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Res. No. }3ﬂ~* 15 - 16. By Alderperson Donohue. January 18, 2016.

A RESOLUTION adopting the revised City of Sheboygan Compensation Program
for Non-Represented Employees.

RESOLVED: That the Common Council hereby adopts the revised City of
Sheboygan Compensation Program for Non-Represented Employees, a copy of which
is attached hereto and incorporated herein.
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I HEREBY CERTIFY that the foregoing Resolution was duly passed by the
Common Council of the City of Sheboygan, Wisconsin, on the day of
20 ”
r

Dated 20 ‘ , City Clerk

Approved 20 . , Mayor
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EXECUTIVE SUMMARY

In November 2011, the City of Sheboygan’s Human Resources Department introduced a new
performance management system for Non-Represented employees which incorporated a pay for
performance, or merit based, review system, as well as an introduction to goal setting for all non-
represented city employees. Based on merit, employees at the lower half of their pay scale may
be eligible to receive a compensation increase to their base. Some employees were on a tiered
system, where years of service automatically qualified the employee for a pay increase.
Employees at or over the top of their pay scale may be eligible for additional compensation
(whether merit award or incentive award) in the form of a lump-sum only. Increases were issued
to the pay schedule and many employees received an automatic increase. The changes that
occurred in the State of Wisconsin with Act 10 caused the City of Sheboygan to evaluate their
program and develop a new program.

A complete salary review took place in 2013 by the Human Resources Director, which
incorporated salary comparisons by job expectations for a variety of comparable employers, both
in the City of Sheboygan public and private sector positions, as well as comparable to other
municipalities within Wisconsin of like size and geographic comparison. Based on merit,
employees at the lower half of their pay scale may receive a compensation increase to their base.
Employees above the midpoint of their pay scale are eligible for a combination of increase to
base for merit performance, and one-time lump sum for incentive performance (accomplishing
goals and/or projects above and beyond their day-to-day requirements). Employees at or over
the top of their pay scale are eligible for additional compensation in the form of a lump-sum
only.

The 2016 pay scale has changed from 2015 only in the DPW. In an effort to stay competitive in
The areas requiring greater skills and qualifications, such as a Journeyman Electrician, on
additional category of Maintenance Worker has been added: MWV.

GENERAL COMPENSATION PHILOSOPHY

The salary and benefits provided by the City of Sheboygan to its employees are to attract and
retain the most qualified and competent individuals to perform and provide quality public
services to the citizens of Sheboygan. For this reason, the City will provide salaries based on
internal equity and external competitiveness.

GENERAL PROGRAM DEFINITIONS

Department Head: For all purposes defined under this program, department head includes the
following officers: City Administrator, Chief of Police, Fire Chief, Director of Public Works,
Human Resources Director, Planning Director, and Finance Director.

Department Head Advisory Committee: Depending on the issue needing guidance, this
committee will be appointed as needed by the City Administrator and/or the Mayor and may
include Department Heads, elected officials or other non-represented departmental leaders.

Employee(s): Any active, permanent full-time or permanent part-time, non-elected, non-
represented employee, not including seasonal, temporary, extra help, or permanent employees
whose regular work schedules are under 600 hours per year.

Employer: The City of Sheboygan.
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Market Survey: The gathering, compilation, and analysis of market pay information by the
Human Resources Department, or any agency or service contracted by the Human Resources
Department, in order to determine the salary ranges for each pay grade.

Pay Grade: A group of one or more classifications which have been assigned the same pay
range for compensation purposes. All jobs in a pay grade have the same range minimum,
midpoint, and maximum rates.

Performance Appraisal Review: The procedure used by the employee's supervisor and/or
department head to evaluate the employee's performance for the period following the employee's
last performance appraisal.

Program: Except where another program is specifically referred to, the compensation program
for non-represented employees.

Salary Range: The pay range assigned to a specific pay grade, and which includes a defined
minimum, midpoint, and maximum rate of pay. The range is based upon a market survey.

IV. ROLE OF THE HUMAN RESOURCES DEPARTMENT IN COMPENSATION
ADMINISTRATION
The Human Resources Department shall be responsible for the following compensation
administration activities:

Developing, implementing, and monitoring organization-wide compensation policies,
procedures and programs, and ensuring adherence to them.

Developing and maintaining current job analysis and job description information throughout
the organization, continually monitoring changes to the jobs, and revising analyses and job
descriptions as appropriate.

Providing analysis and recommendations to support the annual compensation policies to be
made by the Common Council as described in Section VII.

Providing compensation administration reports and data needed for effective program review
and control.

Developing recommendations for and implementation of approved pay rates, pay structures
and pay practices; reviewing market data to determine changes necessary to ensure that the
organization is competitive within the relevant municipal and private sector labor markets.

Ensuring compliance with wage and hour laws and regulations.

Consulting with managers, supervisors, and employees on compensation and performance
management problems and issues.
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8. Developing, implementing and monitoring performance management policies, procedures
and programs. This includes developing and reviewing the effectiveness of performance
appraisal activities, and ensuring that employees receive timely and accurate appraisals.

9. Preparing updates to the compensation program document contained herein for council
review and approval, and providing this information to all employees covered by the
program.

10. Educating employees on the current compensation program.

ROLE OF THE INDIVIDUAL DEPARTMENT IN COMPENSATION
ADMINISTRATION

The individual departments shall be responsible for the following compensation administration
activities:

I. Ensuring that approved compensation administration policies, programs, and procedures are
followed in all divisions within the department.

2. Reviewing and approving all job descriptions and ensuring that the Human Resources
Department is informed of all new and changed jobs so that jobs can be re-analyzed and new
Jjob descriptions can be developed.

3. Reviewing each employee's performance at least once a year and recommending any salary
increase deemed appropriate. This task requires discussing the performance review and
rating with the individual employee and submitting the required appraisal forms to the
Human Resources Department for review and discussion of pay adjustments.

4. Recommending revisions in compensation administration policies, procedures, and practices
to the Human Resources Director when deficiencies and problems are identified.

ROLE OF THE DEPARTMENT HEAD ADVISORY COMMITTEE IN
COMPENSATION ADMINISTRATION

The role of the Department Head Advisory Committee in compensation is one of providing a
broad-based review of] and input into, overall compensation activities. The Department Head
Advisory Committee on this issue includes the City Administrator, all Department Heads, the
City Attorney, the Mayor, and the City Clerk. The Human Resources Director acts as
chairperson.

The Department Head Advisory Committee will perform two (2) specific roles:

1. At the request of the Human Resources Director, provide counsel and assistance with regard
to the integrity and effectiveness of the compensation program for non-represented
employees;

2. Review and provide input into the annual major pay policy recommendations made by the
Human Resources Director, before presentation to the Salaries and Grievances Committee
(see Section VII).
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VIII.

All recommendations of the Department Head Advisory Committee shall be non-binding to the
Human Resources Director, and for matters which come before them, the Salaries and
Grievances Committee.

ROLE OF THE SALARIES AND GRIEVANCES COMMITTEE IN COMPENSATION
ADMINISTRATION

The Salaries and Grievances Committee shall be responsible for the overall administration of the
compensation plan in coordination with the Human Resources Director, the Department Head
Advisory Committee, the Common Council and other appropriate resources.

The Salaries and Grievances Committee performs the following functions:

1. Approves, subject to Common Council approval, annual recommendations made by the
Human Resources Director, after input from the Department Head Advisory Committee,
regarding major pay policy decisions including:

a. range adjustments
b. across-the-board increases, (if applicable)

c. merit increase annual budget

2. Approval of all inequity and promotional increases provided they are within the salary grade
range.

3. Approves all modifications to the compensation program described herein, for final approval
by the Common Council.

ROLE OF THE COMMON COUNCIL IN COMPENSATION ADMINISTRATION

Each year, the Common Council shall make three (3) major pay policy decisions:

1. How much if any, pay ranges should be adjusted to be externally and internally competitive;

2. How much, if any, should be budgeted for across-the-board adjustments (if necessary to
maintain internal equity);

3. How much should be budgeted for merit increases;

These decisions shall be made based on information and recommendations provided by the
Human Resources Director, after input from the Department Head Advisory Committee, and
approval of the Salaries and Grievances Committee.

In addition, upon recommendation of the Human Resources Director and the Salaries and
Grievances Committee, the Common Council shall approve all changes to the overall
compensation program described herein.
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IX. SALARY STRUCTURE
The City salary structure consists of a specified number of salary ranges for which range
minimum, midpoint, and maximum rates of pay are established.

MINIMUM RATE
The salary for any employee shall not be less than the minimum established for their pay grade.

MIDPOINT RATE
The midpoint of a range is typically the comparable market average pay for a position.

MAXIMUM RATE

The maximum rate, the top rate for a pay grade, is the maximum base salary the City will
pay a position. The base salary for any incumbent shall not exceed the maximum rate
established for his/her pay grade. Upon implementation of this pay plan, an employee
receiving a salary at or in excess of the maximum rate will not be eligible for any pay
adjustments until their base rate of pay falls below the maximum for the pay range. Such
employees, however, may be eligible to receive a lump sum merit bonus, if warranted,
which will not change their rate of pay.

In salary grades 1-16, the range is 20% below and above the midpoint. In the DPW job classes
1-5, the maximum pay is 10% above the midpoint/market rate. See attached Exhibit #7, 2015
Non-Rep Pay Scale.

