instructions of a licensed health care provider who has advised the employee that the substance
does not adversely affect the employee’s ability to safely and competently perform his/her job.
Employees may be requested to take a urine or blood test if the City has reasonable suspicion of
impairment due to the potential use of illegal drugs or alcohol, or immediately following any on-the-job
injury to include an accident involving the use of City owned vehicles or equipment. All employees
deemed to be associated with an injury or accident, whether they are injured or not will be subject to
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post-accident testing. A positive drug or alcohol test result may lead to discipline, up to and including
termination. The presence of prescribed medication or appropriately used over-the-counter medication
will not result in discipline, unless the use poses a significant safety risk which had not previously been
disclosed to the human resources manager. Refusal to submit to a requested drug test constitutes
insubordination and is grounds for termination.
Employees with questions on this policy or issues related to drug and alcohol use in the workplace
should raise their concerns with the human resources manager or the city administrator without fear of
reprisal. All matters concerning drug or alcohol use or problems associated with such use shall be held in
strict confidence. Such information shall be shared only on a need-to–know basis. The City reserves the
right, with 30 days-notice to employees, to implement random and reasonable suspicion drug or alcohol
testing.

SAFETY AND HEALTH

Safety is everyone’s job. Any employee who believes a job situation is unsafe is encouraged to
immediately report it to their department head. Unsafe conditions, whether in an office or garage
setting or out in the field can result in serious accidents and/or injury. One of the department head’s
responsibilities is seeing that hazards are removed, or unsafe practices are corrected.
Safety equipment is provided where required in certain work environments, including guards for moving
pieces of machinery and safety eye protection. You are required to wear all appropriate protective
equipment and always observe all applicable safety rules. Failure to follow accepted safety rules and
procedures is cause for discipline. Please check with your department head for the necessary safety
equipment.
For your own safety and to comply with federal regulations, all employees, including repair and
construction, police, fire and emergency, and all other City employees working within the right-of-way
of any roadway are expected to wear high-visibility safety vests because of potential exposure to traffic.
It is extremely important that you immediately report to your department head any accident occurring
while on the job, no matter how small. This is for your own protection, as well as that of the City. First
aid kits are available in City vehicles and main buildings (Treatment Plant, City Garage, Municipal
Building, Police Department, and the Fire Hall).

MEDICAL EXAMINATIONS
All employees must be able to perform the physical requirements of their job. The City has the right, at
any time, to require an employee to submit to a physical and/or medical examination at our expense
and in such cases, we will designate the physician to conduct the examination. In the event the
examination shows that the employee is not physically or medically fit, the employee may be required
to take any available sick leave until such time as another physical or medical examination shows the
employee to be fit to return to work. In case of any dispute, the employee may have a physical or
medical examination conducted by a doctor of the employee’s own choosing at the employee’s
expense.

MODIFIED DUTY/RETURN TO WORK POLICY
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The City will offer light/restricted duty work assignments, to the extent available to employees who
have been injured in the course of employment and are entitled to benefits under workers’
compensation. Employees off work due to a non-work-related injury or illness are also eligible for
light/restricted duty assignments.
Employees who have been certified for return to work must provide their department head and the
human resources manager with documentation from their physician outlining all restrictions so that
appropriate placement to a light/restricted duty assignment may be made, to the extent such
assignments are available. Some restrictions may prevent any placement in a light/restricted duty
assignment, even though those restrictions may permit employment with another employer.
Light/restricted duty assignments will be limited in number, and the City will not create additional
assignments when such positions are unwarranted or uneconomic. In all cases, the essential duties of a
light/restricted duty assignment must be within the restrictions imposed on the employee.
Employees may not work in these assignments beyond a period of two (2) weeks, subject to availability
of assignments. If an employee who is subject to medical restrictions can perform all the essential duties
of their regular position within those restrictions, that individual’s employment status is “regular” and
not that of a light/restricted duty employee.

WORKER’S COMPENSATION
As an employee of the City, you are covered by worker’s compensation insurance which provides
coverage for medical expenses and wage replacement if necessary due to an on-the-job injury or illness.
All injuries and illnesses occurring at work, no matter how minor, must be reported immediately to your
department head. Following the report and after any necessary immediate medical care is provided the
human resources manager will coordinate obtaining the information necessary to complete the first
report of injury.
Should an employee be off work due to an on-the-job injury or illness they are not entitled to use
vacation, sick leave, or holiday pay to supplement worker’s compensation wage replacement nor will
they earn sick leave, holiday, or vacation during periods of disability beyond the initial 180-calendar day
period.
A first report of injury and subsequent worker’s compensation claim may be filed for every injury or
illness alleged to be work-related. In the case of an injury or illness involving lost time and if the claim is
approved by our worker’s compensation carrier, the following will apply:
•
•

•

There is a three (3) day waiting period. The first three (3) days of lost time after an injury
are not compensable. Compensation is payable beginning on the fourth day of lost time.
If the lost time does not extend beyond seven (7) calendar days, you will be required to
use sick leave or other paid leave to cover the first three (3) days of lost time. If you do
not have any paid leave available, you will need to take the first three (3) days of lost
time as unpaid leave.
If the lost time extends beyond seven (7) calendar days, the first three (3) days of lost
time will be paid retroactively.
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SMOKING, TOBACCO USE, AND VAPING
In an effort to promote a safe and healthy work environment for both our employees and the general
public, smoking, tobacco use, and vaping are prohibited within all buildings, job sites, and equipment
owned, leased, or rented by the City.

COVID-19 POLICY
We are in unprecedented times and the seriousness with which we address the safety of our employees
has escalated as we work to maintain an environment safe from the effects of COVID-19. With this
guiding principle in mind, it is imperative that each employee comply fully with the policy provisions
posted and updated periodically by the City.

EMPLOYEE GRIEVANCE PROCEDURE
The City has established this procedure for employees to utilize for matters concerning certain levels of
discipline, termination, or workplace safety and to have those matters, if necessary, reviewed by an
impartial hearing office, and to be able to appeal to the city council. The City expects employees and
management to exercise reasonable efforts to resolve any questions, problems or misunderstandings
prior to utilizing this procedure. An employee subject to a collective bargaining agreement shall follow
the grievance procedure set forth in that agreement. An employee subject to statutory dispute
resolution procedures shall be subject to those procedures to the extent those procedures cover the
matters covered by this procedure. This procedure does not create a legally binding contract of
employment and therefore does not change the “at-will-employment” relationship between the parties.
Grievance meetings and hearings will typically be held during the grievant’ s off duty hours. Time spent
in grievance meetings and hearings will not be considered as compensable work time. The scope of this
grievance procedure does not cover:
•
•
•

A grievance that is subject to the jurisdiction of a governmental body or specific procedure by
other Wisconsin Statutes shall be governed by those statutes and not the grievance procedure.
A grievance that is subject to a grievance procedure in a collective bargaining agreement may
not be brought forth under this procedure.
A grievance that is subject to other procedure or ordinances for formal or informal investigation
or dispute resolution procedures may not be brought forth under this procedure.

Definitions:
1.Administration shall mean the city administrator or mayor. If the grievance involves the city
administrator, administration shall mean the mayor. If the grievance involves the mayor, administration
shall mean the city administrator. If the grievance involves the mayor and the city administrator,
administration shall mean the human resources manager. If the grievance is submitted by a library
employee other than the library director, administration shall mean the library director. If the grievance
is submitted by the library director, administration shall mean the library board personnel committee.
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2.Employee means an employee covered under Section 66.0509, Wis. Stats. This procedure is not
applicable to employees hired, disciplined and/or terminated under the statutory authority of the Police
Commission including the chief of police and sworn police officers or under the authority of the Fire
Commission including the EMS and Fire Chief and firefighters.
3.Employee Discipline for purposes of this procedure means action taken by the City based on
employee performance or behavior that results in a disciplinary suspension without pay, disciplinary
demotion/reduction in rank, but does not include:
•
•
•
•
•
•
•
•
•
•

written or verbal notices, warnings or reminders designed to alert the employee that failure to
correct the behavior may result in disciplinary suspension or termination or disciplinary
demotion/reduction in rank.
actions taken to address work performance, including use of a performance improvement plan
or job targets.
performance evaluations or reviews that do not result in employee discipline.
documentation of employee acts or omissions.
paid administrative leave pending an internal investigation.
counseling, meetings or other pre-disciplinary action.
transfer or change in job assignment for non-disciplinary reasons.
non-disciplinary wage, benefit or salary adjustments.
action taken pursuant to an ordinance created under s. 19.59(1m).
other personnel actions taken by the City that are not a form of progressive discipline.

4.Employee Termination shall include action taken by the City to terminate an individual’s employment
for misconduct or performance reasons. Termination does not include:
•
•
•
•
•
•
•
•
•

Voluntary quit.
Layoff or failure to be recalled from layoff at the expiration of the recall periods.
Furlough or reduction in workforce.
Job transfer.
Non-disciplinary demotion, reduction, or position elimination based on failure to meet
qualifications.
Retirement.
Job abandonment, “no-call, no-show”, or other failure to report to work.
Termination of employment due to medical conditions, lack of qualification or license, or other
inability to perform job duties.
End or completion of temporary employment, seasonal employment, contract employment, or
assignment.

