PERSONNEL COMMITTEE AGENDA
November 17, 2021
5:00 PM
MUNICIPAL BUILDING
800 BORNER ST
PRESCOTT, WI 54021

1.
2.
3.
4.

Call to Order
Roll Call
Approve Minutes for September 9, 2021
Closed session per Wisconsin State Statute 19.85 (1)(c) Considering employment,
promotion, compensation, or performance evaluation data of any public employee
over which the governmental body has jurisdiction or exercises responsibility –
Job Performance Goals and Objectives Discussion
5. Return to Open Session
6. Act on Items Discussed in Closed Session
7. Compensation Study and Prescott Employee Handbook Proposal
8. SRO Discussion
9. Prescott Professional Police Association Contract
10. Other Business
11. Adjourn

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
SEPTEMBER 9, 2021 PERSONNEL COMMITTEE
Pursuant to due call and notice thereof, a meeting of Personnel Committee was held Thursday,
September 9, 2021 800 Borner St., Prescott, WI 54021.
Call to order/Roll Call: Meeting was called to order by Chair Maureen Otwell. Members present were
Robert Daugherty and Dar Hintz. Also, present Mayor David Hovel and City Administrator Matt Wolf
Hintz/Daugherty motioned to go into closed session per Wisconsin Stats. 19.85 (1) (c) Considering
employment, promotion, compensation, or performance evaluation data of any public employee over
which the governmental body has jurisdiction or exercise responsibility –goals and objectives for
employee performance related to the City Administrator passed unanimously via vote.
Hintz/Daugherty motioned to come out of closed session passed without a negative vote.
Goals and objectives as related to the City Administrator performance shall be created for the 3-month
check-in of the City Administrator evaluation.
The Personnel Committee discussed new positions that were being requested as part of the 2022
budget. Positions will be further discussed at the October 6 Budget Workshop with the Finance
Committee.
City Administrator Wolf discussed the idea of a compensation study for 2022. The goal would be to get
a standardized performance-based salary system, update the employee handbook and look at overall
employee benefits as they compare to like sized cities compared to Prescott. The Personnel Committee
discuss the idea.
Daugherty/Hintz motioned to approve a quote be put together to be considered for the 2022 budget
without a negative vote.
Daugherty/Hintz motioned to adjourn passed without a negative voice vote.
Respectfully Submitted,

Matthew J. Wolf
City Administrator

To:

Personnel Committee

From:

Matt Wolf, City Administrator

Date:

November 12, 2021

Subject:

Compensation Study and Prescott Employee Handbook Proposal

Background
At the last Personnel Committee on September 9, 2021 a discussion was had on conducting a
Compensation Study to determine if employee pay and benefits are meeting market standards
with communities similar in size. Currently the City of Prescott carries over $140,000 in liability
towards employee sick and vacation leave. Additionally, the current pay system within the City
does not offer any benefit for experience or longevity. Finally, the City of Prescott Employee
Handbook was adopted in 1995 and has not had any major revisions or an update since 2014.
Discussion
Currently the City works with JA Counter for benefit administration (i.e. Health Insurance).
Staff reached out to JA Counter for a proposal to conduct a wage and benefit comparison and
look at reviewing and updating the City of Prescott’s Employee Handbook. JA Counter
conducted a comprehensive wage and non-wage benefit comparison in 2017, however that
study did not result in changes to the employee pay, benefits or the handbook.
The goal of the study is to determine where the City of Prescott currently ranks in the market
compared to like sized communities as an employer of choice. The study will specifically look
at communities within a 65-mile radius and a population within 2,000 of the City of Prescott.
With those standards set JA Counter and staff is proposing the following communities to study:
City
St. Paul Park, MN
Ellsworth, WI
North Hudson, WI
Cannon Falls, MN
Somerset, WI
Lake City, MN
Rockford, MN

Population
5,356
3,280
3,796
4,054
2,789
5,261
4,551

Distance from Prescott
13.4 Miles
17.1 Miles
19.7 Miles
22. 5 Miles
31.4 Miles
38.4 Miles
62.1 Miles

In discussions with JA Counter, it is recommended that organizations review their employee
handbooks every two years. To make sure that applicable laws or policies are adhered to and
met. Since the Employee Handbook has not had a major revision since 2014, staff requested
to include in their proposal a review and update to the Prescott Employee Handbook.

In total JA Counter is proposing $3,500 in fees for completing the work with a breakdown of:
Update and expand (as outlined above) the 2017 Wage and Benefit Comparison

$2,000.00

Review, revise and update the City of Prescott’s Employee Handbook

$1,500.00

Currently the cost for completing the work has been included in the 2022 budget. After the
report is finished the findings will be reported to the Personnel Committee to discuss possible
next steps that need to be taken based on the results. Current proposed timeline is to have
the work complete by the beginning of May 2022.
Recommendation
Approve the JA Counter proposal for services to compete a wage and benefit comparison
study and employee handbook review, revision, and update for a total cost of $3,500.
Attachments
JA Counter Proposal for Services
Current City of Prescott Employee Handbook

One Source | Complete Coverage
Personal
Business
Brokerage

HR COUNTS PROPOSAL FOR SERVICES

City of Prescott, WI

OCTOBER 27, 2021

1477 South Knowles Avenue
New Richmond, WI 54017
715-246-3811 / 800-334-9252
jacounter.com

Prepared by:

One Source | Complete Coverage

GENERAL OVERVIEW
Our Commitment to Service
We at JA Counter welcome the opportunity to continue our partnership with the City of Prescott, WI by assisting
with the additional human resources needs and projects you have identified. As you know, partnering with an
outside human resources consultant is a great way to address your larger “time consuming projects” leaving you
with additional time to focus on the many daily aspects of both human resources needs and business in general.
As always, we will continue to treat your business like it’s our business and approach each project from the
perspective of a “hands-on” human resources practitioner.

JA Counter Service Team
Responsibility for the successful completion of this ongoing human resources partnership rests with Pete
Whiteneck, JA Counter’s HR Consultant. Pete’s extensive experience in all aspects of human resources, both as a
full-time practitioner and as a human resources consultant interacting with many other clients whose demands
are similar to yours, will continue to provide you with the additional resource you need to address your projects.

PROJECT IDENTIFICATION, SCOPE AND ASSOCIATED FEES:
Discovery meetings were held with Matt Wolf and Beth Lansing on September 20, 2021 and again on October
19, 2021. These meetings were for the purpose of exploring certain needs expressed by the City of Prescott
relative to their current employee compensation and benefits as well as the current status of the existing
employee handbook. The goal of the City of Prescott was to further understand their comparative status as an
area employer of choice. As a result of those meetings, the following is being proposed:
WAGE AND BENEFIT COMPARISON UPDATE AND EXPANSION:
In 2017, the City of Prescott requested a comprehensive wage and non-wage benefit comparison be completed.
The comparison involved cities of a similar population, organizational makeup, and within a certain geographical
relationship. The data was compiled and together with a high-level analysis was presented on May 24, 2017. For
the “update and expansion” project all the data found in the original comparison will be updated. In addition,
the following will be completed as part of the updated comparison:
•

•

•

•

Additional cities will be added to the comparison as per the request of the City of Prescott. Also, an
analysis will be completed to determine if the parameters of other cities, not part of the original
comparison, have changed enough to be included in the updated comparison.
If possible, based on the availability of job descriptions for the various positions within the cities
included in the comparison, a review and comparison of the applicable job descriptions will be
conducted. Should significant differences exist between job descriptions that information will be
addressed in the comparison and the analysis.
An analysis of the updated data will be completed with recommendations, if warranted, of any
significant differences found between the gathered data and the current wages and benefits being
provided by the City of Prescott.
Based on the wage data gathered, preliminary wage ranges, to the extent possible, will be developed for
all positions within the City of Prescott. These wage ranges will be deemed as a “starting point” for
discussion and development of final wage ranges by the City of Prescott. (It should be noted that the
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wage data gathered for the 2017 comparison indicated that only a few of the cities surveyed had formal
wage ranges in place for their various jobs.)
EMPLOYEE HANDBOOK REVIEW, REVISION AND UPDATE:
We recognize the important role your employee handbook plays within the organization. This is a key document
outlining employee expectations and responsibilities along with the employer obligations to employees. As such,
your employee handbook should contain the most up-to-date policies and procedures based on best practices
and legal requirements as well as reflecting your workplace culture. Although certain policies have been
updated or added periodically, the employee handbook has not been reviewed in its entirety since sometime in
2014. Most organizations will review and update their employee handbooks at least every two years or more
frequently depending on changes in applicable laws or polices specific to the organization. To review, revise, and
update your employee handbook the following will occur:
1.) A thorough review of your current employee handbook will be completed to establish questions,
concerns, and baselines for the many policies and procedures found in the employee handbook. This
first step will also involve the identification of important policies and procedures that may not currently
be found in your employee handbook.
2.) Following that initial review, a meeting will be scheduled with the appropriate City of Prescott personnel
to discuss the findings, concerns and recommendations from the initial review. This discussion will also
focus on any changes, ideas and workplace cultural inclusions the City of Prescott would like to
incorporate into the employee handbook.
3.) At this point in the review process any policies, procedures, and practices directly impacting the
employer-employee relationship not covered by the existing employee handbook will be explored so
they can be reviewed and incorporated into the employee handbook.
4.) From these joint discussions a first draft of the employee handbook will be created reflecting the
changes discussed. During the creation of the first draft additional questions or concerns may arise that
need to be discussed in which case a meeting will be scheduled prior to the completion of the first draft
to discuss these issues.
5.) A copy of the first draft will be provided to the City of Prescott. A second meeting will be scheduled to
review the draft and discuss any questions, concerns or changes on the part of the City of Prescott. All of
the discussion points from this meeting will be incorporated into a second draft of the employee
handbook.
6.) A second draft will be provided to the City of Prescott for their review and approval. At this point in the
process, it should only be necessary to make minor changes unless the City of Prescott wishes to add
additional language or sections not previously discussed.
7.) Following this final discussion and review, the final updated version of the employee handbook will be
delivered to the City of Prescott for final review, distribution and implementation throughout the
organization based on timing established by the City of Prescott.
For both projects, should the City of Prescott request, and based on participants availability, the consultant
will participate in a discussion/presentation of the new information in the wage and benefit comparison and
the updated employee handbook with the appropriate management team/governing board.
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Project Fees
Update and expand (as outlined above) the 2017 Wage and Benefit Comparison

$2,000.00

Review, revise and update the City of Prescott’s Employee Handbook

$1,500.00

Confidentiality
Neither JA Counter or the HR Counts Consultant assigned to this project will reveal to any person, company or
organization for any reason, without your prior consent, any proprietary information entrusted during the
duration of this project. The raw data results of the updated wage and benefit comparison, will be shared,
absent any analysis or recommendations, with the participants of the comparison. All HR Counts Consultant
notes taken during the duration of the project will remain the property of the HR Counts Consultant but will be
duplicated for Johnson Motors files as needed or requested.