Assignment of classifications to the proper salary range is based on the market analysis results
described in Section XI.

The salary structure shall be reviewed once each year, and may be adjusted by the Salaries and
Grievances Committee based on recommendation of the Human Resources Director. This
recommendation will be based on the following factors:

1. Known or reasonably anticipated range adjustments for the next year reported by comparable
employers used in the market analysis;

2. Analysis of economic conditions faced by the City Government (e.g. loss of shared
revenues); and

3. Range adjustments occurring in the City's union contracts or reasonably anticipated by the
Human Resources Director.

4. The Consumer Price Index (CPl) as determined by WDOR (Wisconsin Department of
Revenue)

Achieving consistency with the City's stated pay policy (see Section X. A.) and consideration of
the above four (4) factors will be the basis of the recommendation.
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EXTERNAL RELATIONSHIP

POLICY

The City's policy is to place its total salary practice at or near the prevailing market practice for
jobs of similar content within the City's chosen market as defined herein. The City's policy
includes a desire to provide salary advancement opportunities which recognize changes in the
economy, differences in performance, and salary levels which are fair compared to the City's
internal market (pay levels in the union groups) and local private sector like positions.

SALARY SURVEYS

The City's objective is to maintain a level of pay that is competitive with the level of pay for
similar skills in other similar public jurisdictions and private sector for which it competes for
employees in the marketplace. The City achieves this competitiveness through a systematic
method of determining what other jurisdictions in its market pay.

Specific external relationships shall be determined in general every three (3) years, or for a
specific job whenever:

1. A salary range midpoint of a classification is insufficient to attract qualified candidates for
employment;

2. A continuing turnover pattern in a classification can be directly linked to established
compensation levels; or

3. Management deems that specific external relationships must be examined.
COMPOSITION OF THE MARKET

The City of Sheboygan recognizes the importance of correctly surveying the market, in order to:
1. Set pay levels which attract a sufficient quantity of qualified applicants to fill open positions.

2. Retain its high-performing, valuable employees over time, in order to recoup training
investments, optimize organizational effectiveness, and minimize unwanted turnover.

Market data shall be gathered directly from other cities through public information requests or as
part of a participant or direct consultation of other qualified surveys which include, but are
limited to, the following jurisdictions:

Appleton Beloit Eau Claire = Fond du Lac LaCrosse
Janesville Manitowoc  Oshkosh Sheboygan County =~ Washington County
Calumet County Central Wisconsin

These jurisdictions were selected based on one or more of the following criteria: similar
populations; similar per capita income; and close proximity to Sheboygan. The City shall
periodically re-examine the appropriateness of the market base should circumstances arise which
the City believes merit the need for such a re-examination.
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MARKET ANALYSIS PROCESS

As required, the Human Resources Department will work with the department heads to update
position descriptions. At a minimum, the position descriptions will contain the following
information:

Purpose of position.

Description of essential functions of the job.

Description of marginal functions of the job.

Statement of required education and experience.

Description of knowledge, skills, and abilities required for the job.

LR WD -

A survey instrument will be created which includes short descriptions of each job and asks for
relevant market data including, but not limited to, range minimums, midpoints, maximums, and
actual rates.

The survey will be sent to the market jurisdictions, with follow-up contacts as necessary. Every
reasonable attempt will be made to obtain this information.

. The Human Resources Director will gather pay data from relevant positions within the City's
current workforce as a comparable — that is the "internal market".

2. Relevant market data will also be reviewed with both municipal and private industry
employers in the area. Wherever possible, the City of Sheboygan will participate in qualified
surveys being performed either through other municipalities or will hire an outside agent to
perform a survey if necessary. In addition, the Human Resources Department will perform a
direct information search, gathering applicable data directly from other municipalities
through a public information data request.

3. An adjustment shall be made, if necessary, to the compiled data so that survey information is
relevant for the applicable year.

ASSIGNMENT OF POSITIONS TO SALARY GRADES

POLICY
It is the intent of the City to provide a compensation program which relates the pay ranges for its
classifications to the pay practices in the defined market. Therefore, the assignment of
classifications to pay grades within the pay structure shall be based on market data whenever
possible.

PROCESS

The Human Resources Director shall place positions into the appropriate salary grade where the
midpoint of the grade is closest to the "market estimate”" pay rate identified through the survey
process. The market estimate rate, which could also be referred to as the prevailing rate in the
market, is the calculated rate of pay which most closely approximates the worth of that position
in the market at the time of the survey.
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In an effort to maintain internal equity within the pay structure, the Human Resources Director
shall identify the appropriate pay grade for positions for which there are insufficient market data
using reasonable comparison of such jobs with other City jobs.

The assignment of classifications to pay grades shall be recommended by the Human Resources
Director and approved by the Salaries and Grievances Committee. No employee's salary will
exceed the maximum rate in his/her assigned salary range. If assignment to a grade leads to this
occurrence, the situation will be resolved as described in Section XII, letter B,7.

At any time, when the applicable criteria indicate the need for a focused market analysis of a
specific classification, the relevant market data from the City's market base shall be examined.
Should the market data establish the need for a different pay grade assignment, the Human
Resources Director make such recommendation to the Salaries and Grievances Committee for
their approval.

In some cases, the City may determine that a different market base is warranted, given the
specific circumstances of the position and the current market conditions.

WAGE AND SALARY GUIDELINES

POLICY

The City recognizes the importance of consistency in determining wages and salaries for its
employees. The intent of this policy is to provide guidelines for department heads to follow in
the case of a new employee or change in employee status.

GUIDELINES

1. Salary Offers to New Employees
Once the best-qualified candidate for the position is identified, the department head and
Human Resources Director will determine the starting salary that will be offered to the
individual. The Department Head or Human Resources Department shall make a conditional
offer of employment to the candidate (conditional offers inasmuch as they are contingent on
the City of Sheboygan's verification of reference information, completion of any background
check, successful completion of any post-offer medical examination/drug screen, and
submission of satisfactory employment eligibility documentation required by law and
approval by the Salaries and Grievances Committee).

The Human Resources Director shall have the authority to approve a salary offer up to the
midpoint of the salary range. Any recommendation which exceeds this amount must be
approved by the Salaries and Grievances Committee. Such recommendations should be
based on employment market realities and/or individual qualifications. Because the salary
range minimum rate for each grade is linked to the midpoint but does not automatically
represent the amount for which individuals can be attracted to public service, some flexibility
in setting hiring levels may be necessary to remain competitive.
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The following guidelines shall apply to these situations:

a.) Given the law of supply and demand, once a candidate is chosen, the employee’s current
rate of pay or most recent rate will be taken into consideration at the time an offer is
made.

b.) Generally speaking, applicants who barely meet or barely exceed the minimum education
and experience requirements shall be hired at the range minimum rate for the pay grade
in which their position has been placed.

c.) Applicants who exceed the minimum requirements of the position as specified in the job
description by at least two (2) years of experience may be hired at a salary no higher than
the upper half of the range between minimum and midpoint (2™ quartile).

d.) Applicants with five (5) or more years of experience over the minimum requirements
may be hired at a salary which is no higher than the lower half of the range between
midpoint and maximum (3" quartile).

e.) Before an offer is made to an applicant, it must be approved, in consultation with the
respective department head, by the Human Resources Director. Any department head
desiring to hire an applicant under items a) or b), above, must request special approval
from the Human Resources Director who shall, when necessary, forward such request to
the Salaries and Grievances Committee. The maximum of the salary range shall not be
exceeded.

Note: Additional years of education that exceed the minimum requirements and are directly
related to the position may be used to equate with additional years of experience for
determining placement in the range.

2. Salary upon Promotion
A promotion is defined as a change by an employee from one position to another which has a
higher salary range. At a minimum, promoted employees shall be placed at either the
minimum rate in the new salary range, or their current salary, whichever is greater. The
promoted employee will be eligible for up to a 10% base salary increase upon promotion, at
the hiring department head's discretion. All promotional salary offers must be approved by
the Human Resources Director.

3. Salary upon Demotion
When an employee is unable to perform the position they hold, they will either be laid off or
demoted. Each situation is unique as it depends on availability of additional positions and/or
the employees qualifications. Generally, if an employee is demoted, they will experience a
pay reduction. The demoted employee will need to demonstrate the ability to perform the
essential functions in a new position and will be paid an appropriate level of pay considering
their abilities and the payscale of the new position.

4. Salary upon Transfer
An employee who transfers or is transferred from one classification to another classification
in the same pay grade shall receive no salary adjustment, provided the transferred employee
can perform the essential functions of the new position.
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S. Salary upon Change in Pay Grade Due to Market Survey Analysis
When, as a result of the market survey analysis periodically undertaken by the City, an
employee's classification is placed into a different pay grade, there will be no salary
adjustment. If the employee's present salary is at the top pay for the grade or more than the
new range maximum, the employee will not be eligible for an increases to his/her base pay
while his/her salary equals or exceeds the range maximum. Such employees, however, will
be eligible for a lump sum merit bonus (actual amounts are identified on the Merit
Adjustment Schedule).

6. Equity Adjustments (This section replaces Compression Adjustments)
The concept of compression will be reviewed based on market data for a position rather than
a reporting structure. This allows for increase reporting flexibility while acknowledging that
pay is market driven rather than a factor of reporting structure. Equity adjustments are
usually a one-time adjustment to realign the employee’s salary to market value for the
position and takes into consideration the number of direct reports an employee may have, as
well as the duties assigned to that position.