5.Workplace Safety is defined as conditions of employment affecting an employee’s physical health or
safety, the safe operation of workplace equipment and tools, safety of the physical work environment,
personal protective equipment, workplace violence, and training related to same. Workplace safety shall
mean any alleged violation of any standard established under local, state or federal law or regulation
relating to workplace safety. However, workplace safety does not include violation or contravention of
state or federal law where such state or federal law provides a specific procedural method of correcting
such violation or contravention, and in such a situation, the specific procedural method provided by said
law must be followed.
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Any grievance filed regarding workplace safety must relate to issues personal to the grievant filing the
grievance and may not relate to, without limitation by enumeration, safety of property or third parties.
A grievance filed regarding workplace safety must be filed by the grievant claiming he or she has been
personally affected by the alleged workplace safety violation.

Timelines and Grievance Format:
A grievance will be processed pursuant to the timelines established below. A grievant may advance a
grievance to the next step if a response is not provided within the designated timeframes. A grievant
may not file or advance a grievance outside of the designated timeframes. The administration may
advance a grievance to the next step at the written request of either the grievant or the administration.
The timelines may be modified by mutual agreement of the grievant and administration. The failure of
the grievant to follow the timelines and other requirements in this procedure shall result in the impartial
hearing officer not having jurisdiction over this matter and shall terminate the grievance procedure for
that grievance.
1.Verbal Grievance and Dispute Resolution
Within seven (7) calendar days of the termination, employee discipline or actual or reasonable
knowledge of the workplace safety issue and prior to filing a written grievance, the grievant must
discuss the dispute with the department head who made the decision. The department head and
employee must informally attempt to resolve the dispute. The department head shall notify
administration of this meeting and the results of the meeting.
2.Written Grievance Submission
The employee must file a written grievance within 14 calendar days following the inability to resolve the
matter in the step above. The grievance must be in writing, submitted using the grievance form, which
can be obtained from the human resources manager and must be filed with the department head and
with a copy to administration. The grievance shall contain a clear and concise statement of the pertinent
facts and must include:
•
•
•
•
•
•
•
•
•

The names, job title, home mailing address, and phone number of the employee filing the
grievance.
A description of the issue being grieved and date of event.
A detailed explanation of the facts supporting the grievance.
Names and contact information for any witnesses that may have helpful information about the
workplace safety issue/incident.
Documents that provide relevant information in terms of understanding the grievance should be
attached and/or identified.
A statement of the remedy sought by the employee.
The steps the employee has taken to review the matter, either orally or in writing with the
employee’s department head and the results of those discussions; and
The employee’s signature and date.
A grievance alleging a workplace safety issue shall also identify the workplace rules allegedly
violated, if applicable.
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3.Administrative Response
Administration shall meet with the grievant within 14 calendar days of receipt of the written grievance
to discuss resolution of the grievance. If those discussions resolve the grievance, the parties shall sign a
written statement to that effect. If those discussions do not resolve the grievance, then the
administration will provide a written response to the grievance within 14 calendar days of the meeting if
possible; this time may be extended by the administration if good faith efforts are being taken to gather
additional information required to make a reasonable decision. The written response shall contain a
statement of the date the meeting between the administration and the grievant occurred, the decision
to sustain or deny the grievance, and the deadline for the grievant to appeal the grievance to an
impartial hearing officer.
4.Impartial Hearing
The decision of the administration shall be final unless the grievant files a written appeal requesting a
hearing before an impartial hearing officer. The written appeal shall be filed with administration within
seven (7) calendar days of the administration’s response. The impartial hearing officer shall file a written
response within 30 calendar days of the close of the hearing; this time may be extended if good faith
efforts are being taken to gather additional information required to make a reasonable decision.
5.Appeal for Review
The non-prevailing party may file a written request for review by the city council within 10 calendar days
of receipt of the impartial hearing officer’s written response. In the case of a library employee, the nonprevailing party may file a written request for review by the library board within 10 calendar days of
receipt of the impartial hearing officer’s written response.

Hearing Procedure:
1.Selection of Impartial Hearing Officer
Following receipt of the appeal requesting a hearing before an impartial hearing officer, administration
shall provide a list of at least three (3) impartial persons who could serve as an impartial hearing officer.
The impartial hearing officer shall not be a City employee. The grievant shall select a name from the list
to serve as the impartial hearing officer. The impartial hearing officer shall have the authority to
determine whether the impartial hearing officer has jurisdiction due to issues with timeliness, which
may be subject to review by the city council or in the case of a library employee, the library board.
2.Pre-Hearing Conference and Timeline
Administration, grievant and impartial hearing officer shall conduct a pre-hearing conference and select
a date for hearing not more than 30 calendar days from the date the appeal was filed. The impartial
hearing officer may assign dates for preliminary matters that may arise prior to the hearing.
3.Conciliation
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Prior to the hearing, the parties and impartial hearing officer may engage in conciliation meetings to
resolve the dispute. In cases involving allegations of workplace safety, the conciliation meeting shall be
mandatory and shall occur not more than 14 calendar days after assignment to the impartial hearing
officer. The impartial hearing officer’s involvement in any conciliation process shall not disqualify the
impartial hearing officer from hearing the merits of any grievance unless all parties agree to replace the
impartial hearing officer.
4.Representation
The grievant shall have the right to representation during the grievance procedure at the grievant’ s
expense. The representative shall not be a material witness to the dispute.
5.Record of Proceedings
The impartial hearing officer shall conduct the proceedings and a record of the proceedings will be taken
by someone selected by the city administrator. Following the issuance of the decision, the record shall
be provided to the human resources manager for preservation.
6.Burdens of Proof and Production
The grievant shall bear the burden of production and burden of proof. The rules of evidence shall not be
strictly followed, but no factual conclusions may be based solely on hearsay evidence. Not less than 10
days prior to the hearing, the grievant and the administration shall exchange lists of witnesses and
documentary evidence that they intend to introduce at the proceedings. No additional witnesses or
documentary evidence shall be permitted without the permission of all parties.
7.Filing Fee and Costs
The grievant shall pay a $50 filing fee when requesting a hearing before an impartial hearing officer.
Each party shall bear its own costs for witnesses and all other out-of-pocket expenses, including possible
attorney fees, in investigating, preparing, presenting, or defending a grievance. The fees of the impartial
hearing officer will be paid by the City or in the case of a library employee by the Library.
8.Written Decision of the Impartial Hearing Officer
The written response from the impartial hearing officer shall be served on the grievant in person or by
certified mail, return receipt requested. The impartial hearing officer may request oral or written
arguments and replies. The response shall contain findings of fact, analysis and a recommendation. The
impartial hearing officer must answer the following question: “Based on the preponderance of the
evidence presented, has the Grievant proven the decision of the Administration was arbitrary or
capricious?”.
9.Powers of the Impartial Hearing Officer
The impartial hearing officer shall have the power to issue a response to the grievance. The impartial
hearing officer shall have no power to issue any remedy, but the impartial hearing officer may
recommend a remedy. Remedial authority shall be subject to the determination and approval of the city
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council. In the case of a library employee, remedial authority shall be subject to the determination and
approval of the library board.

Appeal to City Council/Library Board:
1.Written Appeal
The written notice of appeal shall contain a detailed statement explaining the reasons for the appeal
and a copy of the grievance, the administration’s response to the grievance, and the impartial hearing
officer’s response. The written notice may not include information that was not presented at the
hearing. The request shall be filed with the human resources manager who will notify the city council. In
the case of a library employee, the request shall be filed with the library director who will notify the
library board. All such written appeals must be submitted within 14 days of the impartial hearing
officer’s decision. A copy of the request shall be provided to the prevailing party by the party filing the
appeal.
2.Record of the Hearing
Upon appeal of the response of the impartial hearing officer, an unofficial transcript copy of the record
shall be provided to the city council or in the case of a library employee, the library board by the human
resources manager. If the party making the appeal wants an official transcript, it will be at that party’s
expense.
3.Review by City Council/Library Board
The role of the city council or in the case of a library employee, the library board, in reviewing the
response of the impartial hearing officer, is to solely address the following questions:
•
•
•
•

Did the impartial hearing officer follow a fair and impartial process?
Is there evidence of corruption, fraud, or misconduct by the impartial hearing officer?
Did the impartial hearing officer make an error of law which makes the response invalid?
Did the impartial hearing officer make an error of fact which makes the response invalid?

After answering the above questions, the council/board will decide to uphold, modify, or reverse the
decision of the impartial hearing officer.
4.Decision of the City Council/Library Board
The city council or library board shall make a decision regarding whether or not a meeting will be held
within 30 calendar days of the appeal. A decision by the city council or library board will be made within
60 calendar days of the filing of the appeal unless either extends this timeframe.
All decisions of the city council or library board involving the grievance shall be by simple majority vote
and in writing and filed with the human resources manager within five (5) days of the date of the final
decision. A copy of the final decision shall be delivered to the grievant and administration. The city
council’s or library board’s decision is final and is not subject to appeal.
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SEPARATION OF EMPLOYMENT
Termination of employment is an inevitable part of business. Examples of some of the most common
circumstances under which employment is terminated include:
•
•
•
•

RESIGNATION: voluntary employment termination initiated by the employee when other gainful
employment with another employer or self-employment is expected.
DISCHARGE: involuntary employment termination initiated by the City for reasons other than
those described below under Layoff, Reduction in Force.
LAYOFF, REDUCTION IN FORCE: involuntary employment termination initiated by the City due to
lack of work or funds, elimination of position, changes in the City’s organizational structure or
operations.
RETIREMENT: voluntary employment termination initiated by the employee when no further
gainful employment or self-employment is expected.