Consultant Performance
Both parties understand there are no assurances or guarantees that the services provided will accomplish
specific financial objectives or other numerical goals desired by both parties. The services provided will utilize
human resources best practices and research materials, general training, development and learning principles
and practices, specific materials acquired relative to the subject matter, business experience and education, and
innovative thinking in order to maximize their effectiveness and your success.

Authorization
JA Counter is pleased to have the opportunity to help you with the identified human resources project as a
means to assist you in maintaining your status as a preferred employer within your industry as well as helping
you to maintain policies, practices, and procedures focused on best practices and associated legal requirements.
Please indicate acceptance of the terms of this proposal by signing below and returning one original. Thank you.

____________________________
City of Prescott

______________________________

______________________________
Title

______________________________
Title

______________________________
Date

______________________________
Date

JA Counter
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CITY
OF
PRESCOTT
Employee
Handbook
800 Borner Street
Prescott, Wisconsin 54021
(715) 262-5544
Adopted 03-27-1995
Amended 04-28-2008
Amended 07-27-2009
Amended 2-14-2011
Amended 5-9-2011
Amended 9-12-2011
Amended 12-26-2012
Amended 11-19-2014
Amended 01-01-2020

INTRODUCTION
This Employee Handbook is designed to acquaint you with the objectives, procedures and policies
of the City of Prescott. Only the Common Council may change or grant exceptions to the policies
in the handbook.
The Employee Handbook provides a framework of general information. It is not intended to list all
policies nor interpret how they might apply to individual situations. Whenever you need more
information on any topic, the Employee Handbook will direct you to the appropriate source.
Please keep your Employee Handbook in a convenient location, refer to it as a prime source of
information and update it as new materials are issued. Your comments suggestions and questions
regarding the information contained in the Employee Handbook are welcome and may be directed
to your department manager, the City Administrator, the Mayor, or Personnel Committee.
The policies in this handbook apply to all City employees receiving compensation from the City,
except where employees are covered by an existing labor agreement (in which case, the City
handbook shall be considered to be in effect unless it is found to be in conflict with the existing
labor agreement), or when state statues, or federal law have precedent. Should any provisions of
this handbook be declared illegal by a court of law, the balance shall remain intact.
This handbook is not a contract. A contract with an employee is only created if the contract is in
writing, approved by the Common Council and signed by its designee. Nothing contained in this
handbook shall imply, either implicitly, or explicitly that this is a contract between employer and
employee, nor is there any guarantee of employment on job tenure.
The City of Prescott intends for this handbook to serve as a guideline for present and future
employment policy in a consistent and unbiased manner for all persons employed by the City. This
handbook is intended to give a general overview of the policies, benefits, and procedures of the
City and serve as a general reference for all employees. The City reserves the right to amend or
modify this handbook.
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EQUAL EMPLOYMENT & MISSION
EQUAL EMPLOYMENT OPPORTUNITY POLICY
The City is committed to providing equal employment opportunity in all terms, conditions or
privileges of employment, including but not limited to: recruitment, certification, selection, job
assignments, working conditions, fringe benefits, classification, compensation, training, transfer,
demotions, layoffs, disciplinary actions, terminations and promotions.
It is the policy of the City to promote fair and equitable treatment of all employees and to comply
with federal and state legislation.
The City does not discriminate in employment on the basis of age, creed, race, color, disability,
marital status, sex, national origin, ancestry, sexual orientation, arrest or conviction record, or
military service membership.
The City provides reasonable accommodations of handicapped individuals to ensure equal access
to employment. Reasonable accommodations may include, but are not limited to: making facilities
accessible, job restructuring, part-time or modified work schedules, acquisition or modifications of
equipment or assigning employees who become handicapped and unable to perform their original
duties to alternative positions with, if possible, comparable pay.
EQUAL OPPORTUNITY IN DELIVERY OF SERVICES
The City is committed to providing fair and equitable service to the public. The City does not
discriminate in any program or activity on the basis of age, creed, race, color, disability, marital
status, sex, national origin, ancestry, sexual orientation, religion, and political affiliation or beliefs
and arrest or conviction record. It is the responsibility of each employee to ensure that fair and
equitable service is given to all segments of society.
OUR VISION STATEMENT
Prescott is committed to pursuing the highest performance standards in our delivery of services and
support. We will balance our cultural and historic past with managed growth, economic
stewardship and environmental responsibility.
MISSION STATEMENT
Working together toward reaching our common goals of delivering the best possible services, in
the most effective and courteous manner, with the highest level of integrity, in order to enhance the
quality of life for the Prescott community.
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CITY GOVERNMENT AND THE ORGANIZATION
ABOUT THE CITY
The City of Prescott has a population of 4253 according to the United States census of 2010.
Prescott received its official name in 1851, in honor of Philander Prescott, a fur trapper who built a
cabin on the site where the City of Prescott now stands.
CITY GOVERNMENT
The City of Prescott is governed using a strong council weak Mayor system which consists of a
Mayor and six Alderpersons, three at-large and three representing the six wards. Three
Alderpersons and the Mayor are elected in even numbered years with the other three elected in odd
numbered years. All are elected part-time officials who serve a two-year term. The Common
Council is the legislative branch of City Government. Its primary business is the passage of laws in
the form of ordinances or resolutions which shall prescribe 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
Common Council shall establish the salaries of all offices and employees of the City, and be
charged with the official management of the City’s financial affairs, its budget, its revenues and the
raising of funds necessary for the operation of the City. The Mayor shall be the chief executive
officer. He/She shall take care that all City ordinances and state laws are observed and enforced
and that all City officers, boards, committees and commissions discharge their duties.
ADMINISTRATION AND DEPARTMENT MANAGERS
Job descriptions for all appointed officials and department managers are listed in the Prescott City
Code of Ordinances. These descriptions set forth the duties, responsibilities, and authority of each
position. It is the responsibility of these officials and department managers to enforce the
personnel policies as they pertain to their respective departments and keep employees informed of
the provisions. Questions regarding the policies should be directed to your immediate supervisor,
department manager, City Administrator, Mayor, union representative, or Personnel Committee.
PUBLIC EMPLOYMENT
The general purpose of these policies is to establish a system of personnel administration that meets
the social, economic, and program needs of the City. This system shall provide means to recruit,
select, develop, and maintain effective and responsive work force, and shall include policies and
procedures for employee hiring and advancement, training and career development, job
classification, salary administration, retirement, fringe benefits, discipline, discharge and other
related activities. They are to ensure consistent personnel practices designed to utilize most
effectively the human resources of the City in the achievement of its goals and objectives.
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CUSTOMER SERVICE
The residents of the City of Prescott, which we serve through performance of our duties, are our
customers. Through their tax dollars, they pay for the services they receive. They have a right to
expect a high level of service. This service includes treating citizens as individuals, even during
times of large workloads, serving citizens with efficient, timely and effective service and following
up, if necessary, to ensure that a problem was solved or service was adequately provided. In your
day-to-day dealings with the public, you represent the City Of Prescott.
EMPLOYEE ORGANIZATIONS
The position for which you were hired may or may not be covered by a collective bargaining
agreement. If your position is included in a bargaining unit, you are covered by such an agreement.
Wisconsin State Statutes guarantee you the freedom to choose whether or not to join the union
representing the bargaining unit and assist in the activities of labor organizations.
The Union(s) will represent all of the employees in the bargaining unit, members and nonmembers, fairly and equally and therefore all employees shall pay their proportionate share and the
costs of the collective bargaining process and contract administration by paying an amount to the
Union equivalent to the uniform dues required by Union members.
The bargaining units currently covered by collective bargaining agreements are: Police Officers. If
you are a member of a collective bargaining group, the union agreement takes precedence
whenever there is a conflict between provision of a union agreement and policies in the handbook.
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 the people of Prescott in their
government.
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 his or her 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 of Prescott 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.
Your position with the City of Prescott may not be used to gain any special advantage or privilege
beyond the compensation you receive for employment with the City because it may be construed as
a personal gain for yourself or your immediate family (spouse or relative by marriage, lineal
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descent or adoption who receives, directly or indirectly, more than one-half of his or her support
from the individual). Nor can City time, property, facilities, equipment, supplies or uniforms be
used for personal gain or advantage.
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. Insubstantial value is defined as items valued at less than $5.00 or a
combination of items in a calendar year valued at less than $50.00.
POLITICAL ACTIVITY
Every employee has a civic responsibility to support good government by every available means
and in every appropriate manner. Each employee may join or affiliate with civic organizations of
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 Constitution and laws of the
United States of America. However, no employee will:
a. Engage in any political or partisan activity while on duty.
b. Use his/her official authority or influence for the purpose of interfering with or affecting the
result of an election or a nomination for office.
c. Be required as a duty of his/her office of employment or as a condition for employment,
promotion, or tenure of office to contribute funds for political or partisan purposes.
d. Coerce or compel contributions for political or partisan purposes by any other employee of
the City.
e. Use any supplies or equipment of the City for political or partisan purposes.