7. Part-Time Employment

Part-time employees are those in which the employee is normally scheduled to work less than
forty (40) hours in a work week. This includes intermittent positions working up to eight (8)
hours per day on an irregular and uncertain schedule which alternately begins, ceases, and
begins again as the needs of the City require. Part-time employees shall be hired at a pay
grade which is equivalent to or compatible with the hiring rates established for similar full-
time classifications. Permanent part-time employees shall be eligible for salary increases
under the same manner as full-time employees (see Section XII, B. 5).

XIIl. COMPENSATION ADMINISTRATION

A.

POLICY ON SALARY INCREASES

The purpose of the City's pay increase policy is to establish and maintain an appropriate
relationship between an employee's performance and pay. The system provides management
with a mechanism to recognize individual accomplishments and to relate them to pay increases.
The Merit Adjustment Program is intended to reward employee growth in a job as well as to
differentiate in levels of performance and contribution.

Generally speaking, temporary and/or seasonal part-time employees may be paid at market rate
due to the temporary nature of the position, even with returning employees. The position may or
may not qualify for an increase from one year to the next.

The City's pay increase policy is designed to attract and retain high-quality employees, to reward
employees in accordance with performance on the job, and to motivate employees to their
highest level of performance. Above all else, the City treats its employees as individuals and as
members of the team by allowing employees to influence their pay opportunities through
performance on the job.

Employees are encouraged at all times to work to the best of their abilities, to find ways to
eliminate unnecessary work, and to discuss with their supervisor how tasks can be better
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performed. The result of employee contribution is a more productive City government -- a City
more able to meet its obligations to the citizenry, respond to changes in technology and in the
workplace, and a City that understands and satisfies the needs of its customers. The City's
success and its ability to support its compensation practices depend on employee efforts and
contributions.

PERFORMANCE EVALUATION

The City of Sheboygan recognizes the importance of recognizing an employee’s efforts and
follows a merit increase program where an employees pay is affected by their performance. The
City Council approved a 2.0% increase to budget for payroll (see 2015 Council approved
budget). Depending on where an employee falls within their pay scale, an employee has the
ability to earn up to a total of 2.0% through exceptional performance in both the completion of
their day-to-day activities and in the performance and accomplishments of the goals or special
projects they have throughout the year.

Each employee will receive a performance review every 12 months, either based on their
employment anniversary or their most recent promotional move. The review form has 4
categories of performance: Unacceptable, Below, Successfully Achieved and Exceeds. The 2016
paper form is attached (see Exhibit #3), Yearly Performance Evaluation. A move to an
electronic form is anticipated during the calendar year. The content will remain the same as the
paper form. Either electronic or paper evaluation is acceptable. In addition, the City
Administrator will have an evaluation form that is unique to the position, as governed by the
Salaries & Grievance committee and the direction and approval of City Council.

Goals are also established during the evaluation process, primarily by the supervisor with input
from the employee. Wherever possible, goals are SMART (Specific, Measurable, Attainable,
Relevant, and Time-bound). Supervisors and/or Department Heads and the employee need to
document the employee’s goals for the upcoming evaluation year, and may use one of two
goals template listed in Exhibit #4.

MERIT ADJUSTMENTS BASED ON PERFORMANCE EVALUATIONS

Merit adjustments are granted to employees to encourage efficiency and to reward performance
when the City's economic conditions permit. Merit increases are not automatic; nor does an
employee acquire any right to an increase because of length of service or time in a job. Merit
adjustments are based upon his’her supervisor's appraisal of the employee's performance in
relation to established performance standards and goals and are completely discretionary.

A merit adjustment should reflect a performance level that has been consistently demonstrated
over a meaningful period of time, typically 12 months. If merit adjustments are awarded to the
employee based on their performance, any pay increase will be issued on the first payroll
following their employment anniversary.

1. Establishment of the Merit Increase Budget
The overall funding for the Merit Increase program budget shall be determined by the
Common Council on an annual basis, following recommendation by the Human Resources
Director with approval of the Salaries and Grievances Committee. The size of the budget
will be based primarily on the economic conditions currently experienced by the City and
any other factors deemed relevant by the Common Council.
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2. Maerit Increase Amount
Once the budget has been approved, it is up to each supervisor and/or department head to
approve the amount granted to the employee. The City establishes the percentage guidelines
in the merit adjustment on an annual basis and the amounts, therefore, are subject to change.
The amount identified in 2016 is 2.0%.

All merit increase adjustments shall be based on documented performance with higher
increase percentages being reserved for performance that has overwhelmingly exceeded
performance expectations. The actual percentage increase of the merit adjustment is
discretionary. A guideline is provided as a reference, as listed in the Merit Adjustment
Schedule found in Exhibit #5. Supervisors may award more or less than the schedule. All
merit adjustment requests made by department heads for individual employees are subject to
appropriate documentation which is reviewed by the Human Resources Director.

The City shall review the merit adjustment amount every year. This review will be
conducted by the Human Resources Director with approval with the Salaries and Grievances
Committee. All changes to the schedule shall be subject to the approval of the Common
Council.

3. Merit Adjustments Applied to Current Salary

The merit adjustment percentage will be applied directly to the employee’s current salary.
Salary ranges will be reviewed periodically to insure the City’s pay ranges remain
competitive while the merit adjustment schedule is reviewed annually. Base wage
adjustments provides newer employees and those in the lower part of the wage scale the
opportunity to reach the midpoint, or fair market value, at a rate which reflects their job
performance. (i.e. the better the performance the faster they reach the midpoint). It also
allows above average and outstanding performances to exceed the midpoint which would be
expected for employees who constantly perform at those levels, as well as those who either
have greater experience levels when starting the position or those who have a greater length
of time on the job.

4. Frequency of Merit Reviews
Consideration for merit adjustments shall be once every twelve (12) months, providing the
employee holds the same position.

A. Employees Returning from a Leave of Absence or Rehired
If an employee is off work on a qualified Leave Of Absence at the time the performance
evaluation and applicable merit or incentive increase is due, upon return from leave to
“active duty”, the employee will receive any identified increase effective from the first
date returned to active duty. Employees not returning to work, that is, employees who do
not return to active duty, are not eligible for retroactive pay.

5. Performance Appraisal Review Procedures
All employees shall be evaluated by their department head a minimum of once per year. The
employee's supervisor shall evaluate each employee's performance for the period following
the employee’s last performance appraisal review and recommend a merit adjustment for the
employee that is consistent with the established merit adjustment amount, using either a
manual performance appraisal process (Exhibit #1) and appropriate form (Exhibit #3), or
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utilizing the on-line review process in MUNIS. In addition, the employee will be provided a
feedback opportunity by completing an Employee Questionnaire Form (Exhibit #2) or
completing the on-line questionnaire.

6. Delayed or Denied Merit Adjustments

Department heads may deny or delay merit adjustments if employees are not performing in a
fully capable manner. When merit adjustments are delayed or denied, a plan of action for
improvement and a target date shall be set by the supervisor. Special performance appraisals
are conducted when improvements have been noted or when the target date has been reached.
Under no circumstance shall the period of time be shorter than three (3) months or longer
than the employee's next scheduled review date. If the employee is then performing in a
fully capable manner, the merit adjustment deemed appropriate by the department head may
be granted. No adjustment shall be given on a retroactive basis, however. The decision to
grant or deny a delayed merit adjustment must be made within thirty (30) days of the
employee's review date. Employees normal review dates are not advanced by this
denial/delay.

7. Merit Increases Effective Date
Except in the case of delayed or denied increases, the effective date for application of the
merit adjustment increase shall be the beginning of the next applicable payroll following the
employee’s anniversary date (all salaries and wages shall be paid biweekly for salaries and
wages earned during the biweekly period preceding the most current biweekly period (i.e.
two-week holdback).

8. Performance Appraisal Appeal Process

Following a completed Performance Evaluation, the supervisor will notify the employees of
the appropriate merit adjustment. If the employee is not in agreement with the merit
adjustment identified, the employee may request a meeting with the Department Head. Ifthe
employee continues to be dissatisfied, the employee may request a meeting with the Human
Resources Director. A final appeal will be allowed in front of the Salaries and Grievances
Committee. The employee will need to complete a Notice of Evaluation Appeal Form
(Exhibit#6) which is then submitted to the Human Resources Director. The Human
Resources Director will promptly submit the Notice of Evaluation Appeal Form to the
Salaries and Grievances Commiittee. The Salaries and Grievances Committee will schedule a
meeting with the employee and the employee's department head to hear the employee's
appeal, after which the Salaries and Grievances Committee will either confirm the
recommended merit adjustment or approve a new merit adjustment for the employee based
upon additional objective facts. The decision will be confirmed in writing to the employee as
indicated on the Salaries and Grievances Committee's Merit Adjustment Form, and this
decision shall be final.

The fact that an employee has requested a further review by the Salaries and Grievances
Committee shall not, in any way, affect the employee's position within the department or as
an employee of the City of Sheboygan.

9. Retroactivity
Employees terminating employment for any reason prior to Common Council adoption of an
adjustment to the compensation, employment are not entitled to any retroactive application of
that adjustment.
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XI1V.