In the event you decide to terminate your employment and, to assist the City with the transition, all
exempt employees are requested to give at least four (4) weeks' written notice of their intention to
resign. All other employees are requested to give two (2) weeks' written notice of their intention to
resign. During this notice period, employees shall not use vacation days, except with their department
head's approval. The effective date of termination may be advanced by the City to an earlier date.
Once an employee is terminated for any of the reasons stated above, eligibility for future recall,
reemployment, or reinstatement, to include all pay, or benefit eligibility is at the sole discretion of the
City. Employees will receive their final paycheck at the next scheduled payday.

EXIT INTERVIEW
An exit interview will be scheduled with employees leaving the employment of the City for reasons
other than involuntary termination. In addition to reviewing final pay, benefit continuation, and the
return of City property, the exit interview is an opportunity to bring closure to the employee’s
relationship with the City and to provide an opportunity for us to discover ways we can improve the
employee/employer relationship. Hopefully, the interview can be a time of candid discussion, with the
employee feeling free to share their thoughts and perceptions about the City and the job held. In the
event City property has been lost or damaged, the cost of replacing any such property may be deducted
from employee’s final pay. The exit interview will be conducted by the human resources manager and
the city administrator or mayor.

RIGHT TO PRIVACY AND REFERENCES
Except as allowed by law, requests for personal or professional information about an employee must be
made in writing and approved by the employee. Information such as job title/position or employment
dates may be released without written authorization from the employee. Salary or wage information
will not be provided other than verifying through a “yes” or “no” response to the requesting entity. In
the event of such requests, the city administrator is the only individual with authority to release such
information.
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(First adopted 3/27/1995, amended 4/28/2008, 7/27/2009, 2/14/2011, 5/9/2011, 9/12/2011,
12/26/2012, 11/19/2014, 1/1/2020, and revised and updated 10/3/2022.)

EMPLOYEE HANDBOOK ACKNOWLEDGEMENT OF RECEIPT FORM
By signing below, I acknowledge I have received a copy of the City of Prescott Employee Handbook
dated January 2023, and understand it is my responsibility to read the employee handbook in its
entirety. I understand I am an “at-will-employee”, which means I can terminate my employment at any
time and for any reason, and that the City of Prescott can terminate my employment at any time and for
any reason. I agree to comply with the policies, procedures, and practices set forth herein, as well as any
revisions made to the employee handbook in the future. I also understand if I violate the policies,
procedures, and practices set forth in the employee handbook that I may be subject to discipline, up to
and including termination of my employment.
I agree that nothing in the employee handbook constitutes an employment contract between the City of
Prescott and me. I further understand that no one at the City of Prescott other than the City Council has
the authority to enter an employment contract with me. I understand that the employee handbook,
dated January 2023, supersedes, and replaces all previous employee handbooks, manuals, any
inconsistent verbal or written policy statements, policies and/or procedures on the matters addressed
herein and that any previous employee handbook and/or manuals no longer have any force or effect.
I understand that the employee handbook contains information about the employment policies and
practices of the City of Prescott. I understand that the policies outlined in the employee handbook are
management guidelines only, which in any organization will require changes from time to time. I
understand the City of Prescott retains the right to make decisions involving employment as needed to
conduct its work in a manner that is beneficial to the employees and the City of Prescott.
I agree that the City of Prescott has the right to revise, delete, and add to the provisions of the employee
handbook at any time without advance notice. I understand that no oral statements or representations
can change the provisions of the employee handbook. I understand that the employee handbook is not
intended to create contractual obligations with respect to any matters it covers, and that the employee
handbook does not create a contract guaranteeing that I will be employed for any specific time period. I
understand nothing in the employee handbook is created to infringe on any available legal or
contractual rights I may have as an employee of the City of Prescott.

___________________________________
Employee Signature

____________________________
Date

___________________________________
Employee Name (Print)
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Travel Reimbursement Form
Employee Name

Date

Travel Destination

Purpose

Miles from Prescott to Destination
Date of Departure

_
_

Personal Vehicle (Y/N)

Estimated Time

City Vehicle (Y/N)

Date of Return

Departure:
Breakfast included for departure prior to 7:00 a.m.
Lunch included for departure prior to 12:00 p.m.
Dinner included for departure prior to 6:00 p.m.

Estimated Time

Day of Return:
Breakfast included for arrival after 7:00 a.m.
Lunch included for arrival after 12:00 p.m.
Dinner included for arrival after 6:00 p.m.

Maximum Meal Reimbursement Rates – All meal reimbursements must include receipts
Breakfast
Lunch
Dinner

$15
$16
$29

Do not count any meals provided by program or meeting

Date

List all Meals

Reimbursement Amount

Other Travel Expenses

Date

Total Meal Per Diem

(Example: Hotel, parking, rental cars, public transportation, etc.)
Description of Expense
Reimbursement Amount

Total Mileage (0.51/mile)

Total Other

Please attach copy of meeting or conference paperwork and supporting documents for reimbursements

Employee Signature
Supervisor Signature
Expense Account

_

_

2023 PAYROLL SCHEDULE
PAY PERIOD
26
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
1

PERIOD COVERED
12/6/2022 - 12/19/2023
12/20/2022 - 12/31/2023
1/1/2023 1/14/2023
1/15/2023 - 1/28/2023
1/29/2023 2/11/2023
2/12/2023 - 2/25/2023
2/26/2023 - 3/11/2023
3/12/2023 - 3/25/2023
3/26/2023 - 4/8/2023
4/09/2023 - 4/22/2023
4/23/2023 - 5/6/2023
5/7/2023 - 5/20/2023
5/21/2023 - 6/3/2023
6/04/2023 - 6/17/2023
6/18/2023 - 7/1/2023
7/2/2023 - 7/15/2023
7/16/2023 - 7/29/2023
7/30/2023 8/12/2023
8/13/2023 - 8/26/2023
8/27/2023 - 9/9/2023
9/10/2023 - 9/23/2023
9/24/2023 - 10/7/2023
10/08/2023 - 10/21/2023
10/22/2023 - 11/4/2023
11/5/2023 - 11/18/2023
11/19/2023 - 12/2/2023
12/3/2023 - 12/16/2023
12/17/2023- 12/30/2023

TIME SHEET DUE
December 20th
January 2nd
January 16th
February 1st
February 13th
February 27th
March 13th
March 27th
April 10th
April 24th
May 8th
May 24th
June 7th
June 21st
July 3rd
July 17th
July 31st
August 14th
August 28th
September 11th
September 25th
October 9th
October 23th
November 6th
November 20th
December 4th
December 18th
January 1st

CHECK DATE
December 28th
January 11th
January 25th
February 8th
February 22nd
March 8th
March 22nd
April 5th
April 19th
May 3rd
May 17th
May 31st
June 14th
June 28th
July 12th
July 26th
August 9th
August 23rd
September 6th
September 20th
October 4th
October 18th
November 1st
November 15th
November 29th
December 13th
December 27th
January 10th

To:

Personnel Committee

From:

Matt Wolf, City Administrator

Date:

October 26, 2022

Subject:

City Clerk Job Description and Position

Discussion
The current City Clerk will have her last day in the office on November 11. The City has put
together a job description for the Personnel Committee to review and approve for the City
Clerk position to be posted. The current proposed schedule is as follows:
1. November 2, 2022 – Personnel Committee reviews Job Description
2. November 3, 2022 – City of Prescott posts job with any Personnel Committee changes
to job description
3. November 30, 2022 – Job posting closes
4. December 5 – 19, 2022 – Interviews take place, with a potential 1st and 2nd round
depending on number of applicants and quality of applicants. Who all participates in
interviews can be determined once the position closes and number of applicants is
determined.
5. December 23 – January 5 – Pre-employment occurs on desired candidate
6. January 9 – Mayor makes appointment and is brought to Council for approval
7. January 16 – City Clerk 1st day
Recommendation
Review and approve City Clerk job description with any suggested changes.
Attachments
1. City of Prescott City Clerk Job Description

POSITION TITLE:
REPORTS TO:

City Clerk
City Administrator

JOB TYPE: Full Time, Exempt
SALARY: $30.46-$40.02/Hour, DOQ

JOB OBJECTIVE
Performs all required statutory duties of the City Clerk as set forth in Wisconsin Statutes §§ 62.09 (11)
and performs such additional duties as may from time to time be directed by the City council, City
Administrator; performs responsible administrative work in organizing, coordinating, and supervising
the duties of the City Clerk’s office; and does related work as required.
Appointment is the responsibility of the mayor with approval by council. The employee is reviewed
annually. The position is exempt.
LICENSING/CERTIFICATION
Required: Must complete pre-employment testing and background investigation; valid driver’s license
required.
ESSENTIAL JOB FUNCTIONS
Administrative
• Implements policies and directives of the mayor, common council, and City Administrator.
• Assists citizens, outside agencies, developers, and staff in bringing matters to the attention of
the mayor, City Administrator, and common council for resolution.
• The employee may be required to assist in wire transfers and ACH transfers.
Elections
• Responsible for the oversight and administration of the election process.
• Provides the appropriate notices and publications regarding the election.
• Conducts and report official canvass of election results.
• Recruits and trains Election Inspectors.
• Schedules & trains election Inspectors and special voting deputies at care facilities.
• Supplies official declarations of candidacy to those seeking local office.
• Reviews and checks for accuracy of all petitions and declarations of candidacy.
• Distributes election forms.
• Conducts testing of election machines.
• Responsible for organizing, scheduling, and setting up Election Day activities.
• Posts election activities.
• Maintains poll lists, assists residents with voter registration, absentee ballots and all other
necessary or required actions to conduct a free and fair election.
• When acting as the City Clerk, maintains a non-partisan persona and non-political stance on
ballot issues.