9

DRUG, ALCOHOL, AND TOBACCO POLICY
DRUG FREE WORK PLACE
The City is committed to a drug and alcohol free work place. The use of illegal drugs or the use
of prescription or over-the-counter drugs for purposes other than those for which they are meant to
be used is prohibited in the work place. Employees found to have violated this policy will be
subject to disciplinary action up to and including warning, suspension, and termination of
employment. The use of drugs is strictly unacceptable since it can adversely affect health, safety,
and productivity, as well as public confidence and trust. The City reserves the right to require any
employee to undergo a test for the presence of any drugs and/or alcohol when circumstances
warrant. Testing positive for drugs and/or alcohol while on duty or refusing to take a test without a
valid reason will be considered misconduct.
Department managers and supervisors shall report as soon as is practicable to the City
Administrator, Mayor, or appropriate governing body any action by an employee who demonstrates
a behavior or symptoms which could be attributable to drugs/alcohol. The department manager
shall determine whether the employee should be examined by a physician or clinic and or/tested for
drugs and alcohol. Employees believed to be under the influence of drugs, narcotics, or alcohol
will be required to leave the work site. Safe transit shall be arranged.
When drug abuse interferes with the employee's efficient and safe performance of work
responsibilities, it creates a problem for the whole organization. The costs of drug use in the work
place include not only lost productivity, but costs related to absenteeism, accidents, health care,
increase in insurance rates, loss of trained personnel, and theft. Per City Ordinance, smoking is
prohibited within all buildings and equipment owned, leased, or rented by the City.
EMPLOYEE ASSISTANCE PROGRAM
The City recognizes that a wide range of problems not directly associated with your job function
can have an effect on your job performance. More often than not, these problems are effectively
handled by each employee. Occasionally, however, an employee is beset by problems that appear
overwhelming. It is during such difficult times that the Employee Assistance Program can make a
difference.
Employees with a drug or alcohol problem may obtain assistance through their Supervisor, City
Administrator or Union Representative to help the employee whose problems are affecting their
work performance, and by determining 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.
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HOSTILE WORK ENVIRONMENT
POLICY
It is the policy of the City that harassment will not be tolerated. All employees are prohibited from
engaging in the harassment of any other employee or other person in the course of or in connection
with employment. The desired standard of employee behavior is one of cooperation and respect for
each other, despite any differences.
It is the policy of the City to maintain a working environment free from any form of employee
discrimination that is a violation of a person’s civil rights. The City is committed to a policy of
eliminating all conduct which is discriminatory based on gender, sexual orientation, race, color,
nationality, ancestry, ethnic origin, religion, physical handicap/disability, medical condition,
physical appearance, marital status, veteran status, and education of any individual.
HOSTILE WORK ENVIRONMENT DEFINED
Harassment is unwarranted and/or unwanted verbal or nonverbal conduct which threatens,
intimidates, pesters, annoys, or insults another person, where such conduct has the purpose or effect
of creating an offensive, intimidating, degrading, or hostile environment, or interferes with or
adversely affects a person’s work performance. Harassment does not include the conduct or
actions of supervisors intended to provide employee discipline, such as deficiency notices,
performance evaluations, oral warnings, reprimands or other supervisory actions intended to
promote positive performance.
Harassment and other discriminatory conduct means conduct in any form, including (but not
limited to) verbal, physical, or written, that explicitly demeans the race, gender, religion, color,
creed, disability, national origin, sexual orientation, ancestry, or age of any individual or
individuals, and that:
1.
2.

Has the purpose or effect of interfering with the work or other City-authorized
activity of any City employee, any customer, or any citizen: or
Created an intimidating, hostile or demeaning environment for work or other Cityauthorized activity.

Hostile work environment refers to harassment by supervisors, managers, coworkers, agents of the
company/organization and outside vendors. Hostile work environment consists of a condition
where the employee cannot do their job without feeling harassed or threatened.
Hostility consists of:
•
•
•
•

Verbal abuse against any person, for whatever reason
Angry interchanges between people over political or territorial boundaries
One-up-manship and excessive competition
Power plays and challenges issued over imagined threats to a person’s authority
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•
•

Attempts to squash a person’s ability to be creative and do their work in a way that is most
productive for the individual
Enforcement of ineffective or unreasonable rules for the sole purpose of exerting power
over others or to impede progress

Sexual Harassment is defined as unwelcome sexual advances, request for sexual favors or other
verbal or physical conduct of a sexual nature when:
1.
2.
3.

Submission to such conduct is made a stated or implied condition of an individual’s
employment or career development.
Submission to or rejection of such conduct by an individual is used as the basis for
employment or career advancement decisions affecting the individual;
Such conduct has the purpose and effect of unreasonably interfering with an
individual’s employment by creating an intimidation, hostile or offensive
environment.

These activities are offensive and are inappropriate in the workplace. In addition, both State and
Federal law prohibit certain types of discrimination in the workplace. The City is firmly committed
to compliance with these laws, and its harassment policy is written to help prevent employees from
being subjected to abusive physical or verbal conduct. The City strongly disapproves of sexual or
other harassment of employees, and will appropriately discipline any employee whose conduct
violates this policy.
Examples of sexual harassment consist of (but are not limited to) the following conduct:
1.
2.
3.
4.
5.
6.
7.
8.

Uninvited touching or physical contact with sexual overtones.
Lewd questions about sexual activities or preferences.
Sexual inquiries or vulgarities.
Sexual advances or requests for sexual favors.
Sexual innuendoes in conversation or actions creating an atmosphere or sexual
intimidation.
Obscene gestures.
Exhibiting or displaying pornographic or sexually offensive pictures or objects.
Concentrating on a person’s appearance rather than their accomplishments.

In summary, sexual harassment is whatever is reasonably deemed offensive and unwelcome in a
sexual context to an employee in the workplace.
It should be emphasized that sexual harassment is that which is reasonably interpreted by the party
who feels sexually harassed. It is no excuse that the party instituting the action only intended to be
“funny” or “joking,” and had no intention of going any further than the conversation or contact.
What is important is how the contact is interpreted and perceived by other employees.
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SCOPE
This policy applies to employees at all City locations. Furthermore, department managers will
establish appropriate procedures to ensure that non-employees (vendors, contractors, trades people,
etc.) on our premises are also made aware of the intent of this policy.
COMPLAINT PROCEDURE
Employees who feel they have been discriminated against or harassed in any manner should report
such incidents following the procedure described below without fear of reprisal or retaliation.
Confidentiality will be maintained to the extent permitted by the circumstances.
It is the responsibility of management, supervisors, and all employees to take steps to prevent
prohibited activities. Accordingly, any employee who believes that they have been the subject of
prohibited harassment should report the matter to the department manager. If the complaint
involved alleged improper behavior by the department manager, the employee should report the
matter to the City Administrator, Mayor, or a member of the appropriate governing body. If
reported to a member of the appropriate governing body, that member must report the matter to the
City Administrator. If the complaint involves alleged improper behavior by the City Administrator
or a Common 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.
The City will immediately investigate complaints and take appropriate and necessary action.
Violations by any employee of the Hostile Environment Policy will be grounds for disciplinary
actions, up to and including termination.

ADMINISTRATIVE POLICIES AND WORK RULES
FALSIFICATION OF EMPLOYMENT DOCUMENTS
Falsification of employment documents including but not limited to employment application, time
sheets, and request for expense reimbursement is prohibited. Any knowing or negligent
misrepresentation of a material fact or any failure to make a complete disclosure of any requested
information may result in discipline up to and including discharge.
WORK WEEK
The Common Council has set a standard work week for City Hall and Police Department
Administrative employees as 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. Changes or temporary changes to an employee’s hours
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may be approved within your department. Your department manager will advise you on your
schedule. The employee is responsible for informing his or her immediate supervisor when the
employee will be absent from work or tardy. Failure to notify your immediate supervisor of
absences and/or tardiness can result in disciplinary action up to and including termination.
OVERTIME
Overtime for non-exempt employees that are non-union police officers is all hours worked in
excess of 40 hours per workweek (Tuesday to Wednesday) and shall be paid at time and a half. It
is the supervisor's responsibility to plan workloads, meetings, vacations, and other time off so as to
require a minimum of work scheduled outside of regular working hours.
Example: a non-exempt employee takes vacation Wednesday, Thursday & Friday of the work week
but works 10 hours days Monday & Tuesday the following week but within that workweek, the
employee is paid 20 regular hours and 20 vacation hours for that workweek, no overtime is paid
since actual hours worked within the workweek are under 40.
Tuesday
Wednesday Thursday
Friday
Monday
Vac
Vac
Vac
10hrs
10hrs.
Employee would be paid = 20hrs. Regular & 20hrs Vacation, rather than 16hrs Regular, 4hrs
Overtime & 24hrs Vacation.
Overtime for police officers will be paid on work period basis per union contract. Public Works
Employees – The regular work day 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.
Approved and paid overtime is permitted when priority work cannot be accomplished during the
workday or in emergency circumstances. All overtime should be approved by the employee’s
supervisor ahead of time.

EXEMPT EMPLOYEES
Salaried employees are paid for 40 hours per work week (Tuesday-Monday) and not generally
entitled to overtime. Time off should be used in 4 or 8 hour increments. If a salaried 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.
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MEAL TIME/BREAKS
At some locations, employees are permitted to break from their work in the morning and/or
afternoon, work schedules permitting. Paid breaks are not to exceed fifteen minutes and are to be
taken when most convenient to department efficiency. All non-union employees working 6 or
more hours per day are required to take either a half hour or hour unpaid lunch break depending on
their regularly scheduled hours.
The reading of books or magazines, other than professional literature or conducting personal
business is prohibited in the office during working time. Casual visiting with other office
personnel during working time should be kept to a minimum. If your workload is such that you
find yourself with free time, you are expected to call this to the attention of your supervisor.
Socializing should be restricted to the hours before and after work, lunch and break times.