XV,

10. Employee and Management Training
The Human Resources Department shall conduct periodic training on the performance
appraisal process to all supervisors, managers, and department heads responsible for
conducting appraisals. The Human Resources Department will conduct periodic employee
training on the performance management program in general, particularly if changes to the
program occur.

COMPENSATION PROGRAM REPORTING

POLICY

The interests of the Common Council are best served by management reports which accumulate
all costs and related information needed in their role as policy-makers who are ultimately
responsible for the compensation plan. These reports shall be facilitated by the Human
Resources Department which will be responsible for compiling, summarizing and presenting the
information to the Salaries and Grievances Committee and Common Council.

PROCESS
The report shall be done on an as-needed basis, often as part of the budget process for the next
year, and will contain the following information:
1. A breakout of requested annual adjustment dollars by component:
a. Merit Adjustments

b. Equity Adjustments

2. Assurance through Human Resources Department review that all employees have been
evaluated.

3. A confidential report on the distribution of performance ratings.

4. Any other information deemed pertinent by Council.

PLAN COMMUNICATION AND MANAGEMENT TRAINING:

The City recognizes the importance of ensuring that all employees are fully knowledgeable about
the details of the compensation plan. To that end, the Human Resources Department shall be
responsible for the following actions:

1. Preparing and distributing plan information for all new employees as part of the orientation
process.

2. As plan changes occur pursuant to Council action, preparing information and holding
meetings with employees to review all changes, and preparing and distributing individual
notification to employees regarding any changes to their compensation. If minor changes are
made, or if the change of the Non-Rep Comp Plan consist primarily to identify differences in
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the merit adjustment guide and/or pay scale, the Human Resources Department will
distribute communication via posting a memo with the changes, either in a department or
transmitted through intranet communications.

The City also recognizes the need to provide supervisors, managers, and department heads with
details of the compensation plan and their important roles in its administration. To this end, the
Human Resources Department shall be responsible for providing new, and updating current
supervisors, managers, and department heads thorough training in the areas of;

1. City compensation policies and procedures.

2. Sound pay-for-performance practices and City compensation techniques such as the use of
pay increase guidelines.

3. Use of the budgeted merit adjustment and methods for forecasting increases.
4. Use of planning worksheets which include individual employee's past performance rating

history, past raises, and timing of these raises, to provide the information to allow increases
to be based on long-term performance opposed to short-term changes.
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Exhibit #1
Performance Evaluation Process

-

Shebovgan Performance Evaluation Process

On-going organizational success depends on the intellectual capital within the organization. This
program is a critical strategic tool for attracting and retaining qualffied employees to sustain our
organzation and ensure that the our employees are achieving their own personal development goals.

Step 1: Depariment leadsrs need to identify current and future needs within their department, as well
as needs within other depatments they affect. Once that's completed, goals need to fitler
throughout the department. Employees may utilize eithera “Goals Template”
or the second page of the Performance Evaluation Form. If MUNIS is utilized, empioyees may
upload their goals in the narative section of the evaluation process.

Step 2: Approximately 3 weeks prior to the evaluation, manager should provide employee with an
Employee Questionnaire Form. The employee needs to complete the questionnaire and retum
to the supervisor prior to the performance evaluation.

Step 3. Performance Evaluation. On a yearly basis, supervisor need to evaluate the performance of the
employee. There are 4 general categornes to describe the employee's performance:

4. PERFORMANCE EXCEEDS EXPECTATIONS - A level of accomplishments that
overwhelmingly go beyond reasonable but demanding standards of performance,
particularly in the key areas of responsibility. This employee consistently demonstrates
an exceptional level of achievement and an demonstrate how this was accomplished,

3. PERFORMANCE SUCCESSFULLY ACHIEVED EXPECTATIONS - A level of
performance thal cleardy achieved all major requirements of the positon. It reflects
good, sofid performance expected of those who possess the necessary education,
training, and experience for the job. This rating applies to those employees who
consistently perform in an effective and professional manner.

2. PERFORMANCE NEEDS DEVEI OMPENT / IMPROVEMENT — Often a rating
reflective of a new employee 1o the organization or the position, this rating reflects the
need for davelopment as not all performance fully meets the requirements of the
position. The need for further development and improvement is clearly evident.

1. UNACCEPTABLE PERFORMANCE - A level of performance which is clearly below
minimum job requirements, even when cdose supervision has been provided.
Performance must significantly improve within a designated period of time if the
employee is to remain m the position.

Step 4: See the Ment Adjustment Schedules 1o determine what, if any, eligibility the employee has for
a pay increase of lump sum payout based on their overall performance for both a merit
increase and an incentive bonus. Complale the Merit Adjustment Form, atlain appropnate
signatures and forward all completed forms to Human Resources.

Throughout the year, Implement the formal and informal development opportunities through a
combinaticn of mentoring, coaching. job rotation, traditiona! educational programs, seminars
and on-line leaming solutions.
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Exhibit #2
Employee Questionnaire Form

x&ﬂg}m
st Performance Evaluation Process
Employee Self Evaluation Questionaire
Name Date
Print
Position Evaluation Period

As o port of the evaluation process, use this form to review, describe, and evaluate your job
performance over the past evaluation period. Share this form with your supervisor prior to
your evaluation meeting for submittal with your annual performance evalulation for your file.

1. What were your most significant work-related accomplishments? (Include projects, assignments,
new skills or knowledge gained.)

2. How do these accomplishments relate to your key responsibilities and goals for you and our
department?

3. What goais were identified to be accomplished but you were unable to achieve and why?
4. What are your goals for the next evaluation period?

5. How will you accomplish these goals? And when do you anticipate completing them?

6. What do you need to accomplish these goals?

7. How can your immediate supervisor and/or management do to help you to accomplish your
goals or work more effectivety and support your position?

8. What additional training or development would help you improve and/or enbance your work
performance?

. What feedback or suggestions do you have to improve our department or City employment?
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Sample Performance Evaluation Form / Competency Ratings (Form or electronic evaluation in MUNIS)

Exhibit #3

Yearly Performance Evaluation Name: Clock:
Job Title/Grade: Dept:
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Exhibit #4

Goals Template
Goals can be listed as part of the
Evaluation Form or Listed Separately

Communications Review / Feedback Opportunity
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Exhibit #5

/‘ MERIT / INCENTIVE AWARD SCHEDULE
Shbiygn 2016

The Gity of Sheboygan’s goal 15 1o continue to provide quality service for the needs of the City and to continuously
improve our performance. Accordingly, the City offers employees a merit-based performance program, rewarding
employees for successfully achieving or exceeding their performance requirements. Increases in pay depend on
performantce achievement, both in the day-to-day job requirement and in the accomplishment of goals. The following
increase amounts have been igentified for 2016:

Merit Award For Performance

Employees who demonstrate solid performance on the compietion of their everyday work assignments, showing a
dedication to complete the responsibilities of the job have successfully achieved or in some cases, exceeded the
performance requirements of their position and are eligible for a merit increase which will be either applied to
their base wages or will be issuedin the form of a lump sum.

Merit Award Schedule

Overall Performance tevel  Marit Ingease Amount®

Unacceptable 0.00% increase Salary helovz top pay- Inarease is gdded to base

Below Acceptable 0.00%s inkrease

Successiully Achieved 1.25% increase Salary at or ebove top pay Increase is 3 one-time lump
Exceeds 1.50% increase

Incentive Award Guide

Employees who have gone above and beyond in the overall performance of their job are also eligible for an
additional incentive award. In this category. a predetermined iist of goals needs to be identified between
the emplioyee and his/her supeniscr. Compiation cf addricnal projects not onginally identified may also
qualify in this category

Incentive Award Schedufe

Quergil Performance Leysi  Incentive increase Amoynt

Unacceptable 0.00%increase  Salary helow mid-point. Increase s added to base
Below Acceplable 0.00% increase

Successtuily Achieved 0.25%increate  Salery above mid-point Increase 1s 3 one.-time lump
Exceeds 0.50% increase

* An ncrease 1o base compensation cannot exceed the pay range. I a portion of the increase bnngs the employee’s pay to the top of
the pay range, the additonal ment or ncentive amount woud be issued in the form of a lump sum.

To reach the “exceeds™ performance level, employees must "ovenvhelmingly exceed expectations” either in the
majority of their performance competencies or goal achievement. Although the city budgeted for an overall 2.0%
increase to payroll, employees only qualify for what they earn based on job performance.
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mmﬁm‘ CONFIDENTIAL

NOTICE OF EVALUATION:APPEAL

TO: Sandy Robnick

Drrector of Homin Resowrces & Labot Relatwos
FROM:

Eaployee

Postion

I have reviewed my performance evaluation and my merit admustment recommecdation with my
Department Head

| understand that my performance mating & on a three-point scale wielding an maease of
percent based on the audpomt of mry pay range

T understand that if [ request a mert adjustaiens seview by the Salaies and Gmievances Committee. my
decision will not, in any way, affect aty postion within the department o1 a3 an ensployee of the Caty.

1 do / do not request o fusther merit adjustment review by the Salanes and Grievances Commuittee.