Taxes
• Assists City Administrator and City Treasurer by publishing budget hearing notice, calculating
mill rates, adding special assessments and delinquent utility bills to tax roll, preparing statement
of taxes and statement of assessment reports, and mailing tax bills to property owners.
• Works with the contracted assessor service on updating, noticing, and conducting a Board of
Review hearing.
Records, Permits & Licenses
• Processes all permits, and licenses as required by the City excluding conditional use permits and
building permits.
• Keeps the official files of the City. Responsible for the care and custody of the corporate seal of
the City.
• Responds to requests by the public for information.
• Custodian of all municipal public records including the City code, ordinances, resolutions,
minutes of public meetings, contracts, intergovernmental agreements, legal opinions and other
similar documents.
• Organize, update, and maintain all electronic records on the server. Directs staff on
maintenance and storage of records.
• Updates all permits and forms regularly for accuracy, ease of use/understanding, and
maintaining public access through various methods such as but not limited to: websites, kiosks,
and social media.
• Administers and maintains the accuracy of the website through file management, posting
updates and editing.
Meetings
• Attends meetings as directed by the mayor and common council and records the proceedings.
Prepares agendas and public hearing notices and assembles other supporting documents for
meetings of the council and board of review.
• Responsible for ensuring that all public hearing notices are published in a timely fashion and
that all agendas are posted in the three designated locations in a timely fashion, distributed by
email to requesting parties, and posted on the City’s web site.
• Responsible for meeting follow-up, including writing and publishing meeting minutes and
posting such minutes on the City’s web site. Serves as secretary for the board of review.
Utility Clerk
• Processes quarterly billing
• Processes new customer applications
• Coordinates final billings with Public Works Department
• Creates, maintains, and updates records for all customer accounts
Front Desk
• This function is shared with other front-line staff to maintain regular and consistent service to
the citizens of Prescott, vendors and others.
• Greet residents and visitors at the front desk and assist with their needs.

•
•
•

Handle incoming calls and other communications such as daily mail.
Maintain supply inventory for office
Maintain office equipment as need

MINIMUM REQUIREMENTS
•
•
•
•

•

Graduation from high school or GED equivalent.
Must be a certified municipal Clerk or can obtain certification within agreed time frame upon
hire.
Responsible experience in municipal government. Continuing education and certifications for
the position are required.
A degree in public administration, or related field. Any equivalent combination of experience
and training, which provides the required knowledge, skills, and abilities will be considered in
replace of the degree.
Resident of the State of Wisconsin

Knowledge, Skills and Abilities
• Thorough knowledge of the functions and organization of municipal government and of the
workings of the common council; good knowledge of administrative practices and procedures.
• Ability to coordinate and direct the functions and activities of local/municipal government.
• Ability to write clear and concise reports, directives, and letters.
• Ability to prepare official rules and proceedings.
• Ability to read, interpret, and apply provisions of laws, rules, and regulations; ability to perform
difficult and responsible work with independent discretion
• Ability to establish and maintain satisfactory working relationships with department heads and
other City employees
• Working knowledge of computers and electronic data processing, website management, and
other modern office practices.
• Ability to exercise good professional judgment.
• Displays the highest of ethical standards in maintaining the public’s confidence and strives for
the inclusion of the public, applicants, and staff.
Tools and Equipment Used
Personal computer, word processing and spreadsheet software, accounting software, telephone, 10-12
key calculator, electric typewriter, copy machine, fax machine, optical scanner, postage meter, state
elections database and all other equipment required to perform the duties and responsibilities of this
position.
Physical Demands
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the duties and responsibilities of this position.
While performing the duties of this job, the employee is frequently required to sit or stand, talk or listen
for extended periods of time. The employee is occasionally required to use hands to finger, handle or
feel objects, tools or controls; and reach with hands and arms. Specific vision abilities required by this
job include close vision and the ability to adjust focus.

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position if the
work is similar, related, or a logical assignment to the position.
The position description of the City Clerk does not constitute an employment agreement between the
employer and employee and is subject to change by the employer as the needs of the employer and
requirements of the job change. No individual City official has authority to enter an oral or written
promise or contract of employment with any individual or group of employees. The position of City Clerk
must be approved by a majority of the Common Council.

Approved by the Personnel Committee on 11-02-2022
By signing this document, I acknowledge that I fully understand my job duties and will carry them out as
assigned.
Print Name:
Signature:
Date:

To:

Personnel Committee

From:

Matt Wolf, City Administrator

Date:

October 28, 2022

Subject:

Police Union Contract 2023-2024

Discussion
We would like to review the proposed changes to the Police Union Contract that have been
tentatively agreed upon with the Police Union for 2023-2024. The current changes are as
follows:
1. The City Proposes the following for wage increases for PPPA:
a. 2023 – 5.2%
b. 2024 – 5.2%
2022
Start
After 6 Months
After 1 Year
After 2 Years
After 3 Years
After 5 Years

$
$
$
$
$
$

25.81
27.47
29.12
30.96
32.78
33.09

$
$
$
$
$
$

2023
5.2% Increase
27.15
28.90
30.63
32.57
34.48
34.81

2024
5.2% Increase
$
28.56
$
30.40
$
32.23
$
34.26
$
36.28
$
36.62

2. Employee Sergeant pay is increased by an additional $.5/hr starting in 2024.
3. Employee Investigator pay is increased $1/hr in 2023 and $1/hr in 2024.
4. Amend section 14.05 - Compensatory Time:
In lieu of overtime payment, employees may elect to earn and utilize
compensatory time for hours worked in excess of 80 hours in a two week pay
period with the following conditions.
Compensatory time earned will be paid at one and one half (1 ½) the regular
hourly rate of pay.
No more than 46 hours of Compensatory Time can be banked at any time.
Compensatory Time can only be utilized for up to two shifts, (maximum 23hrs)
during a 2-week pay period.

Compensatory time off will not be granted during a period of unusual manpower
need or if the granting of such time would unduly disrupt the operational needs of
the department as determined by the Chief of Police or his/her designee or cause
the usage of overtime to fill compensatory time off.
Compensatory Time must be submitted like vacation and cannot accrue for court
or training hours. All Compensation Time must be used by the end of the
calendar year and will not roll over into the next year. Unused Compensatory
time will be paid out in the last pay period of the year or at a time mutually agreed
upon.
5. Amend section 15.04 – K-9 Handlers shall receive an additional $200 in annual uniform
and equipment allowance.
6. Amend section 11.03 – All new employees starting on or after January 1, 2023, shall
accrue a maximum of 240 hours vacation.
7. Amend section 12.01 – Remove Good Friday as a holiday and add Veteran’s Day and
Martin Luther King Jr. Day. In addition, add a floating holiday for a total of three (3)
floating holidays. Bringing the total to 13 paid holidays.
8. Amend section 16.01 – All new employees starting on or after January 1, 2023, shall
accrue a maximum of 960 hours sick leave.
9. Edit section 13.01 to be Travel & Training –
Section 1: Whenever an employee is required by the Employer to attend training
sessions, workshops or law enforcement conferences, time so spent by the
employee shall be considered part of his/her normal work schedule. Travel time
to training shall not be considered part of an employee’s normal work schedule
until the amount travelled exceeds 30 miles from their place of departure or is
part of their normal day-to-day shift scheduled. However, any employee directed
and required by the Employer to use his/her personal vehicle for such purpose
shall be paid the current per mile reimbursement rate in effect for the State of
Wisconsin employees. If attendance at such sessions or any duties assigned by
the City requires that an employee be away from the City during normal
mealtimes, the employee shall be reimbursed as follows:
Breakfast:

up to fifteen dollars ($15.00) if the employee leaves the City
before 6:00 AM.

Lunch:

up to sixteen dollars ($16.00) if the employee leaves the City
before 10:00 AM and returns to the City after 2:00 PM.

Supper:

up to twenty-nine dollars ($29.00) if the employee returns
to the City after 7:00 PM.

The employee shall supply the Employer with a receipt for the cost of his/her meal(s) as
a prerequisite to obtaining such reimbursement. If the Employer is eligible for
reimbursement through the Department of Justice or other program sponsor at a rate
higher than shown above, the employee’s meal allowance shall be equal to the amount
for which the City is eligible for reimbursement.
Section 2: If the Employer requires the employee to be out of the City overnight, the
employee shall be reimbursed one hundred percent (100%) of his/her lodging expense
upon presentment of a voucher for such expense to the City.
Recommendation
Review and consider forwarding the contract with the Prescott Police Union for 2023-2024 to
the City Council for approval.
Attachments
1. Prescott Police Union Proposed Contract

LABOR AGREEMENT
Between

THE CITY OF PRESCOTT
and

THE PRESCOTT PROFESSIONAL POLICE
ASSOCIATION
of the

WISCONSIN PROFESSIONAL POLICE
ASSOCIATION
LAW ENFORCEMENT RELATIONS DIVISION
January 1, 2023 through December 31, 2024
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AGREEMENT
THIS AGREEMENT, made and entered into by the City of Prescott, hereinafter
referred to as the "Employer" and the Wisconsin Professional Police Association
(WPPA), representing the Prescott Professional Police Association, hereinafter referred
to as the "Association", has its purpose the establishment of wages, hours, conditions of
employment and the promotion of harmonious labor-management relations.

ARTICLE 1 - RECOGNITION AND DUES DEDUCTIONS
Section 1.01 - Recognition: The Employer hereby recognizes and acknowledges that the
Association is the exclusive representative in collective bargaining with the Employer for
all full-time police for the City of Prescott, except supervisory employees, with the intent
and the purpose of this Agreement being to:
a.
b.