PROBLEM SOLVING AND REPORTING RELATIONSHIPS
It is our intention that every employee be treated justly and considerately at all times. As in every
organization, there will be times when misunderstandings occur. If any job related problems
should arise, the first person consulted should be your immediate supervisor. Any questions about
your position or the City's position not covered in this guide should also be discussed with your
supervisor. If you then feel that further discussion or clarification is necessary contact the City
Administrator, Mayor, Union Representative, Personnel Committee, or appropriate governing body
for your department.
TELEPHONE USE
The City of Prescott vitally depends on the telephone to conduct its business. This reliance on
telephone availability makes it necessary that each employee restrict his/her use of the telephone
for personal use. If these calls or calls on a personal cell phone cause disruption to the work unit or
if this privilege is abused, your department manager may prohibit all personal calls during work
hours.
Some employees are issued a city cell phone. Employees are allowed to use the city cell phone for
personnel business for 15 minutes in a month. Any minutes in excess of 15 minutes will be tracked
by the employee, reported to the payroll clerk, and reported as taxable income to the employee as
required by IRS.
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PERSONAL USE OF 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.
PERSONAL PURCHASES
Purchase of items for personal use through the City is not permitted.
PHYSICAL REQUIREMENTS
All employees must meet the physical requirements of their job. The Employer shall have the
right, at any time, to require an employee, or any applicant for employment, to submit to a physical
and medical examination at the Employer’s expense. The employer shall have the right to
designate the personnel to conduct such examination. In the event that an examination shows that
the employee is not physical fit, the employee may be placed on sick leave until such time as
another physical or medical examination shows the employee to be physically fit to return to work,
but in no case longer than twelve (12) months. 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.
EMPLOYEE SAFETY AND UNSAFE CONDITIONS
Safety is everyone's job. Any employee who believes a job situation is unsafe is encouraged to
immediately report it to a supervisor or department manager. Unsafe conditions, such as loose
telephone or electric office machine cords in aisles, doors that swing in the wrong direction or open
file drawers can result in serious accidents. One of the department manager'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, safety shoes, and safety glasses. Please check with your supervisor or
department manager for such needs.
Employees are required to wear all appropriate protective equipment and observe all applicable
rules of safety at all times. Failure to follow these rules is cause for discipline. Supervisors and
department managers will strictly enforce this policy.
For your own safety and to comply with federal regulations, all employees, including repair and
construction, police, fire and emergency, and all other City personnel working within the right-ofway of any roadway are expected to wear high-visibility safety vests whenever exposed to traffic.
Failure to do so may both endanger employees and lead to disciplinary action.
It is extremely important that you immediately report to your supervisor or department manager
any accident occurring while on the job, no matter how small. This is for your own protection, as
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well as that of the City. First aid kits are available in the City vehicles and main buildings
(Treatment Plant, City Garage and Municipal Building).
ERGONOMICS
The City will generally seek a reasonable accommodation if an employee notifies them of an
ergonomic issue that requires accommodation. The City has the right to ask for medical
documentation. The medical documentation must describe the nature, severity and duration of the
issue or impairment, the activity or activities that the impairment limits and the extent to which the
impairment limits the employees’ ability to perform the activity or activities. The medical
documentation must also substantiate why a particular accommodation is needed. The City is not
obligated to provide a reasonable accommodation if no medical documentation is provided.
Employees must contact their supervisor or the City Administrator with questions or requests.
WORK RULES
Work rules are rules set up by the City within its discretion, which regulate the personal conduct of
employees. Work rules are not intended to limit the rights of employees, but rather to define those
rights, so the City can attain its objectives in an orderly manner.
Generally speaking, all work rules will be reduced to writing whenever possible. Violation of these
rules is sufficient grounds for disciplinary action ranging from reprimand to immediate discharge,
depending on the seriousness of the offense and/or the number of infractions. In all cases, the City
considers discipline as a corrective action necessary for overall improvement of the departmental
operation.
Negotiated labor agreements may have different requirements for employee discipline and
discharge. Members of work units with collective bargaining agreements will be dealt with
according to their specific agreement.
WORK PERFORMANCE AND ACTIONS
Employees may not neglect work duties or responsibilities, be insubordinate or fail to follow
written or oral instructions. Loafing, loitering, sleeping or engaging in unauthorized personal
business or visiting is not acceptable. Employees are expected to observe all safety rules or injuries
in a timely manner. Employees are required to wear seatbelts in all City vehicles.
Unauthorized use of, or entry into, City property is prohibited. Abuse, misuse, stealing, removal,
or reckless use of City property is prohibited.
Unacceptable personal actions include threatening, intimidating, harassing or use of abusive
language toward others; horseplay, unauthorized possession of, or use of, weapons, alcoholic
beverages or narcotics. Unauthorized solicitation of funds or donations, distribution of printed
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matter, lending, borrowing or duplication of keys, or engaging in political activity is unacceptable.
Gambling, soliciting or accepting gifts (other than items of insubstantial value) related to the
employee's job is not acceptable.
DRESS CODE AND DEMEANOR
Employment in the public sector carries with it the appearance to many people, as taxpayers, that
they are your employer. This presents an expectation of various dimensions depending on the
perception of the person with whom you may have contact. All City employees should always try
to present a positive image and demonstrate an interest in their work. All employees are expected
to be neat and clean in their appearance and to dress in a manner appropriate to the nature of their
position.
CLOTHING ALLOWANCE
Clothing Allowances will vary by department based on the type of work done. Police Department
clothing allowance is determined by the Police Union bargaining agreement. The Public Works
clothing allowance shall be determined yearly by the City Council based on a recommendation
from the Public Works Director. Other department’s clothing allowance shall be determined yearly
by the City Council based on a recommendation from the department head. All clothing allowance
expenditures must be approved by the department head.
TATTOO AND BODY ART
Purpose: 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

Body piercing and intentional (decorative) disfigurement/scarring are prohibited from view. All
piercings and intentional decorative disfigurements/scarring shall be covered while employees are
on duty. This includes but is not limited to: foreign objects inserted under the skin, pierced, split or
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forked tongues, and/or stretched out holes in the ears. Note: there is an exception for employees
who may wear pierced earrings of modest design.
Employees shall not have any dental ornamentation. The use of gold, platinum, silver, or other
non-natural looking veneer caps for the purpose of ornamentation are prohibited. Teeth, whether
natural, capped, or veneered, shall not be ornamented with designs, jewels, initials, etc. Fang
implants and filing of the teeth are also prohibited.
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. No
confidential information concerning any citizen may be released to an unauthorized person or
agency without the signed consent of the citizen.
ATTENDANCE
Employees are expected to be punctual and to be on the job throughout their scheduled shift. They
are expected to give proper advance notification of impending absence. Unexcused or excessive
absenteeism or tardiness is unacceptable.
OUTSIDE ACTIVITIES AND EMPLOYMENT
City employees may not transact business with any business entity in which they have a financial
interest except as authorized by law. Employees may not engage in outside activities or
employment, which might impair their independent judgment or ability to perform their duties as
an employee of the City.
OTHER RULES
These work rules constitute the general work rules, applicable to employees of the City. The
application and implementation of these rules may vary between individual departments due to the
nature of the work or as specific circumstances require. Likewise, these work rules do not
constitute the entire list of violations for which employees may be disciplined. Other rules are
provided by statute, by Administrative Code and by administrative procedures, established by
management to meet specific conditions. Violation of these rules will also result in appropriate
disciplinary action.
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ELECTRONIC COMMUNICATION
ELECTRONIC MAIL POLICY
Scope and Applicability
(a)
The authorized users of the City’s electronic mail system include all full-time and
part-time City employees, and those individuals authorized by the City
Administrator.
(b)

The City owns the electronic mail system and the contents thereof may be reviewed
in the course of business without the consent of the sender or recipient. All
electronic mail, despite the designation of any message as “private,” in the course of
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.

(c)

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 manager may prohibit you from using
City email for personal needs.

(d)

This policy applies to electronic mail only and excludes electronic files that the City
of Prescott maintains in the regular course of business.

Implementation
Authorized Users. As required to perform City business, the City Administrator or Mayor
may authorize individuals, in addition to full-time and part-time City employees, to
participate in the City’s electronic mail system. The City Administrator or Mayor may
sponsor an individual to access the City’s electronic mail system. Such authorizations are
limited to the period of the department’s business need.
Access Authorization
The City Administrator or Mayor may contact the electronic mail administrator to gain
access to a user’s electronic mailbox to continue the operation of City business.
Retention Guidelines
a. 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.
b. 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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INTERNET POLICY
The following is a listing of specific issues, which departments need to make Internet users aware
of to avoid exposing the department and City to undue risks.
1. Personal Use. Employees are permitted limited use of city internet for personal needs if
the use does not interfere with official business and involves minimal additional expense to
the City. If personal use of city internet causes disruption to the work unit or if this
privilege is abused, department managers may prohibit such personal use of city internet.
Personal use should not be assumed to be private as the City may monitor use at any time.
2. 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.
3. 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 authorizing of the owner of such rights in
such materials, is prohibited. Incorporating materials downloaded from the Internet into
City or personal databases, compilations or other works 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. Then if you have specific questions regarding particular
copyrighted materials, please contact the City Administrator for guidance.
4. Fee resources. Access to some resources requires that an additional fee be paid. Prior
approval from the Mayor, City Administrator, department manager or appropriate
governing body is required for access to any fee-based Internet resources.
5. 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 manager.
6. E-mail. Internet e-mail is not 100% secure. Employees should choose a more secure
method of transmittal of information deemed sensitive or confidential.
7. City Property. All Internet transmissions sent from or received by City computers are City
property. City and departmental management reserve 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.
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8. 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 departments. However, as with any other form of
communication, departments are responsible for their employees who misrepresent official
City policy in any message posted on the Internet. Prior approval from the Mayor, City
Administrator, department manager, or appropriate governing body is required for
employees to post messages to such locations.
9. World Wide Web Pages. Any additions or alterations to the City’s web site require the
approval of the department manager and City Administrator.
10. Access Review. When employment terminates or an employee assumes a new position or
responsibilities, his/her internet authorization should be reviewed for continued access.
Access terminations are accomplished by department managers notifying the City
Administrator.
11. Responsibilities. Each individual is responsible for complying with all applicable state and
federal laws and all City policies and standards when accessing the Internet. Violations of
any policies or standards can result in disciplinary action up to and including termination.
MUSIC DEVICES
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 around the
office, attend meetings, or meet with a citizen while listening to a music device (iPod, MP3 player,
CD player) and wearing headphones in their ears. When discussing work-related matters with
another employee, no matter how brief the exchange is, 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
unit, or if this privilege is abused, your department manager may prohibit you from listening to
music during work hours.
COMMUNICATIONS AND SOCIAL MEDIA POLICY
Purpose: The City of Prescott strives to provide the public accurate and timely information,
communicated in a professional manner, and in accordance with the laws regarding public
information and data practices. This policy provides guidelines for all external communications
from the city using various mediums including:
•
•
•

Printed materials such as newsletters, articles, and brochures.
Electronic materials such as email, postings to web sites or social media sites.
Media relations such as requests for interviews, news releases, and media inquiries.
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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 of Prescott. Therefore, this policy also provides guidelines
for employees when communicating as a private citizen on matters pertaining to city business.
Definitions:
1. Blogs are 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
2. Social media are primarily Internet and mobile-based tools for sharing and discussing
information among people.
3. Social network sites - web-based services that allow individuals to (1) construct a public or
semi-public 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.
General Guidelines for All Communications (Official and Personal)
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 City Administrator, Mayor, or appropriate governing body. 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 may apply. Examples of
relevant policies include:
•
•
•
•
•

•
•

Electronic Mail Policy – refer to employee handbook section titled electronic mail policy.
Internet Policy – refer to employee handbook section titled internet policy
Respectful Workplace Policy. Employees cannot publish information that is
discriminatory, harassing, threatening, or sexually explicit.
Data Practices Policy. Employees cannot disclose private or confidential information and
must route data practices requests to the responsible authority.
Political Activity Policy. Employees cannot use city resources or participate in personal
political activity while on city time or while discharging city responsibilities. No employee
may act in a manner that suggests that the city either supports a particular candidate or
political issue, or endorses the personal political opinions of the employee.
Open Records Policy. Employees must retain public records for the time set forth in the
statutes or ordinance.
Health Insurance Portability and Accountability Act (HIPAA). Employee cannot reveal or
discuss any information covered by HIPAA.