Sigasture of Employee Date

cc: Depatment Head

DiMreraps ngLancluie
®itimo ISP Pralustice 237w
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Exhibit #7
2016 Non-Rep Pay Scale

2016 Hourly and Ann

ual Base Salary

on:Reprasented Salaty Grade Raiiges R i
Minimum Midpoint Maximum
1 $ 11.69 $ 14.61 s 17.53
$ 24,305 05 S 30,381 .31 $ 36,457 .57
2 $ 13.38 $ 16.73 $ 20.07
$ 27,835.39 $ 34,794 24 $ 41,753.09
3 $ 15.88 $ 19.85 $ 23.82
$ 33.029.07 S 41.286.34 $ 49,543.60
4 $ 17.27 $ 21.58 $ 25.90
$ 35,914.44 $ 44.893.06 $ 53.871.67
5 $ 18.70 $ 23.38 $ 28.05
$ 38,901.66 $ 48,627.07 $ 658.352.49
6 3 20.13 $ 25.16 S 30.20
$ 41,871.90 $ 52,339.87 $ 62,807.85
7 3 21.56 $ 26.95 $ 32.34
$ 44,842 14 $ 56,052.67 $ 67.,263.21
8 $ 2243 $ 28.04 $ 33.65
$ 46,658.23 $ 58,322.78 3 69,987.34
9 (3 26.90 $ 33.62 [3 40.34
_ $ 56594235 $ 69.927.94 $ 83.913.52 |
10 $ 29.02 $ 36.27 $ 43.53
$ 6035528 $ 75.444 .10 $ 90,532.92
11 3 32.28 $ 40.35 $ 48.42
$ 67,144.40 $ 83,930.50 3 100,716.60
12 $ 3554 | S 44.43 $ 53.32 |
$ 73,933.52 $ 92,416.90 $ 110.900.28
13 $ 3881 |$ 48.51 $ 58.21 |
$ 80,722.64 $ 100,903.30 $ 121.083.96
14 $ 4213 $ 52.66 $ 63.20
$ 87,630,657 $ 109,538.21 $ 13144585
15 $ 44.64 $ 55.80 $ 66.97
$ 92,858.19 $ 116,072.74 S 139,287.28
16 $ 47.20 $ 59.00 $ 70.80
- _ $ 98,170.68 $ 122,713.34 $ 147 ,256.01
lDeparjmant of Public Works Labor Workforce J Lo
Minimum Midpoint Maximum
MW $ - 17.00 $ 19.03 $ 20.94
$ 35,360.00 $ 39,589.06 $ 43,547 .96
MWII $ 19.00 $ 21.28 $ 23.40
$ 39,520.00 $ 44,256.58 $ 48,682.23
MWl s 21.00 $ 23.51 $ 25.86
$ 43,680.00 $ 48,902.88 $ 63,793.17
MWIV $ 23.00 $ 25.76 $ 28.33
$ 47,840.00 $ 53,570.40 $ §8,927.44
MWV S 2500 | S 28.00 S 30.80
$ 62.000.00 $ 5£8.240.00 $ 64,084.00
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REVISIONS LOG

REVISION
YEAR

DATE INTRODUCED
TO SAL & GRIEV

MODIFICATION TO PRIOR NON-REP COMP PLAN

GENERAL ORDINANCE /
RESOLUTION / OR OTHER REF
DOCUMENT

2014

01-22-2014

1)

2)

3)

4)
5)

6)

Modified the merit and incentive
adjustment amounts to accommodate the
2014 budgeted increase amount to
payroll of 2.5% overall

Updated Exec Summary, listed all
department head titles (adding changes
from 2013 re: appointed and at-will
department heads), loosened the
evaluation form statement, allowing
for a switch to electronic/MUNIS based
evaluation process if needed

Updated XIII, C, 4 to state that
inactive employeas out on leave will
received increase upon return to
active status

Miscellaneous date and/or title
changes, replacing 2013 with 2014
Removed 6-month “ovaluation” period as
it is obsolete

2014 Wage Scale ranges were NOT
modified from 2013, just the date of
the salary range was revised.

Resolution 132-13-14
R.C. 310-13-14

2015

1)

2)

3)

Modify the merit amount to accommodate
the 2015 budget increase to payroll of
2.0% overall.

Increase the mid-point of all salary
grades by 2%.

Referenced the option to use the MUNIS
electronic evaluation process.

2016

1)

2

~

3

~

Add one level higher Maintenance
Worker (5) to the DPW Labor Workforce.
Change Chief Admin Officer title to
City Administrator and add reference
to a separate evaluation form for the
position.

Clarify discretionary language
regarding the merit adjustment
schedule, providing more referances to
the fact that the merit award and
evaluations are completely
discretionary, based on supervisor’s
evaluation of performance.

2016 Non-Rep Comp Plan
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2016 Non-Rep Comp Plan
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4.5

Res. No. LBB - 15 - 16. By Alderperson Donohue. January 18, 2016.

A RESOLUTION adopting the City of Sheboygan 2016 Employee Handbook.

RESOLVED: That the Common Council hereby adopts the City of Sheboygan 2016
Employee Handbook, a copy of which is attached hereto and incorporated

herein.
el % Sl
14 C/ C}

I HEREBY CERTIFY that the foregoing Resolution was duly passed by the

Common Council of the City of Sheboygan, Wisconsin, on the day of
, 20

Dated 20 2 , City Clerk

Approved 20

, Mayor




ity of

Sheboygan

yersd out

Revised: January 1, 2016
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WELCOME
Welcome to the City of Sheboygan. Congratulations on becoming a City of Sheboygan employee.
Your role as one of our employees is important because you have now become a “Public Servant”. As
a public servant, our role is to serve the public while performing services necessary to our City.
Whether this is picking up garbage, putting out fires, solving crimes or driving buses, each job meets a
need that our citizens have. The taxes paid by the citizens of Sheboygan pay the wages we earn.
Therefore, in a very real sense, these citizens are our “employers” and we must remember that it is the
citizens of Sheboygan that we need to satisfy.

As an employee you are in a unique position to serve our citizens. The way you treat them, the quality
and quantity of the work you do and the attitude that governs your behavior all are a reflection of
Sheboygan. Sheboygan is a City filled with citizens who have a tradition of hard work, strong ethics
and a love for life and others. As you begin your career as an employee of the City, allow yourself to
embrace these traditions as you unselfishly serve our citizens.

This Handbook has been designed to provide you an overview of the policies, procedures and plans that
affect your employment. You will find policies and practices that govern the work that you do, a
grievances and appeals procedure and an explanation of the benefits you are entitled to. Should
questions/concerns arise, contact your immediate supervisor or the Human Resources Department.

Once again, welcome to the City of Sheboygan. We look forward to working with you.

ABOUT YOUR JOB
Municipal employment in the City of Sheboygan is conducted under the regulations of the Sheboygan
Civil Service Commission, the Board of Police & Fire Commissions, the Sheboygan Transit
Commission, and the Mead Library Board. (Each group has their own, unique regulations providing
for the appointment, advancement, and retention of employees.) In recent years, there has been an
ever-increasing demand for public services. This is requiring the City workforce to become more
efficient and productive so as to provide the increased services without objectionable tax increases. All
of us are responsible to give the taxpayer a fair return for the taxes they pay.

Often when you hear the need for improved productivity, you may think “they want me to work
harder;” however, we can also improve productivity by adopting a “work smarter” philosophy. Each of
you will know your job well enough to improve your efficiency and suggest changes. Put another way,
here is what you as an employee can do to increase productivity:

1. Do the job you’re being paid to do. Don’t waste time. Learn your job and put forth an honest
effort to do it well.

2. Be receptive to new ideas and ways of doing things even though, at first, they may not coincide
with your perception of what your job is supposed to be.

3. Think on the job. Perhaps there are better ways to do it. Don’t be afraid to offer suggestions.
Remember, it is possible to work smarter—not harder.

4. Recognize that your individual effort counts. It is you plus every other employee putting forth
your best effort that creates the reputation of our City.



5. When vacancies occur, they are normally posted and filled by promotion of eligible, qualified
employees. In the event that all candidates are equal in terms of qualifications and solid work
performance, the most senior applicant will be offered the position.

6. The manner in which you apply yourselfto your duties, your ability to get along with others,
your capacity for greater responsibility and the extent to which you have prepared yourself for a
better job are all important considerations.

7. Performance evaluation reports are considered in promotions as well as in other aspects of your
employment. Your supervisor will complete the performance evaluation form and discuss it
with you to suggest improvement and provide feedback. You may make comments on your
performance evaluation form in the section provided.



SECTION 1 - CONDITIONS OF EMPLOYMENT

1. At-Will Employment

a) At Will
Employment with the City of Sheboygan is *“at will” which means The City of Sheboygan retains the right
to terminate an employee at any time with or without cause, except as prohibited by law. Just the same, an
employee has the right to resign employment at any time, subject to giving notice to The City of
Sheboygan as required.

Except as otherwise provided by law or applicable collective bargaining agreement, any other
understandings or agreements between the City of Sheboygan and the employee must be in writing and
signed by the proper City representative (typically a department head, the mayor, or the Chief
Administrative Officer). The Employee Handbook does not constitute an employment contract and may
be changed at the City’s discretion at any time with or without notice. If at any time there is a difference
between the Handbook and source material such as City policies or plan documents, the source material
that is current at that time will take precedence.