Establish certain hours, wages, and other conditions of employment.
Establish procedures for the resolution of disputes concerning this
Agreement's interpretation and/or application.

Section 1.02 - Membership and Dues Deductions: No employee shall be required to join
the bargaining unit who apply consistent with either WPPA or Local Association
Constitution and By-Laws. No employee shall be denied membership because of race,
creed, color, sex or other legally protected class status. The Employer agrees to deduct
union dues in the amount certified by the WPPA/LEER from the pay of employees who
individually sign a dues deduction authorization form. In addition, the Local Association
may authorize local dues which shall be deducted in conjunction with WPPA/LEER dues.
The Employer shall deduct the combined dues amount each month for each employee
affirmatively consenting to such deduction and shall remit the total, with a list of
employees for whom such sums have been deducted, to the Union at the address
provided by the Union in one lump sum not later than the end of the calendar month. The
authorization to make dues deductions may be revoked by the individual officer, in
writing, to the Employer, the WPPA/LEER, or to the Local Association. If to the
Employer, the Employer shall promptly provide WPPNLEER and the Local Association
with a copy. It shall be WPPA/LEER's responsibility to obtain dues authorization forms
from new employees and provide them to the Employer no less than thirty (30) days prior
to the date in which dues deductions are to commence. It is expressly understood and
agreed that WPPA/LEER will refund to the Employer, or the employee involved any dues
erroneously deducted by the Employer and paid to WPPA/LEER and/or the Local
Association. WPPA/LEER shall indemnify and hold the employer harmless against any
and all claims, demands, suits orders, judgments or any other forms of liability against
Employer which may arise out of Employer's compliance with this Article.

ARTICLE 2 - MANAGEMENT RIGHTS
Section 2.01: The Employer retains the right to operate and manage its affairs in its sole
discretion. The rights, power and authority which the Employer has not modified by the
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Agreement, are retained solely by the Employer. Without limiting the foregoing, the
Employer expressly retains the right to direct the working forces; to plan, direct, and
control all of the operations and services of the Employer; to determine such methods,
means, organization, and number of personnel by which such operations and services of
the Employer are to be conducted; to assign and transfer employees; to schedule working
hours and to assign overtime; to hire, promote, demote, suspend, discipline, discharge or
other just cause; to change or eliminate existing methods, equipment, or facilities; and to
make and enforce reasonable rules and regulations. However, the exercise of any of the
above rights shall not conflict with any of the expressed written provision of the
Agreement.
Section 2.02: Nothing herein contained shall divest the Association from any of its rights
under Section 111.70 and 111.77, Wisconsin Statutes.
Section 2.03: All employees shall be paid via direct deposit to a bank designated by the
employee.

ARTICLE 3 - CONDITIONS OF EMPLOYMENT-PROBATION PERIOD
Section 3.01 - Probation: All new employees hired after January 1, 2023 shall be
covered under the provisions of this Agreement, but shall serve a one and a half year
probationary period, during which the employee may be discharged or disciplined
without recourse to any grievance procedure. The probationary period may be extended
for an additional six (6) months. During the probationary period or any extension thereof,
the employee shall have no rights under Article 5 or 6 of this Agreement or any rights
under any other Employer grievance processes or procedures for any discipline or
discharge actions. After successful completion of the probationary period, the employee
shall be placed on the seniority list and his/her seniority date, for the purpose of
bargaining unit seniority and benefits, shall be established based on the most recent
date of hire.

ARTICLE 4- PHYSICAL AND MENTAL REQUIREMENTS
Section 4.01: The Employer shall have the right at any time to require any employee to
submit to physical, medical, and psychological examination at the Employer's expense.
The Employer shall have the right to designate the personnel to conduct such
examination. In the event any such examination shows that the employee is not
physically or mentally fit, the employee may be laid off without loss of seniority until such
time as another physical or mental examination shows the employee to be fit to return to
work, but in no case for longer than twelve (12) months. In case of any dispute, the
employee may have a physical or mental examination conducted by a doctor of the
employee's own choosing at the employee's expense.

ARTICLE 5 - GRIEVANCE PROCEDURE
Section 5.01: Any dispute over the interpretation, application, or alleged violation of any
provisions of this contract by employees and/or their representatives shall be processed
in the following manner and sequence. Any grievance which is not discussed or filed with
the Employer within fourteen (14) working days of its known occurrence, or when it
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should have been known, shall not be considered a grievance.
a.

The employee originating the grievance shall discuss the matter with the
immediate supervisor under whom he/she is working; or he/she may
submit the grievance to the WPPA representative, who shall discuss the
matter with the immediate supervisor.

b.

If the issue is not resolved in Step (a) above, the employee shall
reduce his/her grievance to writing and sign same; then, the employee
or WPPA representative shall present the written grievance to the
Employer.

c.

Within seven (7) days from receipt of the written grievance by the
Employer, the WPPA representative and the employee representative of
the Employer shall meet to discuss the grievance. If the issue is resolved,
the settlement reached shall be noted in the written copy of the complaint
and the copy so completed shall be filed. Any grievance remaining
unsettled after having been cleared through Steps (a) through (c), shall
then be taken up between the Employer and the Association within three
(3) days. The time limitation in paragraph may be extended if either party
is not available to meet.

Section 5.02: Any grievance not resolved as a result of the above listed Steps shall then
be submitted to arbitration by either party as provided in Article 6 by this Agreement.

ARTICLE 6 - ARBITRATION
Section 6.01: Any grievance which cannot be adjusted by the procedure of Article 5 shall
be referred by either party hereto, within ten (10) days after the conference between the
Employer and the Association as set forth in Article 6, to the Wisconsin Employment
Relations Commission, which shall then appoint a staff member as arbitrator. Said
arbitrator shall then conduct hearings and receive testimony relative to the dispute or
misunderstanding submitted to them and render their decision in writing after the final
submission to them of the dispute. The expense of the arbitrator shall be divided equally
between and paid by the Employer and the Association. Should any party fail to comply
with the ward, the other party shall be permitted all economic recourse permitted by the
law.
Section 6.02: The arbitrator shall consider and decide only the specific issue(s)
submitted in writing by the Employer and Association and shall have no authority to
make a decision on any other issue not so submitted. The arbitrator shall be without
power to make decisions contrary to, or inconsistent with, or modify, or vary in anyway
the application of law, rules, or regulations having the force and effect of law, nor shall
the arbitrator have the authority to modify, add to, or delete from the express terms of
this Agreement.

ARTICLE 7 - MAINTENANCE OF STANDARDS AND PAST PRACTICES
Section 7.01: The Employer and Association agree that all conditions of employment
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relating to wages, hours, and working conditions shall be maintained at not less than the
highest standards in effect in the Employer's unit at the time of the signing of this
Agreement. However, this section shall not apply to inadvertent or bona fide errors made
by the parties if corrected within ninety (90) days of notification by the Association to the
Employer, or the converse.
Section 7.02: Nothing shall be deemed a past practice unless it meets each of the
following tests:
a. The practice has been consistently followed over a reasonable period of
time under the circumstances; and
b. The practice is generally known to be accepted by the parties hereto; and
c. The practice must not be in conflict with the terms and conditions of
this Agreement.

ARTICLE 8 - LEAVE OF ABSENCE
Section 8.01: Reasonable Leave of Absence may be granted to any employee in case of
sickness or other emergency. Leaves of Absence shall be in writing other than those
granted for sickness or accident. Temporary absence from duty because of Association
business shall be granted by the Employer without pay provided sufficient notice is given
to the Employer and provided that such absence will not unduly interfere with municipal
operations.
Section 8.02: Any employee desiring Leave of Absence from his/her employment shall
secure a written Leave signed by the employee and the Employer before taking a Leave of
Absence. The maximum Leave of Absence shall be for thirty (30) calendar days and may
be extended for like periods up to a total of three (3) months leave. Permission for
extension must be secured from both the Association and the Employer. No leave time
benefits accrue during an unpaid Leave of Absence. Employees will be responsible for
100% of the premiums for health, dental, disability and life insurance beginning the first
day of the month following the first day of the unpaid leave of absence. All accrued
vacation time shall be used up prior to an unpaid, non-medical Leave of Absence and all
accrued vacation and sick time shall be used up prior to an unpaid medical Leave of
Absence.
Section 8.03: All employees shall be covered by Worker's compensation insurance as
allowed by Wisconsin State law. In the event an employee suffers compensatory injury or
illness in the course of performing their duties, they shall be allowed to use sick time
and/or vacation time to supplement the difference between Worker's compensation pay
and their normal scheduled hours. They shall continue to accrue full benefits allowed
under the contract as if working during this time, not to exceed 6 months. When the
employee exhausts all benefits they shall receive the Worker's Compensation check
only and the continued payment of health insurance or payment in lieu of health
insurance for the first six (6) months. Employee will be responsible for payment of their
portion of premium payment.
Section 8.04: Any employee going on Leave of Absence, as provided for in this Article shall
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be required to make his/her own arrangements for payment of his/her Association dues that
employee has agreed to pay.