In general, the City of Prescott views social networking sites (e.g., MySpace and Facebook),
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 himself or herself as an
employee of the City on such Internet venues, some readers of such Web sites or blogs may view
the employee as a representative or spokesperson of the City. In light of 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.
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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 of Prescott. Employees
must be clear and write in first person. Employees must be clear that they are not speaking
on behalf of the City of Prescott.
3. Employees must be aware that your online presence can reflect on the City and that your
actions captured via images, posts, or comments can be interpreted to be a reflection of 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. Behaviors that constitute harassment and bullying include, but are not limited
to, comments that are derogatory with respect to race, religion, gender, sexual orientation,
color, or disability; sexually suggestive, humiliating, or demeaning comments; and threats
to stalk, haze, or physically injure another employee.
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.
9. Employees may not post pictures of themselves in a City uniform.
10. If an employee of the City chooses to identify himself or herself as an employee of the City,
the employee must use their real name and be clear about your 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.
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14. Any employee found to be in violation of any portion of this Social Networking and
Blogging Policy will be subject to disciplinary action, up to and including termination of
employment.
Communication on behalf of the City
The Mayor, City Administrator, Department Heads and members of governing bodies 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:
1. Employees must identify themselves as representing the city. Account names on social
media sites must clearly be connected to the city and approved by the Mayor, City
Administrator, or appropriate governing body.
2. All information must be respectful, professional, and truthful. Corrections must be issued
when needed.
3. Personal opinions generally do not belong in official city statements. One exception is
communications related to promoting a city service.

DISCIPLINE AND DISCHARGE
Discipline may result when an employee’s actions do not conform with generally accepted
standards of good behavior, when an employee violates a policy or rule, when an employee’s
performance is not acceptable, or when the employee’s conduct is detrimental to the interests of the
City of Prescott. Disciplinary action may call for any of four steps – verbal warning, written
warning, suspension (with or without pay) or termination of employment - depending on the
problem and the number of occurrences. There may be circumstances when one or more steps are
bypassed. Certain types of employee problems are serious enough to justify either a suspension or
termination of employment without going through progressive discipline steps. The City of
Prescott reserves the right, in its sole discretion, to impose disciplinary action as may be
appropriate to the particular circumstances.
If a department manager has sufficient reason to reprimand an employee, it shall be done in a
manner that will not embarrass the employee before others or the public.
The Mayor or in his/her absence, the President of the Common Council must be informed within
24 hours (one working day) after a department manager has suspended or discharged an employee.
The employee has a right to appeal any suspension or discharge to the Library Board, the Police
Commission, the Fire and Ambulance Association, or the Personnel Committee depending on the
department in which the employee works.
Reprimands or warnings in the employee's file will be dated and removed after 2 years unless there
is more recent active disciplinary measure for a like or similar offense. Records of probation will
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be removed after 24 months. Notice of disciplinary action will be removed after a 2-year period at
the request of the employee.

EMPLOYEE COMPLAINT POLICY
Employees should bring to the attention of their supervisor any work-related concerns in a timely
manner. Supervisors are expected to discuss the concern and attempt to resolve the concern in a
timely manner. If the concern is not resolved at the supervisor level, employees should take their
concern to their department manager.
If the concern is not resolved by the department manager:
Represented Employees should consult their bargaining agreement
Non-represented employees should take their concern to the City Administrator, Mayor,
or Appropriate Governing Body:
•
•
•
•
•
•
•

Police Department – Police Commission
EMS or Fire Department – Prescott Area EMS and Fire Association
Library – Library Board
Cable – Cable Commission
Public Works – Personnel Committee
Municipal Court – Judge
Administrative Staff –Personnel Committee

Any issue not resolved by the City Administrator, Mayor, or Appropriate Governing Body should
be presented to the Personnel Committee. Any issue not resolved at the Personnel Committee shall
be presented to the Common Council.
If the concern involves the person that an employee is expected to discuss the concern with, the
employee may take their concern to the next level.
Non-Reprisal/Retaliation: Retaliation against persons who file complaints, voice valid concerns,
or assist in the investigation of a complaint is prohibited. Retaliation or reprisal is defined as
seeking revenge, evening the score or striking back at a perceived wrong. Examples of retaliation
could include termination, suspension, and disciplinary action, denial of promotion, benefits or
refusal to hire an individual.
Abuse of Process Disciplinary action may be taken against persons who knowingly file false
charges of discrimination, retaliation, or harassment.
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CITIZENS COMPLAINT POLICY
A relationship of trust and confidence between members of the City and the community that they
serve is essential. City 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 all persons.
The City has a formal complaint procedure, which provides for complaints to be filed, in writing,
by citizens of the City. The procedure is intended to both provide corrective action when a City
employee conducts herself/himself improperly, and to protect him/her from unwarranted criticism
when he/she discharges his/her duty properly.
Complaints will be handled in a prompt, just, open and expeditious manner in accordance with the
procedures detailed in the "Citizens Complaint Policy". A copy of the “Citizen Complaint Policy”
is attached as Exhibit F to this handbook. A copy of this policy may be obtained by any citizen or
employee of the City of Prescott, free of charge at the City office.

PERSONNEL/PAYROLL PRACTICES
WORK PERMITS FOR MINORS
All employees under the age of 18 are required to have work permits as required by state law
regulating child labor laws.

NEPOTISM
No employee will be hired for a position over which an immediate family member (spouse or
relative by marriage, lineal descent or adoption who receives, directly or indirectly, more than onehalf of his or her support from the individual) exercises supervisory authority (Wis. Statue Section
111.345).
EMPLOYEE CLASSIFICATIONS DEFINED
Regular full-time employees: are scheduled to work 40 hours per week 52 weeks per year.
Regular full-time employees are entitled to all the benefits provided by the City subject to any
special conditions/rights from negotiated labor agreements that may apply to the respective
benefits.

27

Regular part-time employees: are scheduled to work between 30 and 40 hours per week 52 weeks
per year. They are eligible for some of the benefits provided by the City on a prorated basis,
subject to any special conditions/rights from negotiated labor agreements that may apply to the
respective benefits. Regular part time employees are not eligible for benefits that are provided only
to full-time employees. Benefits provided only to full-time employees are indicated in the policy.
Provisional, Seasonal, Casual, or Part-time employees: are those employees hired for less than
30 hours per week or less than 52 weeks per year. These employees shall receive no benefits
except those required by law or those expressly provided for by the City's benefit plan.
Exempt employees: employees whose primary duty is administrative, executive, or professional
work are exempt from overtime requirements (per Fair Labor Standards Act).
Non-exempt employees: employees who are paid on an hourly basis or a salary basis that do not
meet the definition of an exempt employee. With the exception of Police Officers, overtime must
be paid for hours worked in excess of 40 hours in a week. Police officers will generally be paid
overtime on a work period basis or as called for in a collective bargaining agreement. A work
period may be from 7 consecutive days to 28 consecutive days in length.
Independent contractors: are not employees of the City and will receive no benefits. An
Independent contractor is a person or business who performs services for the City under an express
or implied agreement and who is not subject to the City’s control, or right to control, the manner
and means of performing the services.