If an employee seeks more detailed information on anything in the handbook, they should contact the
Human Resources Department.

b) Public Contact
There are many advantages to working for the City of Sheboygan. There are also responsibilities.
Your major responsibility is to serve the public. The citizens of Sheboygan are considered your
employers and are entitled to courtesy and prompt service. Always keep in mind that every time
one of us has a business contact with the public, we register some kind of impression. All of these
impressions, when combined, create the reputation of Sheboygan. Your interaction with the public
will be a variable that is considered with your performance evaluations.

c) Work Schedule
Your work schedule will be designated by the department to which you are assigned. Each department
has different hours for their employees due to the special nature of their operations. Working hours,
lunch periods, and work breaks will be explained by your supervisor or the Human Resources
Department. Work breaks are a privilege and not a right; if abused, breaks may be suspended.

d) Flex Time (Comp-Time)

The normal work schedule for full-time, non-exempt employees is five (5) - eight (8) hour
periods, forty (40) hours per week. This schedule may be revised as necessary depending on
customer and/or city requirements, as determined by each department or area supervisor. Each
employee needs to work with their supervisor to define the expected hours of work. Employees
may need to flex their schedule to maintain a forty (40) hour work week. The time flexed must
be approved in advance by management and be contained within the week that it is earned. Ifan
employee flexes their schedule during the 40 hour work week, time worked in excess of 8 hours
a day can only be taken in an hour-for-hour basis. In other words, if an employee works 10
hours on Monday, the additional two (2) hours worked on Monday may be taken off later in the
week at straight-time hours (not time-and-one-half). Employees may not save (bank) additional
time off for use in another pay period.



g)

h)

i)

)

k)

Exempt employees are full-time employees who work a minimum of forty (40) hours per week. Due to
the professional nature of these positions, however, exempt employees are paid a defined salary for their
position rather than an hourly rate. Therefore, if the position requires additional hours (over 40) during
the work-week, those who hold exempt positions are expected to perform the additional duties as part of
their work-week. The additional time worked is considered part of the position expectations and is
exempt from overtime pay.

Overtime

Non-exempt employees will be paid time and one-half of their hourly pay rate for hours worked in excess
of 40 hours per week (a week is defined as Sunday at 12:00 a.m. — Saturday at 11:59 p.m.). Paid time off
(vacation, discretionary or holiday hours) does not count towards overtime calculation. Advance notice
will be provided for those expected to work overtime as soon as practicable. In emergency situations,
advance notification provisions my not apply. All overtime must be authorized by your supervisor before
the time is worked.

Punctuality and Attendance

The citizens of Sheboygan need your service. Your supervisor and co-workers depend on your
work to do their own. It is necessary that you report to work regularly and on time. If you are
ill, delayed, or cannot report for a specific reason, contact your supervisor before the start of your
shift as soon as practicable, the more advanced time the better.

Safety
The City regards your safety on the job as a vital responsibility. Always be alert to unsafe

conditions, faulty equipment or other on-the-job hazards. Don’t neglect to use safety equipment
in your work if required. You are responsible for reporting unsafe conditions or accidents to
your supervisor immediately, complying with any laws or safety regulations, and maintaining
concern for the safety of your co-workers and yourself. Failure to follow safety requirements is
a serious offense, subject to corrective action and/or further discipline, including termination of
employment, for even the first offense (depending on the degree of the violation).

Telephone Use and Courtesy
City phones, whether LAN lines or mobile phones, should not be used for personal calls. In

addition, all employees are asked to inform their friends and family not to call during working
hours except in cases of emergency.

Bulletin Boards / Employee e-notifications
It is the responsibility of each employee to check bulletin boards and/or intranet notifications for

schedules of meetings, notices, new policies and job announcements.

Complaints
If you have a job-related problem or complaint, discuss the matter with your supervisor and/or

department head. Complaining to a fellow employee might make you feel better for the moment,
but that will not get the problem to the attention of those who can resolve it. If the complaint is
about your supervisor, you may contact the Human Resources Director who will work to see if
the problem can be resolved.

m) Employee Records

It is important that you keep your department and the Human Resources Department informed of
any changes such as address and telephone number and keep the Human Resources Department
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informed of any changes in personal data such as marital status, number of dependents, etc. This
will insure that your personnel, payroll, and benefit records are up-to-date, a matter both
important to you and your family.

If you desire to view the contents of your personnel file, a written request should be submitted to
the Human Resources Department. Arrangements will be made for you to view the file in the
presence of a Human Resources Department representative. A personnel file may be viewed
twice per calendar year. Additional requests need the approval of the Human Resources
Department Head and/or the Chief Administrative Officer.

n) Political Activity
For the purposes of this section, political activity shall mean activity calculated to improve or

favor the chances of any political party or any person seeking or attempting to hold political
office; such definition of political activities shall include but not be limited to campaigning for
candidates or political parties, circulating nomination papers, registering voters, collecting
contributions or selling fund-raising tickets, distributing campaign material, and organizing
political rallies or meetings.

We urge you to vote regularly. Nothing in City policy shall affect the right of a City employee to
hold membership in and support a political party, to vote as he or she chooses, to express
privately his or her opinions on all political subjects and candidates, to maintain political
neutrality and to attend political meetings. However, no employee shall engage in political
activities during regular work hours, nor shall any employee wear his or her uniform, badge, or
other form of employer identifier during personal participation in political activities.

No employee shall erect, construct, or post political posters on City property or buildings.
Political posters shall not be displayed or posted on the private automobiles of employees when
parked on City premises furnished to the employee by the City for the parking of such vehicle
during regular work hours, except bumper strips on personal vehicles.

No person shall directly or indirectly solicit or receive subscriptions, assessments, contributions,
or services for any partisan or nonpartisan political purpose from any employee in City service or
use his or her influence to coerce the political action of any employee while such employee is on
City premises during any regular working hours.

Any employee who is guilty of a violation of this policy shall be subject to disciplinary action up
to and including dismissal.

SECTION II: POLICIES

1. Attendance Policy

The City expects prompt and regular attendance from all of its employees. This means that you must
be at your appointed work station, on time, fully prepared and able to work at your starting time.
Proper attendance and punctuality are essential to maintain a good record of performance. If for some
reason, you are not able to come to work on time, it is your responsibility to notify your supervisor as
early as possible before the start of your workday. 1fan emergency situation arises and contacting your
supervisor is not possible, you must notify your supervisor as soon as practical.




Tardiness and/or absenteeism disrupt City operations and create additional work for your fellow
employees. Absenteeism includes not only absence from work, but late reporting for your scheduled
start time, unauthorized extension of a lunch period, leaving work early without your supervisor’s
approval or improper use of other City-paid time. Your attendance record is reviewed regularly. Ifa
problem arises, your supervisor will be discussing it with you. Tardiness or failure to come to work
will result in discipline, up to and including termination of your employment with the City.

2. Paid Time Off (PTO)

PTO allows employees the flexibility to handle planned and unplanned absences. There are
several types of PTO. Vacation PTO is earned the previous year is available to use the current
year. Other PTO (Discretionary/Personal Time and Holiday) is earned during the current year.
All permanent, full-time employees are eligible for a pro-rated amount of PTO discretionary time
after they have completed 3 calendar months of employment. For employees with greater than
one year of employment, PTO is available starting on the first available workday of the calendar
year.

There are 3 different types of PTO: Holiday PTO, Vacation PTO, and Discretionary PTO

PTO Holiday: Holiday PTQ is available to all regular, full-time and part-time employees
from the day the employee starts in the regular position. (Holiday pay is not
available for seasonal or part-time temporary employees, or employees on a
leave of absence before and after the holiday.) Holiday pay must be used in
8-hour increments on the City designated holiday.

PTO Vacation: This benefit is generally earned through productive work time. A value (in
hours) of the benefit is determined as of January | each year, prorated for
new employees. Employees with greater than one year of continuous
employment as of January | are eligible to use their vacation beginning on
the first calendar day of the year in which a milestone anniversary occurs
and must be used in half or full-day increments. (For example, an
employee who has 4 years of service on January 1 but will reach their 5
year of service during the year will be eligible for 120 days of vacation as
of that January 1.) Those with less than one year of employment may be
eligible for a prorated amount of vacation as of January 1 of the calendar
year following their date of hire. See schedule below for the prorated
amount of vacation.

Vacation PTO — New Employee
New full-time employees hired before January 1* of any given year are

eligible for the following pro-rated vacation time as of January 1:

Hired the previous Eligible on the following January |
January 1 — March 31 40 Vacation Hours

April 1 = June 30 28 Vacation Hours

July 1 — Sept 30 16 Vacation Hours
October 1 — December 31 0 Vacation Hours

PTO Discretionary:  This benefit is available to use in hourly increments (whole hours only) |



to 8 hours in length. New full-time employees will be eligible for a
prorated amount of Discretionary Paid Time Off (DPTO), available to take
after 90 days. New employees pro-rated discretionary time schedule:

Discretionary PTO — New Employee
New full-time employees are eligible for DPTO, pro-rated as of January 1:

Hired Eligible after 3 months  Eligible the following January 1
Jan 1 —March 31: 32 Discretionary Hours 40 Discretionary Hours

April 1 —June 30: 16 Discretionary Hours 40 Discretionary Hours
July 1 —Sep 30: 8 Discretionary Hours 40 Discretionary Hours
Oct 1 — Dec 31: See note below 0* Discretionary Hours

* A0 Discretionary Hours eligible after 3 months of employment (issued on day 91
of employment, not on January 1 following date of hire)

Thereafter following the schedule listed below. This is not a vested
benefit, however, discretionary time is issued in January but earned
throughout the year, 1/10 eligible hours per month. Regardless of an
employee’s tenure with the City, those who leave mid-year will not be
paid out their unused discretionary PTO and may be required to repay the
unearned amount.