ARTICLE 9 - DISCIPLINE & DISCHARGE FOR NON-PROBATIONARY
EMPLOYEES
Section 9.01 - Disciplinary Action: For purposed of this entire Article 9, employee shall
only refer to a non-probationary employee, which mean and employee not subject to a
probationary period under this agreement. It is the Employer's responsibility to offer and
provide reasonable training and supervision, and to establish reasonable work rules.
Disciplinary action may only be imposed on an employee for failing to fulfill his/her
responsibilities as an employee. Any disciplinary action, or measure imposed upon an
employee may be appealed through the regular Grievance Procedure.
Section 9.02 - Just Cause Notification: Employees shall not be disciplined or discharged
without cause. If the Employer feels there is just cause for suspension or discharge, the
employee and the WPPA representative shall be notified in writing as soon as practical
but no later than 72 hours following the discharge or suspension, that the employee has
been discharged or suspended and the reason(s) therefore.
Section 9.03 - Procedure: The normal procedure for discipline and/or discharge shall
include only the following:
a.
b.
c.
d.

Oral Reprimand
Written Warning
Suspension
Discharge

The number of written warnings and the length of suspension shall be determined by the
Employer in accordance with the gravity of the violations, misconduct, or dereliction
involved; taking into consideration that such steps are intended as corrective measures.
Section 9.04 - Personnel Records: Personnel records, including warnings, and
disciplinary measures shall be dated. Employees may request to see their own
personnel record and reasonable access to the same shall be made available.

ARTICLE 10 - SENIORITY
Section 10.01: Seniority rights for employees shall prevail in all matters of employment
in this Agreement except or unless it is specifically noted in any Article or Section. For
determination of seniority rights, the rule shall be that the longest serving employee with
respect to his/her employment with the Employer in the bargaining unit, as defined in
Section 2, is the senior employee and has seniority over anyone his/her junior who is
hired after he/she was, as defined in Section 10.02. This shall continue down the list
with the above interpretation. Therefore, any place in this Agreement that seniority is
mentioned, unless qualified, it shall mean the oldest employee of the Employer in
respect to the length of employment with the Employer in the bargaining unit. Where no
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specific mention is made of seniority or any qualifications, seniority shall prevail with the
above meaning. It is also understood that should any employee leave the bargaining unit
for any reason, other than that which is granted in Section 8.02, entitled "LEAVE OF
ABSENCE"; he/she shall lose all seniority accumulated to date.
Section 10.02: Seniority is the period of continuous employment of an employee by the
Employer commencing with the first hour and date of work and including time for
vacations, leave of absence, military service as prescribed by law or other mutual
agreement, illness and accident.
Section 10.03: No employee shall have seniority rights until after the completion of the
probationary period set forth in Section 3.01.
Section 10.04: The period of seniority shall commence with and be continuous from the
first hour-and date of employment. Should two or more employees be employed the
same date and hour, then seniority shall be determined by arranging said employees or
group of employees in alphabetical order on the seniority list starting with the last name
and then the first name. The period of seniority of an employee shall be forfeited if:
a.
b.
c.
d.

The employee is laid off and not re-employed within one (1) year
from date of layoff.
The employee leaves the employment of the Employer of his/her own volition.
The employee is discharged.
The employee, after having been laid off, fails to notify the Employer within
forty-eight

(48) hours after delivery of notice of work to him/her whether or not he/she will return to
work; or, if the employee, after notifying the Employer that he/she will return to work, fails to
return to work within five (5) days from the date of delivery of Employer's notice. A letter
posted by registered mail with a return receipt to the employee's last known address
according to the Employer's records, shall be sufficient notice. An employee shall not forfeit
his/her seniority, nor be subject to discharge if, having been laid off, he/she refuses within
forty-eight (48) hours after receipt of work notice if the Employer's offer to work is less than
three (3) weeks duration. No employee may refuse temporary work if he/she is
unemployed.
Section 10.05: In filling vacancies, making promotions, or creating new jobs within the
unit, qualified employees with the most seniority shall be given preference. The Employer
shall post the qualifications at the time of posting.
Section 10.06: When layoffs are necessary, those employees with the least seniority
shall be laid off first, provided those employees retained are capable of carrying on the
operations and services of the Employer. When employees are called back to work,
those employees having the greatest seniority shall be recalled first, providing they,
together with those on the job, are capable of carrying on the Employers usual operations
and services. When layoffs are necessary, and in order to adhere to the seniority
provision as provided herein, employees will be given an opportunity to bump into jobs
for which they are then qualified and displace employees with less seniority.
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Section 10.07: All job openings shall be posted at least five (5) days. It is agreed that when
employees bid on a job and then are selected for that job, they shall be considered
probationary employees in the new job unless otherwise agreed to between the Association
and the Employer. The employee shall serve a year and a half (1 ½) qualification period
during which time he/she may request voluntary retrocession or may be disqualified by the
Employer. In either event, the employee shall be returned to the position he/she held
previously. Disqualification by the Employer is subject to the grievance procedure. If the
employee has completed his/her initial probationary period under Article 3 of this
Agreement.
Section 10.08 - Seniority List: The Employer shall compile and deliver to the Association
a list of all employees covered by this Agreement and their respective dates of
employment and job classifications. This list shall be revised yearly or more often if
requested. Any dispute over seniority shall be settled between the Employer and the
Association.

ARTICLE 11 - VACATIONS
Section 11.01: All employees shall be entitled to and receive vacation and vacation pay,
which shall be earned based on full-time employment as follows:
Vacation pay shall be at the employee's regular rate of pay for each hour of vacation.
Hire Date
On 1st, 2nd and 3rd anniversary dates:
On the 4th and 5th anniversary dates:
On the 6th and 7th anniversary dates:
On the 8th and 9th anniversary dates:
On the 10th and 11th anniversary dates:
On the 12thand 13th anniversary dates:
On the 14th thru 18th anniversary dates:
On the 19th thru 23rd anniversary dates:
On the 24th and all remaining anniversary dates:

1.54hrs per 2-week pay period
3.08hrs per 2-week pay period
4.62hrs per 2-week pay period
4.92hrs per 2-week pay period
5.23hrs per 2-week pay period
5.54hrs per 2-week pay period
5.85hrs per 2-week pay period
6.15hrs per 2-week pay period
7.69hrs per 2-week pay period
9.23hrs/2-week pay period

Section 11.02: Not withstanding anything to the contrary in this Article, any employee
who is absent due to injury and/or sickness compensable by Worker's Compensation
from this Employer, shall be given credit for such time not worked for the purpose of
receiving any or all vacation pay for the period of such disability, not to exceed six
months from the date of occurrence.
Section 11.03: Employees shall earn vacation for each pay period worked. Employees
that started before January 1, 2023 they may accrue vacation up to a maximum of two
(2) times the annual vacation amount entitled to by the employee. Employees that
started on or after January 1, 2023 they shall accumulate up to a maximum of 240
hours of vacation. For purposes of this Section, all time paid shall be considered time
worked.
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Section 11.04: All vacations earned must be taken by employees and no employee shall
be entitled to vacation pay in lieu of vacation except, however, any employee who has
quit, been discharged, or laid off shall be paid for the unused portion of earned vacation.
Section 11.05 - Selection: Preference in selection of vacation time when selected at least six
months in advance shall be granted based on seniority. Vacation requests less than six months,
but more than three months shall be posted for all members to see. If after being posted one
week and no one with higher seniority requests those days off it shall be granted subject to the
provisions below. Requests less than three months shall be granted on a first requested, first
granted basis subject to the provisions below. Such schedules will not interfere with the
Employers operations and services. Vacations are subject to approval by the Employer, which
approval shall not be unreasonably withheld, in accordance with the needs of the Employer.
In the event the Employer requests an employee to change a previously scheduled vacation, he
must give such employee at least ten (10) days' notice. In lieu thereof, the employee will be
granted his/her vacation as scheduled except in emergencies.

ARTICLE 12 - HOLIDAYS
Section 12.01: The following shall be recognized as holidays for purposes of this Agreement:
New Year's Day, Martin Luther King Jr. Day, Memorial Day, Independence Day, Labor Day,
Veteran’s Day, Thanksgiving Day, Day After Thanksgiving, December 24th, and December
25th. In addition to these eight (10) holidays, each employee receives three (3) floating
holidays per year for a total of thirteen (13) paid holidays. Floating holidays are non-cumulative
and cannot be carried over from one year to the next. Floating holidays must be used by the
employee and the employee cannot take holiday pay in lieu of the time off. The floating
holidays may be selected by the employee with at least one (1) days' notice. Patrol Officers
shall receive eleven and one half (11 ½ ) hours of pay for holidays as long as any absences
during the pay period are excused. Patrol Officers that work on a holiday listed above may
elect to receive eleven and one-half (11 ½ ) hours of time off in lieu of holiday pay. The time
off must be used within the 2 week pay period in which the holiday falls contingent upon
staffing being available to fill the shifts.

ARTICLE 13 -TRAVEL & TRAINING
Section 13.01: Whenever an employee is required by the Employer to attend training
sessions, workshops or law enforcement conferences, time so spent by the employee shall be
considered part of his/her normal work schedule. Travel time to training shall not be
considered part of an employee’s normal work schedule until the amount travelled exceeds 60
miles from the Prescott Police Department (1601 Pine Street) or is part of their normal day-today shift scheduled. However, any employee directed and required by the Employer to use
his/her personal vehicle for such purpose shall be paid the current per mile reimbursement
rate in effect for the State of Wisconsin employees. If attendance at such sessions or any
duties assigned by the City requires that an employee be away from the City during normal
mealtimes, the employee shall be reimbursed as follows:
•

Breakfast: up to fifteen dollars ($15.00) if the employee leaves the City before 6:00 AM.

9

•

Lunch: up to sixteen dollars ($16.00) if the employee leaves the City before 10:00 AM and returns to
the City after 2:00 PM.