EMPLOYEE ORIENTATION
The appropriate department manager shall schedule a review of all policies and procedures in this
handbook and answer any question a new employee may have. This includes not only this
handbook but also any other training materials necessary for your department.
All employees shall review this entire handbook and sign the “New Employee Orientation Form.”
This form will state that you have received all policies and procedures of the City.
All employees shall fill out an immigration and naturalization form (I-9) within three (3) days after
hiring date (pursuant to federal law).
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PROBATION/DATE OF HIRE
A new regular full-time employee or regular part-time employee shall be covered under the
provisions of this document, but shall serve a six (6) month probationary period, (or longer,
depending on the department and bargaining agreement), during which the employee may be
discharged without recourse. For regular full-time employees or regular part-time employees the
date of hire will be used to determine benefits. If a provisional, seasonal, casual, or part-time
employee later becomes a regular full-time or a regular part-time employee the date of hire for
benefit purposes will be the date of movement to the new job. The probationary period shall begin
on that date also.
EVALUATIONS
Initial Evaluation Period: All new employees are required to serve an initial evaluation period.
The initial evaluation period is the period an employee serves (usually six months) while learning
and performing duties to the satisfaction of the respective department manager. When determined
appropriate, the initial evaluation period may be extended for an additional six months.
Evaluation Periods: If an existing employee is promoted or accepts another position with the City
of Prescott, said employee will complete a six month evaluation period for the new position.
Performance Evaluations: After completion of the initial evaluation period, an annual evaluation
period shall be in effect for all employees. Attitude, spirit of cooperation, and flexibility may be
considered toward determining performance level for all evaluations.
Evaluation Forms: Unless a different evaluation format has been approved by the Mayor,
departments should use the form found in Exhibit A.
EMPLOYEE RECORDS
The City Clerk’s office maintains records relating to your employment. These records must be
accurate to assure that your benefit coverage is correct. Please advise the City Clerk’s office of any
change in address, phone, and marital status etc.
Personnel files fall within the provisions of the public records law under Section 19.21, Wisconsin
Statutes and as a class are not confidential. Release of confidential information to a third party
requires a release signed by the employee and department manager, City Administrator or the
Mayor. In some circumstances, information about an employee may be released to a requester,
after prior notice and an opportunity for the employee to seek a court order preventing that
disclosure, as more specifically explained in Section 19.356(2) (a), Wis. Stats. Supervisors will
have access on a need-to-know basis only.
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Employees may see their own service records, provided however, in the case of any contents of the
record marked confidential, prior authorization should be given by the Mayor or the Chair of the
Personnel Committee. Information may be released to the public only with the authorization of the
Mayor, City Administrator, or Common Council and shall be limited to the name, age, date of
original employment, current position title, current salary, date and amount of the most recent
salary change, date of the most recent change in position classification, and the employee's
currently assigned office.
PAYROLL/PAYDAY/TIMECARDS
Employees are paid on a bi-weekly basis, every other Wednesday. 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 2-week period ending on the Monday, a week prior to that payday.
All employees must maintain a bi-weekly timecard on which their hours of work are recorded. This
card will be provided to you and must be accurately completed; reflecting any absence, sick days,
vacation, holidays, tardiness, funerals, etc. as they occur. At the end of the pay period, this card is
to be submitted to your department manager for approval. If an employee has no timecard for the
pay period, no paycheck will be produced. Timecards are due every other Tuesday, opposite of
payday. Council members and the Mayor will be paid on or before the last day of the month.
As of January 1, 2013 all regular full-time and part-time employees shall be paid via direct deposit
into a bank account of their choosing.
SALARY ADMINISTRATION
1. All regular positions not covered by a collective bargaining agreement or by a professional
service agreement will have salaries and benefits determined by the following procedures:
a. The department managers, City Administrator or the Mayor will complete an annual
performance review for each employee. Except for the Library Director, the review is to
be completed before the end of September. The Library Board will complete an annual
performance review of the Library Director to coincide with the completion of the
Library’s annual report.
b. Employees may individually or as a group, request consideration of salary or benefit
modifications for the next budget year. The requests may be made through the
department managers, City Administrator or the Mayor.
2. At a Personnel Committee meeting in October or November the Mayor and/or the City
Administrator will provide the Committee members with copies of the performance reviews
and copies of any requests, which have been received, for consideration.
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3. Except for Library Personnel, the Personnel Committee, with consideration to any
recommendations from the department managers, the City Administrator or the Mayor will
decide any group or individual salary or benefit adjustments subject to Council approval. Such
approved changes will be placed into the department’s budget for the following year. Wage
increases for Library personnel will be approved by the Library Board.
4. Salaries for new hires into any of the non-union positions within the City will be established by
the Personnel Committee with consideration given to previous survey data, qualifications of the
applicant, responsibilities of the position, and recommendations of the department manager,
City Administrator or Mayor.
PROMOTIONS AND TRANSFERS
Vacated or newly established positions shall be filled to the fullest extent, consistent with efficient
operations, by the promotion of qualified employees.
When transfers of personnel are necessary by organizational changes, every effort will be made to
place the affected employees in positions, which will permit them to retain their salaries and utilize
their skills. Due consideration will be given to the desires of the employee involved.
A notice of job openings within the City will be circulated among City staff first, and the current
staff will be considered for openings. The opening may be filled by a current employee without
further recruitment or the current employee may be considered along with other applicants. All
employment will be approved by the appropriate governing body. This policy is not in effect for
the Prescott Police Department. The Police Commission will consider current employees on a case
by case basis.
ON-CALL PAY
Employees who are called into work for an emergency and are not scheduled for standby shall be
entitled to a minimum of two hours of pay at time and one half regardless of the length of time
worked. The pay rate shall be double time if Employees are called in on Sundays or Holidays.
STANDBY PAY
Employees who are designated for weekend standby shall be entitled to four hours of pay for each
day (Saturday and Sunday) FOR THE EMPLOYEE’S ONE WEEK STANDBY ASSIGNMENT
(FRIDAY TO FRIDAY). If an employee performs work while on standby they shall be paid at
time and one half for hours worked on Saturday and double time for hours worked on Sundays and
Holidays. Employees in the Public Works Department shall be designated for weekend standby on
a rotating basis as determined by the Public Works Director. 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.
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PAY DIFFERENTIAL
Unless noted in a contract or bargaining agreement, any pay differential based on shift, job title or
performance shall be decided by the City Council after recommendations from the Personnel
Committee and the respective department head.

WORKER’S COMPENSATION
As an employee of the City of Prescott, you are covered by Worker’s Compensation Insurance.
Worker’s Comp. Insurance provides medical expenses, wage replacement, permanent disability and
death benefits for injury and disease suffered as a result of employment.
All injuries at work, no matter how small, must be reported to your supervisor immediately. The
Clerk’s Office will then coordinate obtaining the necessary information and notifying the proper
authorities.
During the period when an employee is covered by Worker’s Compensation, employees are not
entitled to use sick leave, holiday, or vacation pay to supplement Worker’s Compensation. The
employee shall not earn sick leave, holiday, or vacation during periods of disability under the
Worker's Compensation Act beyond the initial 180-calendar day period.
Injury/Illness: If an employee has a work-related injury or illness.
1. A worker’s compensation claim is filed for every injury or illness alleged to be workrelated. If the claim is approved by the worker’s compensation carrier, payment will be
received from the carrier.
• There is a three-day waiting period. The first three (3) days of lost time after an injury
are not compensable. Compensation is payable beginning on the fourth (4th) day of lost
time.
• If the disability does not extend beyond seven (7) calendar days, the employee will be
required to use sick leave or other paid leave to cover the first three (3) days of lost
time. If the employee has no paid leave available, the employee can take the first three
(3) days of lost time in an unpaid leave status.
• If the disability extends beyond seven (7) calendar days, the 1st three (3) days of lost
time would be picked up and paid retroactively.
2. If the claim is not approved by the worker’s compensation carrier, see procedures listed
under employees that have a non-work-related injury or illness.
If an employee has a non-work related injury or illness.
1. For injuries or illnesses that are non-work related, employees are required to use sick leave,
other paid leave, short-term disability benefits, or long-term disability benefits to cover
hours the employee is scheduled to work.
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2. Short term disability is provided by the City for all regular full-time employees. In general,
short term disability benefits begin the first day of an accident and the 8th day of sickness.
The benefit period is 26 weeks. Provisions of the short term disability contract will be the
determining factor for benefit coverage.
3. Long term disability is available for all regular full-time employees. For employees
electing to have long term disability, the elimination period is generally 180 days.
Provisions of the long term disability contract will be the determining factor for benefit
coverage.
4. Employees that do not have sick leave, other paid leave, short-term disability benefits, or
long-term disability benefits to cover hours the employee is scheduled to work may apply
for unpaid leave (see leave of absence policy).
JURY/MILITARY DUTY
Jury Duty: If an employee is called for jury duty or as a witness under subpoena, he/she will be
paid the difference between their regular salary and the amount received for jury services, upon
verification of the latter amount. Notify your supervisor, who will notify the Clerk’s office as soon
as possible.
Military Duty: If employees engages in temporary active military service, such as the National
Guard or Reserves and must be away from work to fulfill this service for a period of ten working
days or less, he/she will receive the difference between his/her military base pay and his/her regular
salary. An employee may request this time to be taken as vacation earned and receive his/her
regular pay, and may keep all military pay earned.
a.

While on temporary active duty, all benefits remain in effect.

b.

The employee may choose to receive his/her regular paycheck and turn all Jury or
Military pay over to the City or have his/her regular paycheck reduced by the
amount received for the Jury or Military service. In either instance, the employee
must furnish a statement of earnings to the Accounting Clerk.

c.

Jury duty and military duty terms in excess of ten working days will generally be
handled in accordance with the leave of Absence Policy and applicable federal and
state laws
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UNPAID FAMILY AND MEDICAL LEAVE
The City of Prescott is not covered by the Wisconsin Family and Medical Leave Act because it has
fewer than fifty full time employees. However, employees who have been employed for at least a
year and have worked at least 1,000 hours in that initial year may request an unpaid leave for
family and medical situations. No vacation or sick leave shall accrue during leave of absence
without pay and all vacation and floating holiday hours must be used before unpaid medical leave
of absence may begin without pay. The request must be in writing. The written request will be
approved by the department manager and submitted to the Common Council for approval. The
Council may consider approving the following.
a.

An employee may be approved for unpaid leave of up to six weeks for the birth or
adoption of a child during a 12 month period, with the leave to begin within sixteen
weeks of the birth or placement of the child. An employee may be approved for
unpaid leave of up to eight weeks for the birth of a child by C-section.

b.

An employee may be approved for unpaid leave of up to two weeks per 12 month
period to care for the employee's child, spouse, parent step-parent, sibling, stepsibling, step-children, step-grandparents, step-grandchild, life partner, grandparents
and grandchildren with serious health condition. A serious health condition is
defined as a disabling physical or mental illness, injury, impairment or condition
involving inpatient care in a hospital, nursing home or hospice or outpatient care
that requires continuing treatment or supervision by a health care provider. The City
may require certification from a health care provider.

c.

An employee who has a serious health condition, which makes the employee unable
to perform his/her duties, may be approved to take an unpaid medical leave of up to
two weeks per 12 month period. The Common Council may require certification
from a health care provider.

d.

An employee may be approved for unpaid leave of up to twenty six weeks to care
for a military service member.

e.

The employee must be reinstated to the same or equivalent position in all terms and
conditions.

f.

Health benefits if any will continue during these leaves, but sick leave or vacation
credits will not accrue. The employee, at his/her discretion, may substitute any paid
leave earned by the employee for the unpaid leave.
g.

The employee cannot work during their unpaid leave.

NURSING MOTHERS
Nursing mothers may generally be provided a private place other than a bathroom to nurse or
express milk except where it imposes an undue hardship on the City.