PTO for permanent part-time employees is a pro-rated amount based upon the previous year's
total hours worked.

When requesting PTO, employees must schedule their absences in advance whenever possible to
ensure the City’s smooth operation. Vacation time is always expected to be scheduled in
advance and must be approved by the employee’s supervisor. Approval will depend upon the
workload in the affected operational area.

Listed below is the PTO schedule effective January 1 of each given calendar year:

Total PTO Vacation Holiday Discretionary
<1 Year Prorated See Schedule 80 hours See Schedule
Years 1 — 4 240 hours 80 hours 80 hours 80 hours
Years 5—-12 280 hours 120 hours 80 hours 80 hours
Years 13 -20 320 hours 160 hours 80 hours 80 hours
Years 21 + 360 hours 200 hours 80 hours 80 hours

Discretionary PTO must be used during the calendar year. Hours not used will be forfeited.
In the rare chance that you are not able to use all of your vacation PTO, your supervisor may
request a carryover of a maximum of forty (40) hours. The head of each department and the
Human Resources Department Head must approve the carryover hours no later than
December 15",



Sick Day Account Balance: Generally speaking, all discretionary PTO and all but 80
hours of vacation PTO must be used prior to utilizing sick day bank hours. However,
some qualifying FMLA medical conditions may have exceptions to this policy. When the
PTO obligation has been met, single day absences may be accepted with advance
supervisory approval. Absences of 3 or more days require a note from the employee’s
primary care physician to explain the absence and provide a proper return to work
release.

Performance Reviews

Performance reviews will be completed by an employee’s supervisor yearly. In most cases, the anniversary
date of employment will be the review date, with any changes to pay effective the payroll following the
anniversary date. In the cases of promotion or demotion that increase or decrease pay, the date the change in
position becomes effective is the employee’s new review date.

Pay Checks
Payroll checks (direct deposit only) are issued every other Friday. The recognized work week is Sunday
through Saturday.

Yoluntary Termination
An employee who plans to resign or retire should provide written notice to his/her supervisor at least two full

weeks prior to leaving. The employee will be paid at his/her current rate for all unused accrued vacation time.
Deductions will be made for any liabilities to the City such as tool purchases, uniforms, etc. Failure to provide
two weeks notice may result in the loss of any accrued vacation. An employee is not entitled to use
discretionary PTO during their two week notice.

Layoff
The City makes every attempt to provide regular, consistent employment. At times, city funding or budget

constraints, customer demands or other factors affect work availability. If a lay-off should become necessary,
factors such as overall work performance, skill and ability, productivity and attendance will be used in
deciding which employees will be laid off. Length of service will be considered a factor in deciding which
employees will be laid off when other factors are equal.

Use of City Property

Unauthorized possession or use of any City property, equipment, or materials, or removal of City property
from the premises is prohibited. The employee’s supervisor must approve any equipment transfer or
movement.

Shift Premium
Shift premium for non-represented City employees will be issued for hours worked outside of traditional
office hours. (This benefit does not apply to Mead Library employees.) Shift premiums applies as follow:
6:00 a.m. — 6:00 p.m. : No shift premium
6:00 p.m. — 11:59 p.m.: $0.35/hour
12:00 a.m. — 5:59 p.m.: $0.45/hour



9. Mileage Reimbursement
Employees may be required to use their own personal vehicle for travel while conducting city business (other

than di minimis travel within the City of Sheboygan. When this occurs, the employee will be reimbursed at
the current IRS rate for each mile driven.

10. Parking
In most City facilities, parking is provided for employees at no cost. Employees working in City Hall or the

Library will be assigned parking in the municipal lot or given an off-street parking pass and the cost of
parking will be covered by either the City or the Library.

11. Dress Code
Employees represent the City of Sheboygan when they are at work. Each person is expected to dress
appropriately for their respective job. In an office setting, shorts, t-shirts or inmodest apparel is not considered
appropriate attire. The City reserves the right to send an employee home if he/she is inappropriately dressed.
Time missed for this purpose would be unpaid (non-exempt / hourly employees).

12. Concealed Carry
Although the State of Wisconsin allows concealed carry of handguns, no employee is permitted to carry a

handgun while on duty unless the employee is granted express authorization by the City of Sheboygan.

13. Workers Compensation
Employees who are involved in a work related injury resulting in full days off (““lost time injury”) will be paid

following the state approved schedule (the first 3 days off are non-compensable). The pay rate issued will be
in accordance with state requirement.

14. Special Clothing/Accessory Allowance

Employees who are required to wear special clothing or use special equipment for their work will receive an
allowance (paid on the 2" payroll in January) of the following:

a)  Uniform Allowance: $100/ paid at the beginning of the calendar year

b) Safety Boot / Shoe / Equipment: $100 / paid at the beginning of the calendar year

c) Glasses with safety lens w/frames: $50 / reimbursed every two years with purchase

13. Position Classification
Every City position is covered by an official job description. This description only lists the typical duties of
the position. Employees may be assigned other duties by their supervisor / department head.

A salary range exists for every position, which includes a minimum and a maximum rate of pay. New
employees with limited experience are normally hired at the minimum rate of pay and advance within the pay-
range based on merit. New employees hired with proven skills and experience may be offered a starting salary
based on their previous experience.

At least once per year each employee will receive a performance evaluation which will review their past
performance and establish goals and objectives for the next 12 months. The performance evaluation resuits
determine whether an employee receives a salary adjustment and the amount of that adjustment. Since the
evaluation is discretionary, the supervisor also has discretion in the amount, if any, of a pay increase. Although
an increase schedule will guide the supervisor, the supervisor remains eligible to veer from the schedule as
he/she deems appropriate.

16. Pay Days / Direct Deposit
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17.

18.

19.

Employees are paid on a bi-weekly basis on alternate Fridays. Timecards must accurately reflect the hours you
have worked each week and all time off. Your payroll check will show both your gross pay and your net pay
which is your pay after deductions. Various deductions, both mandatory by law and voluntary, will be
itemized on each pay check. Payroll checks will be directly deposited into a financial institution of the
employee’s choice.

Use of City Telephone / Personal Cell Phones
The use of personal cell phones is prohibited in the workplace except during break and lunch times. In order

to keep City telephone lines open for necessary business calls, employees need to discourage incoming and
outgoing personal calls except for emergency. Personal long distance calls on city phones are not to be
made.

Use of Internet and E-mail

Internet and e-mail communication systems are to be used primarily for business purposes, meaning that use
of such equipment and systems must be job related. Limited, occasional or incidental use of these systems
for personal use is acceptable, if done in a professional manner that does not interfere with business use.

In addition to the system hardware and software, all electronic messages are the property of the City, whether
composed received or sent by the employee. The City reserves the right to retrieve, monitor, or review any
message in the City computer system, and may disclose such messages for any purpose without notice to the
employee and without seeking permission of the employee. In addition, as an employee of the City, all
correspondence are subject to the open records statute. Citizens have a right to request access to information
contained on City property.

The City does not permit Internet use or e-mail messages that contain foul, inappropriate, or offensive
language, or those containing racial or ethnic slurs, or sexual innuendo, are prohibited. Employees who
violate this policy will be subject to disciplinary action up to and including termination.

Safety

Safety regulations exist for an employee’s protection and to avoid conditions that may result in accidents,
disabling injuries, and lost time and money. All employees are required to comply with safety regulations.
Each department supervisor or department head will inform employees of any specific safety regulations
pertinent to their department. An employee is required to know and use the safety precautions for their
particular type of work, machines, and equipment.

Horseplay, failure to use designated safety devices and/or procedures, any act or threat of physical violence
toward another employee and any behavior which could result in personal injury is strictly prohibited at all
times while on City property and will result in disciplinary action up to and including termination of
employment. This includes time before and after the scheduled work hours and applies to all City property,
indoors or out.

Because of the potential for serious and permanent injury, failure to comply with any of the above stated
procedures or those procedures explained to an employee by their supervisor will result in disciplinary
action up to and including termination. Employees working in or supporting a work area and certain other
designated areas must familiarize themselves with the general safety procedures of that area. Employees
must immediately report any work related injury to their supervisor and complete a First Report of Injury
Form as soon as possible.
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20. PROHIBITED HARASSMENT & SEXUAL HARASSMENT
It is City of Sheboygan policy that all employees enjoy a work environment free from all forms of
harassment. Employees who engage in harassment not only hurt others, but also expose themselves and
the City to potential legal liability. Harassment violates both State and Federal laws. Harassment
infringes upon equal respect in work relationships and causes serious harm to the productivity, efficiency
and stability in the work environment. Every person is entitled to be treated with common courtesy,
dignity and respect. The City of Sheboygan specifically prohibits discrimination, intimidation and
harassment.

I.  COVERED INDIVIDUALS

1.

Individuals covered under this policy include employees, applicants for employment, volunteers,
elected officials, appointed boards and commissions, (hereafter referred to as “employees™) and
members of the public.