•

Supper: up to twenty-nine dollars ($29.00) if the employee returns to the City after 7:00 PM.

The employee shall supply the Employer with a receipt for the cost of his/her meal(s) as a
prerequisite to obtaining such reimbursement. If the Employer is eligible for reimbursement
through the Department of Justice or other program sponsor at a rate higher than shown
above, the employee’s meal allowance shall be equal to the amount for which the City is
eligible for reimbursement.
Section 13.02: If the Employer requires the employee to be out of the City overnight, the
employee shall be reimbursed one hundred percent (100%) of his/her lodging expense upon
presentment of a voucher for such expense to the City.

ARTICLE 14 - HOURS OF WORK AND OVERTIME
Section 14.01: Work Week: The work period shall be based upon eighty (80) hours per 2week pay period and worked in accordance with the work schedule prepared by the Chief.
Overtime shall be paid at the rate of pay and one-half (1/2) the employee's rate of pay for all
hours more than 80 hours worked within a 2-week pay period. In calculating the 80 hours and
overtime pay all sick time taken, approved vacation time, court hours, training hours and
approved comprehensive time within the 2-week period will be included. No overtime shall be
paid for work under the eighty (80) hours.
Section 14.02 - Shift Extension: If an Officer's shift is extended and such extension is
approved by the Chief or the Chiefs designee, the Officer shall be paid at the rate of time
and one-half (1 1/2) from the beginning of the shift extension.
Section 14.03 - Recall: Officers shall be paid a minimum of two hours at the rate of pay
and one-half (1 1/2) if called out during unscheduled hours and when reporting to work for
mandatory meetings, conferences, court appearances, workshops, training and mandatory
firearm qualification, provided the work is outside normal scheduled hours.
Section 14.04: The Chief, at his/her discretion may fill open shifts with full- time or part
time officers, for the duration of the eleven and one-half (11 1/2) hours workd a y and the
seven (7) in fourteen (14) work schedule. If the aforementioned schedule is discontinued
by the City of Prescott, all available overtime shall be offered to full-time employees prior to
part-time employees.
Section 14.05 - Compensatory Time: In lieu of overtime payment, employees may elect to earn
and utilize compensatory time for hours worked in excess of 80 hours in a two week pay period
with the following conditions.
Compensatory time earned will be paid at one and one half (1 ½) the regular hourly rate of pay.
No more than 46 hours of Compensatory Time can be banked at any time. Compensatory Time
can only be utilized for up to two shifts, (maximum 23hrs) during a 2-week pay period.
Compensatory time off will not be granted during a period of unusual manpower need or if the
granting of such time would unduly disrupt the operational needs of the department as
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determined by the Chief of Police or his/her designee or cause the usage of overtime to fill
compensatory time off.
Compensatory Time must be submitted like vacation and cannot accrue for court or training
hours. All Compensation Time must be used by the end of the calendar year and will not roll
over into the next year. Unused Compensatory time will be paid out in the last pay period of the
year or at a time mutually agreed upon.

Article 15 – CLOTHING
Section 15.01 – Uniforms: The City of Prescott agrees to provide uniforms, equipment, quality
weapons, body armor, appropriate cold weather gear, and appropriate footwear to all full-time
officers upon hire. Uniforms and equipment shall be replaced by the employee when those items
become torn, frayed, or show visible wear and tear, or as directed by the Chief of Police, or his
designee. The City will maintain high standards of professional appearance and safety for the
officers. An annual uniform and equipment allowance of $500 will be granted for each full-time
officer.
Section 15.02 - Equipment: Ballistic vests, department issued flashlights, handcuffs and
weapons will continue to be replaced as needed by the City of Prescott and do not come out of
the employee's uniform allowance. Uniforms, footwear, appropriate cold weather gear, and
equipment shall be replaced using the officers uniform allowance. Officers may choose to
purchase a different type of ballistic carrier other than what is issued by the City. Those
carriers shall be purchased by the employee, at the employee's expense and shall be
approved by the employer prior to purchase. Employee may use uniform allowance money to
purchase a different carrier.
Should an employee use the totality of their uniform allowance issued for the year, they shall
replace any items needing so, at their own expense. All equipment, uniforms, ballistic vests
purchased by the city at time of hire, excluding footwear shall be returned to the City at time of
separation of employment. This includes any items having been replaced using the employee
uniform allowance, originally issued by the City
New Employee Uniform allowance cannot be utilized until after the new employee has
completed FTO and has 6 months of employment.
Section 15.03 - Definitions:

• Uniforms are defined as duty pants, duty shirts (both long and short sleeve).
• Appropriate cold weather gear will be defined as jacket system, gloves, hat.
• Equipment will be defined as duty belt (inner and outer) and all accessories attached
to it provided by the City at the time of hire.
• Footwear shall be defined as boots or shoes like those provided at time of hire.
• Weapons shall be defined as department issued firearms, tasers, baton, OC spray
Section 15.04 – K-9 Officer: K-9 handlers shall receive an additional $200 in annual uniform and
equipment allowance.
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ARTICLE 16 - SICK LEAVE
Section 16.01: This Article shall cover leaves caused by illness and accident. All
employees shall earn Sick Leave at the rate of eight (8) hours per calendar month worked.
Such Sick Leave accumulated under prior Agreements shall carry over into this Agreement
and shall continue to accumulate from month to month up to a maximum of one-thousand
two hundred and eighty (1280) hours for employees that started before January 1, 2023. All
employees that started on or after January 1, 2023 shall accumulate up to a maximum of 960
hours of Sick Leave. Sick Leave compensation shall commence from the first day of
absence due to injury or illness at the employee's regular rate of pay. For purposes of this
section, all time paid shall be considered time worked. The provisions of this Article shall
not cover injuries received while in the gainful employment of other employers.
Section 16.02: Sick Leave means accrued increments of compensated leave provided by
an employer to an employee as a benefit of the employment for use by the employee
during an absence from the employment for any of the following reasons:

A. The employee is unable to perform his or her duties due to illness, injury
or a medical condition of the employee or family member.
B. The absence is for the purpose of obtaining professional diagnosis or treatment
for a medical condition of the employee.
C. The absence is for medical reasons of the employee, such as pregnancy or
obtaining a physical examination. The Employer may request an employee to
have a doctor's examination at the Employer's expense.
Section 16.03 Retirement: Full-time employee who retire pursuant to the Wisconsin
Retirement System standards shall be paid an amount equal to sixty (60) percent of 1280
hours accumulated sick leave remaining in his/her account at the time of retirement at
his/her current rate of pay up to a maximum of 768 hours

ARTICLE 17 - HEALTH AND WELFARE
Section 17.01:
1. After thirty (30) days of employment the Employer agrees to cover all of its full-time
employees covered by this Agreement and their dependents under a group health
plan. The Group Health Plan shall be a high deductible health plan. A change from the
present health plan may be made if substantially equivalent benefits are maintained.
Employee portion of health insurance premiums shall be as described in Appendix A.
The Employer will provide a short-term and long- term disability insurance policy for
each employee.
Employer shall pay for the short-term disability policy and the Employee shall pay for
one-half (1/2) of the cost of the long-term disability policy.
2. Health Savings Account: The City will provide a Health Savings Account for each
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employee who participates in the Group Health Plan described in Section 19.01 (a) of
this Article. The city shall contribute two hundred and fifty dollars ($250) on or before
January 15th, April 15th, July 15th and October 15th of each year to an annual
maximum of one thousand ($1,000) for each employee receiving single coverage
and five hundred dollars ($500) on or before January 15th, April 15th, July 15th and
October 15th of each year to an annual maximum of two-thousand dollars for each
employee receiving family, employee/spouse or employee/children coverage.
3. Health Reimbursement Account: The City will provide a Health Reimbursement
Account for each employee who participates in the Group Health Plan described in
Section 17.01(1). The City shall contribute two thousand one hundred fifty ($2,150)
for each employee receiving single coverage and four thousand three hundred
dollars ($4,300) for each employee receiving family, employee/spouse or
employee/children coverage and the employee is required to submit a payment
form and explanation of benefits documentation to the HRA provider. The HRA
provider will deposit into the employee's personal checking account payment for
covered medical and/or drug expenses. Each subsequent year an amount for the
Health Reimbursement Account contribution will be set as part of the budget
process.
4. Payment in lieu of Health Insurance: Payment in lieu of health insurance is offered
to employees working full-time (40 hours a week) and eligible for health insurance
coverage by the City. The City will offer a $400 monthly payment in lieu of health
insurance for an employee eligible for employee/spouse coverage or family
coverage and elects to have no coverage from the City because the employee and
dependents have insurance provided by their spouse's employment. The City will
offer a $200 monthly payment in lieu of health insurance for an employee eligible
for employee/spouse coverage and elects to have a single policy covering only the
employee and the employee's spouse has coverage provided by their employer.
To be eligible for payment in lieu of health insurance, employees must provide
proof of health insurance from their spouse's employer.
Employees must notify the Employer immediately if they no longer have health
coverage from their spouse. Each year during open enrollment, full-time employees
may decide to have health insurance coverage or accept a payment in lieu of
health insurance. If any employee has a life changing event (i.e. marriage, divorce,
death, birth) that changes their health insurance coverage, the employee may
decide to have health insurance coverage or accept a payment in lieu of health
insurance. If an employee has a life changing event that changes their health
insurance coverage and the employee elects to receive a payment in lieu of health
insurance, the payment in lieu of health insurance will commence the first of the
month following thirty (30) days from the life changing event. If an employee has
already received a contribution to the Health Savings Account, the payment in lieu
of health insurance will be reduced by an amount equal to the pro-rated portion of
the contribution received. If an employee elected to receive a payment in lieu of
health insurance and has a life changing event that changes their health insurance
coverage and the employee elects to have health insurance and cancel the
payment in lieu of health insurance mid- year, the payment in lieu of health
insurance will stop the same month that you received health insurance coverage.
The Health Savings Account deposit will be prorated based on the date the
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insurance coverage begins. Employees must notify Employer if spousal health
coverage changes.
Section 17.02 - Dental: After thirty (30) days of employment the Employer agrees to offer all
of its full-time employees covered by this Agreement and their dependents a Dental Plan
mutually agreed upon by the employees and the City of Prescott. The employee(s) shall
contribute toward the cost of the plan. The Employer shall contribute one-half (1/2) of the
cost of a single plan toward either the single or family plan premium.
Section 17.03: If an employee is absent due to injury on the job of the Employer, the
Employer shall continue to pay the required contributions until such employee returns to
work; however, such contributions shall not be required for a period of more than twelve
(12) months beyond the month of the injury.
Section 17.04: If an employee is laid off, a contribution shall be made by the Employer for
the full month in which the layoff occurred.
Section 17.05: Upon termination, layoff, death, or off-the-job illness or injury, employees
may remain in the group health plan according to the provisions of C.O.B.R.A. The
Employer shall notify the employee of the premium amount and due date and it shall be
the employee's responsibility to submit premium payments each month. Late payment of
the premium may terminate insurance.
Section 17.06: Should the Employer become delinquent in its contributions to the
insurance stated above, the Employer shall be liable to its employees for all claims that
arise during the period of delinquency up to the limit that the group health plan would have
covered.