34

FUNERAL LEAVE
In case of death in the employee's immediate family (i.e. spouse, mother, father, sister, brother,
children, step-mother, step-father, step-sibling, step-children, step-grandparents, step-grandchild,
life partner, grandparents and grandchildren) the City shall grant such employee a maximum of
three (3) days off with full pay. Part time employees will receive pay for up to three (3) scheduled
days missed. In case of death in the employee's spouses 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) days off with full pay. Part time
employees will receive pay for up to two (2) scheduled days missed. In all cases the employee
shall immediately notify his/her supervisor 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 vacation or sick time for Funeral Leave if additional time is
needed. The Common Council may grant additional paid-for or unpaid Funeral Leave on a nondiscriminatory basis.
NON-MEDICAL LEAVE OF ABSENCE
Upon advance written request of an employee, leave of absence without pay may be granted by the
Common Council taking into consideration, good conduct, length of service, and the efficiency of
the department and the general good of the City. Such leave of absence shall not exceed a period
of 30 calendar days provided that the same may be extended beyond such period if the leave of
absence is for continued disability or other good and sufficient reasons. No vacation or sick leave
shall accrue during leave of absence without pay and all vacation and floating holiday hours must
be used before leave of absence may begin without pay. Leave without pay shall require the
advance approval of the department manager and the Common Council. Emergency Leaves, not to
exceed three (3) days in length, may be approved by the department head.
WORK FROM HOME POLICY
Work from home is defined as related work/activities accomplished at home in lieu of the work
place, with specific, advance authorization by employee’s supervisor and appropriate governing
body. This definition and policy does not include or apply to work "taken home" beyond the 8 hour
workday, or other professional activities pursued at home which extend beyond the regular 8 hour
workday.
Generally, given the nature of our work and the high level of interaction with citizens, there are no
provisions for working at home. However, on rare occasions, exceptions may be made for certain
work-related urgent situations.
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Permission to work from home is not an individual’s right; it is granted for a specific amount of
time, and for a specific purpose. Permission to work from home will be granted based on the
demonstrated need and the condition that it will have a minimal negative impact on the city
operations. It is not available for every job or every employee. Only employees that have no
pending disciplinary action and are not in probationary status may request to work from home. To
work from home, employees must submit a written request in advance to their supervisor or
appropriate authority. The request must outline the nature of the work to be accomplished. The
request must include job duties to be performed at home with clearly defined requirements that are
measurable and results oriented.
When approving a request to work from home, the supervisor or appropriate authority will
consider:
•
•

•
•
•

Demonstrated need: how and why the specific task(s)/project(s) would be best completed at
home rather than in the work place.
Personal needs of requestor (e.g. the need to be home to attend to or to accommodate
personal/family commitments, schedules, or responsibilities). The approving authority shall
determine if these circumstances are more appropriately addressed through the use of sick
time or vacation time.
Ability of the employee to successfully work in an unsupervised environment.
The need for the employee to be present to accomplish other work-related activities.
No blanket authorizations for work from home arrangements may be granted. Requests
must contain the duration of the work from home arrangement along with appropriate
justification.

The request shall be signed and dated by the employee and the supervisor or appropriate authority.
A copy shall be given to the City Administrator and the original shall be kept in the employee’s
file.
An employee who is unable to get to work because of weather-related conditions, even though the
City is open, may use vacation time as available or elect to take the day without pay. Each
employee must decide if road conditions make travel unsafe or unwise. Employees are not asked
to travel if they feel they are taking undue risk in doing so. Employees are not authorized to work
from home due to weather-related conditions.
The City’s needs take precedence over a request to work from home. The employee shall report to
the City when requested by the supervisor. The employee must be reachable during the period
outlined in the approved request to work from home. Employees working from home are subject to
the same rules, policies, statutes, and procedures applicable to employees working at the city work
site.
The City shall not be liable for injury or property damage to third persons at the home of an
employee authorized to work at home. Any employee requesting to work at home agrees to
indemnify and hold harmless the City from and against any and all claims, demands, judgments,
liabilities, losses, damages, or expenses resulting from any injury or damage to any person caused
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directly or indirectly by the employee’s acts, omissions, bad faith, willful misconduct or
negligence.
The employee is responsible for providing equipment, supplies, and telephone connection to
perform his/her job duties from his/her home. Any equipment, software, telephone services,
supplies, etc. provided by the City shall be used only for official City business. Personal use of
these materials is prohibited. Equipment, supplies, software, hardware, etc. provided by the City
remain City property and must be returned to the City in good working condition at the termination
of the agreement or when requested by the City. The City shall not assume responsibility for any
additional costs associated with working from home such as utilities, home maintenance, etc. The
employee shall be responsible for any tax implications of the telecommuting arrangement. It is the
employee’s responsibility to provide insurance coverage for equipment, supplies, etc. provided by
the employee.
Any approval to work from home more than 3 consecutive days will normally be reviewed after
every 10 days. The City reserves the right to remove approval to work from home without cause
and upon reasonable notice.
LEAVING EMPLOYMENT
Upon leaving employment, all benefits due the employee will be paid in the next paycheck. All
City owned equipment must be returned to the department manager or employee’s supervisor prior
to receipt of the employee’s final paycheck. The cost of replacing any such property of the
Employer not returned may be deducted from employee’s final pay.
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BENEFITS
All Union employee benefits are determined by the collective bargaining agreement. The portion
contributed by the City toward your benefits is substantial. In fact, for most employees, it can be
worth as much as a third of their regular salary.

HOLIDAYS
Regular full-time employees are paid for the following holidays.
- New Year's
- Memorial Day
- Independence Day
- Christmas Day

- Christmas Eve
- Good Friday
- Labor Day
- Thanksgiving Day

A holiday falling on a Saturday will normally be observed on the preceding Friday. A holiday
falling on a Sunday will be normally observed on the following Monday. When a Holiday falls
within a vacation period, vacation eligibility will be extended by that day(s).
Effective 11/1/2017, regular part time employees who are anticipated to work 20 hours per week or
more will receive 4 hours of holiday pay for each of the City recognized holidays. Part time
employee hours will be reviewed periodically throughout the year to determine continual
eligibility.
Public Works employees who are employed in the pay period in which any of the above holidays
occur shall receive eight (8) hours of pay for each of the above holidays so long as any absences
during the pay period are excused. Public Works employees who work on any of the above
holidays shall receive two (2) times their regular rate of pay for working any such holiday. Public
Works employee who is required to work on any such holiday shall be guaranteed a minimum of
two (2) hours pay as enumerated herein. Hours worked on above holiday and paid for at the double
time rate shall not be included in hours worked per week for the purpose of computing overtime.
In addition to these seven (7) holidays, each employee who has passed probation receives three (3)
(8 hours for full time employees and 4 hours for part time employees) floating holidays per year for
a total of ten (10) paid holidays. Eight (8) hours for full time employees and four (4) hours for part
time employees. 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. Union Police officers will be paid holidays based on the union contract.
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VACATION
Vacation provides employees with a paid period of rest and relaxation from their work each year.
The amount of vacation for each employee depends on his/her length of service. The following
schedule summarizes vacation eligibility for regular full-time employees. There is an exception to
the vacation schedule when a pre-hire agreement is made; vacation shall remain as agreed upon.
On Start Date:
On 1st ,2nd, and 3rd, anniversary dates:
On 4th and 5th anniversary dates:
On 6th and 7th anniversary dates:
On 8th and 9th anniversary dates:
On 10th and 11th anniversary dates:
On 12th and 13th anniversary dates:
On 14th thru 18th anniversary dates:
On 19th thru 23rd anniversary dates:
On the 24th and all remaining anniversary dates:

1.54 hours per 2-week period (40 hours)
3.08 hours per 2 week period (80 hours)
4.62 hours per 2 week period (120 hours)
4.92 hours per 2 week period(128 hours)
5.23 hours per 2 week period(136 hours)
5.54 hours per 2 week period (144 hours)
5.85 hours per 2 week period (152 hours)
6.15 hours per 2 week period (160 hours)
7.69 hours per 2 week period (200 hours)
9.23 hours per 2 week period (240 hours)

Effective 11/1/2017 Part time employees who are hired to average 20 hours per week will receive
.77 hours of vacation accrual per each 2-week period on their start date. Once they have completed
their first year maintaining an average of 20 hours per week they will then receive 1.54 hours per 2week period. Part time employee hours will be reviewed periodically throughout the year to
determine continual eligibility.
Termination and/or resignation: Employees that are terminated, resign, or retire from the City of
Prescott shall be paid for any unused available vacation as well as the pro-rated portion of vacation
they would have earned on their next anniversary date.
The City reserves the right to schedule vacations and change vacation schedules when necessary.
Vacation requests must be approved by your immediate supervisor. Vacation requests of more than
two continuous weeks should be made at least two weeks prior to the planned vacation. An
employee can accumulate up to but not more than two times the allotment for his/her service years.

VOTING LEAVE
Employees are entitled to be absent from work for voting per Wisconsin state law. Employees
shall notify their supervisor before Election Day of their intent to be absent to vote. The Supervisor
may designate the time of day for the absence.
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SICK LEAVE
All regular full-time employees shall earn Sick Leave at the rate of 3.70 hours per pay period.
Regular part-time employees shall earn sick leave and on a pro-rated basis. Sick Leave may be
accumulated from month to month up to a maximum of one thousand, two hundred and eighty
(1,280) hours. Sick compensation shall commence from the first day of absence due to injury or
illness at the employee's regular rate of pay. Sick Leave must be accrued before being paid. For
purposes of other benefits, all time paid shall be considered time worked. The City may require a
doctor's statement before paying Sick Leave.
Effective 1/1/17, Regular part-time employees who have worked an average of 20 hours per week
or more over the last 13 pay periods will receive 1.85 hours of sick pay per pay period. New parttime employees who are expected to work 20 hours per week or more will receive the sick pay but
it will be reviewed periodically throughout the year to determine continual eligibility. Part time
sick pay will be administered following the same guidelines as full-time.
Upon retirement at retirement age in good standing or upon death, accumulated Sick Leave will be
paid at the employee’s most recent hourly wage to the employee or estate using the following
formula: for those employees hired before January. 1, 1992, all accumulated leave up to 1,280
hours shall be paid at a rate of 70% or for those hired after Jan. 1, 1992, all accumulated leave up to
1,280 hours shall be paid at a rate of 60%.
The provisions of this article shall not cover injuries received while engaged in any activity for
wage or profit other than employment by the City.

HEALTH INSURANCE
New regular full-time employees and new regular part-time employees are eligible for Health
Insurance after 30 days of employment. Department managers and regular full-time and regular
part-time employees shall contribute a portion of the monthly premium unless otherwise noted in a
bargaining agreement. Regular part-time employees are eligible for Health Insurance and the
employee contribution will be pro-rated. The portion of health insurance paid by the City shall be
pro-rated for regular part-time employees.
If an employee is absent from work because of an injury or illness for which worker’s
compensation benefits are due and during such absence exhausts his/her paid leave accumulation,
the City will continue to pay the premium for health insurance up to 12 months following the
month in which the employee's sick leave was exhausted.
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An employee who terminates his/her service with the City may elect to continue health insurance
coverage for a period according to the provisions of COBRA. The employee is liable to pay the
premium to the employer on time each month. Late payments will be subject to termination of
insurance. Booklets describing the plans and information regarding continuation rights are
available in the Clerk’s Office.
Health Savings Account: The City has implemented a Health Savings Account Plan for each
eligible employee. The amount the City will contribute toward the Health Savings Account will be
determined each year during the budget procedure with the information distributed to the
employees via a separate memo. The city shall contribute on or before January 15th, April 15th,
July 15th and October 15th of each year to reach annual maximum.
Payment in lieu of health insurance: Payment in lieu of health insurance is offered to employees
that are working full-time (40 hours a week) and are eligible for health insurance coverage by the
City.
The City will offer a monthly payment in lieu of health insurance for an employee eligible for
employee/spouse coverage or family coverage who elects to have no coverage from the City
because the employee and dependents have insurance provided by the employer of the City
employee’s spouse.
The City will offer a monthly payment in lieu of health insurance for an employee eligible for
employee/spouse coverage or family coverage who elects to have a single policy covering only the
City’s employee when the others in his/her family are covered by insurance provided by the
employer of the spouse of the City employee.
To be eligible for payment in lieu of health insurance, employees must provide proof of health
insurance from their spouse’s employer annually or at the City’s request. Employees must notify
the City immediately if their spouse no longer provides health insurance for them. Each year
during open enrollment, full-time employees may decide to have health insurance coverage or
accept a payment in lieu of health insurance. After January 1st if an 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 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
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•

payment in lieu of health insurance will stop the same month that health insurance coverage
is received. There will be no pro-rating of the payment.
Payment in lieu of health insurance will continue as long as the City is advised that the
payments are in accordance with state and federal laws.