ARTICLE 18 - INSPECTION PRIVILEGES
Section 18.01: Association business may be conducted by employees during work hours
as long as it does not interfere with City of Prescott or Prescott Police Department
business. Association members shall not be paid while conducting Association business if
they are not already on their assigned time of duty.
Section 18.02: Association meetings or meetings with employee's representatives for the
purposes of collective bargaining or adjusting grievances may be attended by employees
during work hours as long as it does not interfere with City of Prescott or Prescott Police
Department business.

ARTICLE 19 - SEPARATION OF EMPLOYMENT
Section 19.01: Upon separation of employment, the Employer shall pay all money due to
the employee on the payday following such separation. All property of the Employer
issued to the employee shall be returned to the Employer prior to the employee receiving
his/her final pay. The cost of replacing any such property of the Employer not returned
may be deducted from the employee's final pay.
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ARTICLE 20 - JURY AND WITNESS DUTY
Section 20.01: An employee who responds to a call for jury duty under subpoena involving
his/her Employer shall receive his/her minimum guaranteed weekly wage minus the
amount of compensation received for such jury duty or as witness fees if the amount
thereof is less than the amount, he/she would have received while performing his/her
regular duties, provided such employee:
1.

Gives prior notice thereof to the Employer.

2.

Furnishes the Employer with satisfactory evidence of his/her call for jury duty
or as a witness under subpoena involving his/her Employer. This provision
shall be subject to and modified by the provisions of Article 14.

ARTICLE 21 - FUNERAL LEAVE
Section 21.01: In case of death in the employee's immediate family (i.e. spouse, mother,
father, sister, brother, children, grandparents, grandchildren, step-mother, step-father,
step-sister, step- brother, step- children, step-grandparents, step-grandchildren, or life
partner), the Employer shall grant such employee three (3) days off with full pay. In case
of death in the employee's spouse's immediate family (i.e. mother-in-law, father-in-law,
sister-in-law, brother-in-law, or any relative residing with the employee in the same house)
the Employer shall grant such employee two (2) days off with full pay. In all cases the
employee shall immediately notify the Employer of any absence. Funeral Leave shall not
be paid if an employee is on his/her vacation, or if such day is a paid holiday, however
employees may use sick or vacation time for Funeral Leave in addition to Funeral Leave if
such additional time is needed because of traveling, etc. The Employer may grant
additional paid for funeral leave on a non-discriminatory basis.

ARTICLE 22 - SEPARABILITY AND SAVINGS CLAUSE
Section 22.01: If any Article or Section of this Contract, or if any Rider thereto should be
held invalid by operation of labor by any tribunal or competent jurisdiction, or if compliance
with or enforcement of any Article or Section should be restrained by such tribunal pending
a final determination as to its validity, the remainder of this Contract and of any Rider
thereto, or the application of such Article or Section to persons or circumstances other than
those as to which it has been held invalid or as to which compliance with or enforcement of
has been restrained, shall not be affected thereby.
In any event that any Article or Section is held invalid, or enforcement of or compliance
with any Article or Section, has been restrained as above set forth, the bargaining
negotiations upon the request of such Association for the purpose of arriving at a mutually
satisfactory replacement for such Article or Section during the period of invalidity or
restraint. If the parties do not agree on a mutually satisfactory replacement, either party
shall be permitted all legal or economic recourse in support of its demands. notwithstanding
any provisions in this Contract to the contrary.
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ARTICLE 23 - PENSION PLAN
Section 23.01: The Employer agrees to maintain the present Wisconsin Retirement Fund
Program. Payment shall be as noted in Appendix A. Participation in the Wisconsin
Retirement System shall be according to the rules of the Wisconsin Retirement System.

ARTICLE 24 - PERFORMANCE: REQUIREMENTS
Section 24.01: All employees must comply with all Ordinances, laws, and regulations in
existence during the term of this Agreement with the exception that residency within the
city limits of Prescott or the State of Wisconsin is not required. Strict adherence to all rules
of conduct, and the terms of the Police Department policy manuals is required. Nothing
contained in this Agreement shall be interpreted to require either the Association or the
Employer to act in defiance of Local, State, or Federal law. It is agreed that this
Agreement shall be modified in respect to any or all parties to the extent necessary to
comply with the law.

ARTICLE 25 - K9 UNIT
Section 25.01 The City of Prescott shall have a K9 unit who will serve as a Patrol Officer.
The K9 Unit must abide by Policy 309 in the Prescott Police Department Policy Manual
(Policy Manual) and the Memorandum of Agreement (MOA) between the City of Prescott
and Prescott Professional Police Association. If there are any differences or discrepancies
between this Labor Agreement and the Policy Manual or MOA then the K9 unit will abide
by the policies set in the Policy Manual or MOA over those found in the Labor Agreement.

ARTICLE 26 - LATERAL TRANSFER
Section 26.01 For newly hired employees with 1 year or more law enforcement
experience, upon hire, the City of Prescott reserves the right to place such employee on
the pay grid based on their years of service. Lateral transfers can be placed at the pay
rate in accordance with their years of service, as well as vacation accrual at the rate in
accordance with their years of service. Seniority does not apply to lateral transfers. Those
wishing to utilize the lateral transfer application process, must be current full-time officers
in good standing with their department.

ARTICLE 27 - DURATION
Section 27.01: This Agreement shall be in full force and effect from January 1, 2023 up to
and including December 31, 2024 and shall continue in full force and effect from year to
year thereafter unless written notice of desire to cancel or terminate the Agreement is
served by either party upon the other at least sixty (60) days prior to date of expiration.
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Section 27.02: It is further provided that where no such cancellation or termination notice is
served, and the parties desire to continue said Agreement, but also desire to negotiate
changes or revisions in this Agreement, either party may serve upon the other a notice.
Section 27.03: The Employer and the Association shall commence negotiation prior to the
expiration of this Agreement. Revisions agreed upon or ordered shall be effective of
January 1, 2023 or January 1 of any subsequent contract year. The respective parties
shall be permitted all legal or economic recourse to support their request for revisions if
the parties fail to agree thereon.
Section 27.04: The City and the Association agree to use mutually agreed upon municipalities
with populations between 3,000 and 12,000 within a 50-mile radius for hourly wage
comparisons in subsequent labor contract discussions. The parties will use the latest US
Census Bureau population estimates available as of the first negotiating session. Cities that
contract out their police services will not be included in the comparison.
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Dated this

day of

, 2022.

Wisconsin Professional
Police Association
WPPA/LEER

City of Prescott

Business Agent

Mayor

Union President

City Administrator
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APPENDIX A
Wages and Classifications

2022
Start
After 6 Months
After 1 Year
After 2 Years
After 3 Years
After 5 Years

$
$
$
$
$
$

25.81
27.47
29.12
30.96
32.78
33.09

$
$
$
$
$
$

2023
5.2% Increase
27.15
28.90
30.63
32.57
34.48
34.81

2024
5.2% Increase
$
28.56
$
30.40
$
32.23
$
34.26
$
36.28
$
36.62

1. Employees appointed as Patrol Sergeants shall receive additional compensation of
$2.00 per hour. This shall be increased to $2.50 per hour starting in 2024.
2. Employees appointed as Investigators shall receive an additional compensation of
$1.00 per hour for 2023, which shall be increased to an additional $1.00 per hour for a
total of $2.00 per hour for 2024.
3. Employees acting as FTO shall receive additional compensation of $1.00 per hour for
all hours actively training.
Retirement Contributions for Employees

Retirement Contributions Employees shall be the annual rate as set by the Wisconsin
Retirement System for 2023 and 2024. All police officers hired after January 1, 2012, shall pay
the percentage to the State retirement system that is required under state law.
Health Insurance Contributions for Employees

Contribution Amounts for 2023 and 2024 shall be 16%.
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