Health Reimbursement Account
The City of Prescott HRA Plan is a health plan deductible expense reimbursement program.
Under this program the employee will be able to receive reimbursement for the cost of
eligible health plan deductible expenses incurred within the plan year without taxation to
you individually. All of the HRA plan benefits being offered within this plan are entirely
paid by the City of Prescott at no additional cost to the employee. The HRA plan only
reimburses health plan deductible expenses which include prescription. Employee will use
employer health savings contribution, then employee out of pocket expense followed by
employer health reimbursement account to meet deductible.
The employee will be responsible to submit for reimbursement from HRA. Copies of
Explanation of Benefits (EOB) along with a HRA claim form are sent to the HRA provider
hired by the city for reimbursement in 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 in the city administration offices.
If an employment with the City or HRA benefits is terminated, employees have a sixty (60)
day window to claim HRA reimbursements following the date that employment or
eligibility was ceased with the City.
DENTAL INSURANCE
The City of Prescott offers its regular full-time and regular part-time employees a dental plan. The
City shall pay one-half the cost of single coverage premium for regular full-time employees and
regular part-time employees. Contact the Clerk’s office if you are interested.
LIFE/STD/LTD INSURANCE
The City provides life insurance for any employee who is eligible for retirement from the
Wisconsin Retirement System.
The City provides short-term disability insurance coverage for regular full-time and regular parttime employees at no cost to the employee. The City shall pay one-half the cost of long-term
disability for regular full-time and regular part-time employees. Contact the Clerk’s office if you
are interested.
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Short-Term Disability
The City of Prescott pays 100% of the short-term disability premium for all regular employees
working 30 hours per week or more. Short-Term disability pay will begin 7 days following a
disabling event such as injury, birth of a child, extended illness, etc. During the first 7 days before
the disability pay begins, the employee must use their sick pay if they have any available or take
the time without pay; vacation or floating holiday hours 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 with proper medical documentation and recommendation from a medical provider.
The short-term disability pays out 2/3 of the employee’s current pay. Employees may not use sick
or vacation time to supplement the unpaid portion while receiving disability but may opt to use
their sick, vacation or floating pay in lieu of filing a disability claim.
While an employee is being paid through disability, He or She will stop accruing sick and vacation
time. Retirement and child support if any will also stop by default when no wages are processed
through payroll. All other benefits 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 & additional HSA contributions. The employee will
be billed for their portion of the premiums on the last day of the month for any benefits paid during
that month on their behalf. The Employee must submit payment to the City upon receipt of the
invoice. A second invoice will be sent after 15 days along with a cancelation warning notice and
possible termination of any unpaid benefits if still left unpaid after an additional 7 days.
Employees shall remain in contact with their Supervisor regarding the status of their disabling
event so that it can be determined if temporary staffing is necessary. Upon return to work,
employee shall obtain written authorization from their medical provider along with any restrictions
they have. This should be given to the employee’s Supervisor as well as the payroll department.

Long-Term Disability
Following the end the short-term disability pay out, the employee may opt to use any sick or
vacation time they have in lieu of filing a long-term disability claim. Employees opting to use their
earned time off will accrue sick and vacation during that time and all benefits will continue to be
paid by the City at the City’s normal contribution rates. They may also opt to request an unpaid
medical leave of absence. See the Medical Leave section of the employee handbook for more
information.
The City of Prescott will contribute 50% towards long-term disability for any regular employee
working 30 hours per week or more. Long-term disability is optional to the employee.
Employees filing a long-term disability claim will be paid 2/3 their normal rate of pay and they
may not use sick, vacation or floating hours to supplement the unpaid portion.
Once an employee’s short-term disability pay ends after 180 days following a disabling event, an
employee that is covered under long-term disability may opt to begin a long term disability claim.
Employees will not earn sick or vacation time while on long-term disability pay. An employee
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may opt to stay on the City’s health, dental and life insurance plans but the employee must pay
100% of all premiums, employer paid HSA and HRA will discontinue as well as employees
receiving PILOHI. Elected benefits such as Aflac, 457, ICMA and additional HSA will also
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. A second invoice will be sent after 15 days along with a cancelation warning notice and
possible termination of any unpaid benefits if still left unpaid after an additional 7 days.
After 180 days of a disabling event a discussion will be made with the employer and the employee
regarding future employment. Upon return to work, the employee shall obtain written authorization
from their medical provider along with any restrictions they have. This should be given to the
employee’s Supervisor as well as the payroll department.
RETIREMENT
The City of Prescott will pay the retirement contribution required by state law for all employees
who are eligible for retirement from the Wisconsin Retirement System. Employees will pay the
requirement contribution required by State law except where otherwise determined by a bargaining
agreement. Complete details on the Retirement Fund are available from the City Administrator's
office.
EDUCATIONAL BENEFITS
The City may pay registration fees for courses, seminars, or conferences, which will improve or
broaden job skills of employees or are required for the job position with prior approval of the
department manager or Mayor. The City may also reimburse cost of mileage and lodging with
prior approval of the department manager or Mayor. All qualified expenses to be reimbursed must
have receipts. The City will not pay for college tuition.
EXPENSE REIMBURSEMENT
Elected and appointed officials and hired employees will be reimbursed at the allowed rate for
travel mileage when personal vehicles are used to conduct authorized business or attend
conventions, training sessions, meetings, and seminars when authorized by the Mayor or Common
Council. Elected or appointed officials are eligible for reimbursement for long distance phone calls
not made on City phones when approved by Mayor or Common Council upon producing a copy of
the phone bill for the long distance calls. Reimbursement shall be based on the current rates and
policies followed by the State of Wisconsin Pocket Travel Guide, Office of State Employment
Relations. Receipts are required for per diem and travel reimbursements. Travel advances may be
given as deemed necessary by the City Administrator. In all cases any travel payments advanced
must be matched by approved receipts and any discrepancies between the approved receipts and the
amount of advancement will be deducted from the employees succeeding payroll check. There
shall be no reimbursement for alcohol. Exceptions may be made for travel expenses that do not fall
within the State of Wisconsin Pocket Travel Guide by using the Federal per diem rates.
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ACKNOWLEDGEMENT
The Employee hereby acknowledges that they have read and understand the Employee Handbook.
The Employee further acknowledges that the Employee Handbook is not a contract and that it does
not imply any such contractual agreement between the City and the Employee. The Employee
further acknowledges that all electronic communications they use at the City can be monitored and
that the Employee consents to this monitoring.

__________________________________________
Employee

____________________
Date
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To:

Personnel Committee

From:

Matt Wolf, City Administrator

Date:

November 12, 2021

Subject:

SRO Discussion

Discussion
The City of Prescott currently receives $10,000 in funding from the Prescott School District to
help fund the School Resource Officer (SRO), which helps provide the school a sworn law
enforcement officer trained in school-based crisis response and law enforcement. The City
would never not answer a call for assistance by the school or any other business or resident,
however the current gap in funding the SRO results in the City subsidizing a large portion of
the work.
Our current SRO is also the City of Prescott Investigator and splits his time between both the
SRO work and investigative work. Generally, there are 36 weeks in a school year and with
benefits our SRO costs around $42.60 per hour. The SRO spends about 20 hours a week
assisting at area schools for a total cost to the City of $30,672. Staff would like to discuss with
the committee how they would like to proceed with the position.
1. Ask the School District to cover the gap in cost
2. Reduce the SRO related hours to an amount that are currently funded by the School
District
3. Continue to subsidize the cost of the SRO position
4. Some sort of mixture of the above three options
Any proposed or discussed changes would not be reflected or take affect until further
discussion with the school district and once agreed upon would begin in the 2022-2023 school
year.
Recommendation
Discuss the SRO position and possible funding changes.

To:

Personnel Committee

From:

Matt Wolf, City Administrator

Date:

November 12, 2021

Subject:

Prescott Professional Police Association Contract

Discussion
The City and the Police Officers labor union have been negotiating a new contract for 2022
and beyond, subject to City Council approval. Management staff and representatives of the
labor union met and the City is currently waiting to hear regarding proposed changes to the
contract.
Current proposed changes include:
1.
2.
3.
4.
5.
6.

$1.00 increase for Patrol Sergeants
$1.00 increase for Officers acting as Field Training Officers.
Addition of Compensation Time with conditions set forth below.
A 3.0% yearly wage increase for 3 years for officers as laid out in the table below.
Addition of Article 25 related to a K9 Unit and Article 26 related to Lateral Transfers
Minor adjustments to Article 15 regarding Clothing

1. Compensation Time:
Article 14.02 – Compensation Time: In lieu of overtime Compensation Time can be taken at 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 up to a maximum of 23 hours of Compensation Time. No more than
23 hours of Compensation Time can be banked at any time. Compensation Time can only be
used for one shift during a 2-week pay period up to eleven and one-half (11.5) for one pay
period. Compensation 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. Both parties agree that this is the first time Compensation Time
is being offered and agree to use this contract as a trial period for the use of Compensation
Time. The inclusion of Compensation Time in this contract in no way guarantees that
Compensation Time will be included in the next contract. If there are scheduling issues because
of Compensation Time, the City holds the right to remove Compensation Time from the next
contract.

2. Wages:

•

Employees appointed as patrol sergeants shall receive additional compensation of $2.00
per hour.

•

Patrol Officers acting as an FTO shall receive an additional $1.00 per hour for all hours
spent actively training.

3. K9 Unit and Lateral Transfers
ARTICLE 25 – K9 UNIT
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 TRANSFERS
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.