Conduct or inappropriate behavior described in this document will not be tolerated. Any employee
who violates this policy will be subject to appropriate discipline, up to and including termination
of employment. Any elected official or member of the public found to have violated this policy
shall be subject to appropriate disciplinary action up to and including sanctions.

[I. GENERAL POLICY

All employees are responsible for assuring that the work place is free from any unlawful
form of harassment. This includes harassment based upon sexual orientation, race, color,
religion, gender, national origin, age, disability, or any other basis prohibited by law. All
employees and elected officials shall be familiar with and comply with the City policy,
which prohibits harassment.

City policy prohibits any employee, elected official, or member of the public, male or
female, from harassing another employee or other person while on or off the job, or from
creating a hostile work environment, even if the harassment is not targeted at a specific
person.

Harassment by an employee, supervisor, manager, elected official or any other person shall
not be tolerated. All supervisors and administrators are responsible for preventing and
eliminating harassment in their respective work areas, departments, or divisions.

111. SEXUAL HARASSMENT, LEGAL DEFINITION
Sexual harassment is unwelcome sexual advances, unwelcome requests for sexual favors,
unwelcome physical contact of a sexual nature or unwelcome verbal or physical conduct of a
sexual nature. "Sexual harassment"” includes conduct directed by a person at another person of
the same or opposite gender. "Unwelcome verbal or physical conduct of a sexual nature"
includes but is not limited to the deliberate, repeated making of unsolicited gestures or comments
of a sexual nature; the deliberate, repeated display of offensive sexually graphic materials which
is not necessary for business purposes; or deliberate verbal or physical conduct of a sexual
nature, whether or not repeated, that is sufficiently severe to interfere substantially with an
employee's work performance or to create an intimidating, hostile or offensive work
environment.

1.

Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual’s employment; or



V.

VI

2. Submission to or rejection of such conduct is used as a basis for an employment decision
affecting the employee; or

3. Such conduct has the purpose or effect of unreasonably interfering with the employee’s
work performance or creating a work environment, which is intimidating, hostile, or
offensive to the employee; or

4. All forms of unwanted physical sexual contact whether they are: unwelcome sexual
advances; unwanted hugs, touches, pinching, brushing against another’s private body areas
or kisses are assault. If assault is determined, the Police will be involved and formal
charges may be filed; or

5. Suggestive or lewd remarks; sexually oriented teasing or joking; displays of sexually
explicit pictures, cartoons or other materials, requests for sexual favors; or any other
unwelcome sexual behavior or attention constitute sexual harassment.

OTHER UNLAWFUL FORMS OF HARASSMENT

In accordance with the Equal Employment Opportunity Commission guidelines, this policy prohibits
harassment on the basis of race, color, religion, gender, national origin, age, disability, or any other
basis prohibited by law. Prohibited harassment includes, but is not limited to, behavior which:

Has the purpose or effect of creating an intimidating, hostile or offensive work environment; or
Has the purpose or effect of unreasonably interfering with an individual’s work performance; or
Otherwise adversely affects an individual’s employment opportunity.

Any act of harassment involving messages of hatred, physical threat, or violence requires
immediate corrective action. Report any incident of this nature immediately to a supervisor.
The Police may become involved.
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HARASSMENT COMPLAINT PROCEDURES

Employees are encouraged but not required to inform the person that his or her actions are
unwelcomes and offensive. Politely but firmly confront the harasser and tell the individual to stop
harassing you immediately. Do not respond in an inappropriate, rude or vulgar manner.

1. If you are unable to confront the harasser or if the harassment continues, talk to a
supervisor you trust, a Department Head, Human Resources Director or City Attorney
and report the harassment, The employee may go to any other person in authority with
a complaint. It is not necessary for the victim to put the complaint in writing. It is
recommended that the employee document all incidents of harassment in order to
provide the fullest basis for investigation.

2. Any employee who believes he or she has been the subject of, or witness to
harassment shall promptly report the matter.

IF AN EMPLOYEE IS BEING HARASSED BY THE PUBLIC

Laws protect employees from harassment by outsiders. Employees may be harassed by customers,
contractors, loiterers, service providers or the public who come into the workplace or into fieldwork
areas. If you are harassed in this manner:



1. Politely but firmly confront the harasser and tell the individual to stop harassing
you immediately. Tell the harasser that their language or behavior is
inappropriate and in violation of the law. Do not respond in an inappropriate,
rude or vulgar manner.

2. If you are unable to confront the harasser or if after speaking to the harasser, the
harassment continues, contact a supervisor.

3. If the harassment continues after the supervisor arrives, call the Police.

VII. INVESTIGATION OF HARASSMENT COMPLAINTS

1.

1.

If an uninvolved third party provides management with information of harassment, then
there is sufficient knowledge for management to investigate. Employees who become
aware of possible harassment, even if they themselves are not victims, shall bring the
matter to the attention of the appropriate supervisor.

Supervisors are responsible for preventing harassment and other prohibited activities.
Each supervisor shall:

1. Monitor the work environment for signs that harassment may be occurring.

2. Train and counsel employees on what constitutes harassment and sexual
harassment, the City Policy and procedures for reporting and resolving
complaints of harassment.

3. Stop any action that may be considered harassment and take appropriate
steps to intervene, whether or not the involved parties are within his or her
line of supervision.

4. Take immediate action to prevent retaliation towards a complaining party or
witnesses.

5. Eliminate the hostile work environment where there has been a complaint of
harassment.

6. Transfer or re-assignment of any party involved should be voluntary if
possible. If compulsory, the transfer should be temporary, pending the
outcome of the investigation.

Supervisors shall not discourage employees from making complaints. Once made aware of
an alleged harassment issue, the supervisor has a legal obligation to ensure that the complaint
is investigated. Any complaint of harassment shall receive the immediate attention of the
supervisor to whom it is made. The supervisor shall contact and consult with their
Department Head and Human Resources Director as soon as practical.
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IV.  Under the direction of the Human Resources Director, an investigation shall ensure that
all facts reviewed and documented, and that appropriate disciplinary action is taken, if
warranted.

1. After appropriate investigation, any employee found to have violated this
policy will be subject to appropriate disciplinary action, up to and including
termination of employment.

2. After appropriate investigation, any elected official or member of the public
found to have violated this policy will be subject to appropriate disciplinary
action up to, and including sanctions.

3. Corrective action must be taken in:

a)  Upon completion, the investigation (if warranted) shall notify the
Police Chief, City Attorney and the City Administrator if the complaint
contains evidence of criminal activity, such as battery, assault or rape.

b)  The investigation shall include a determination as to whether other
City employees are affected by the harassment and whether City
employees participated in or encouraged the harassment.

c)  Files of harassment and discrimination complaints shall be
maintained in a secure, central location.

The City also recognizes that false accusations of harassment can have serious adverse
effects. All employees shall act honestly and responsibly in complying with and
enforcing this policy. Anyone who knowingly makes false accusations of harassment
will be subject to appropriate disciplinary action up to an including discharge.

The confidentiality and privacy of employees involved in an investigation will be
respected, but cannot be guaranteed. Information shall be released on a need to know
basis, by legal process, open records or subpoena.

V. AFTER AN INVESTIGATION

A.

The City of Sheboygan forbids retaliation against anyone who in good faith, reports or
assists in the investigation of an alleged harassment complaint. Anyone who retaliates
against a person who reports harassment or who assists in the investigation of a
harassment complaint will be subject to appropriate disciplinary action up to and
including discharge.

An employee must use the City’s internal reporting procedures first. However, if
after utilizing this procedure the complainant does not feel the complaint has been
adequately addressed, the employee may file a complaint as described below.

Discrimination may also be reported to the Equal Employment Opportunities
Commission (1-800-669-4000), or State of Wisconsin Equal Rights Division,
Milwaukee office, or
1.  State of Wisconsin Equal Rights Agency
819 N 6" Street, Room 723, Milwaukee, WI 53203 (414) 227-4384



2. Equal Employment Opportunity Commission
310 West Wisconsin Avenue, Suite 500, Milwaukee, W1 53203-2292 (800)
669-4000.

If an employee makes a report to any of the above agencies, that employee shall provide
a copy of that report to the Sheboygan City Attorney’s Office within forty-eight (48) hours of
making the complaint.

SECTION III: HOLIDAYS, AND LEAVE OF ABSENCE

21. Holidays
The City recognizes the following paid holidays for its employees:

New Year's Day Thanksgiving Day
Good Friday (Friday before Easter) Day after Thanksgiving
Memorial Day Christmas Eve Day
Independence Day Christmas Day

Labor Day New Years Eve Day

For those on a Monday — Friday work schedule, when a scheduled holiday that falls on Saturday it will
generally be observed on the previous Friday, if the department is closed on the holiday. A holiday that
falls on Sunday will generally be observed the following Monday. The City retains the right to schedule
holiday observance which bests suits its operations schedule.

22. Family and Medical Leave Act (FMLA)

FML is a state and federally supported program created to allow employees time off for eligible reasons
dealing with either the employee’s own personal medical condition, or the employee’s family member. If
an employee feels he or she may qualify for FMLA, the employee should contact their supervisor or Human

Resources. For more details, employees should refer to the official FML policy and/or the required posting
throughout all locations.

1) Ifthe leave is a qualified Wisconsin Family Medical Leave, the employee has the option to use any
available PTO, including a sick bank, during the first two weeks of leave. After that, the City will
issue all remaining PTO (Discretionary or Vacation) up to a balance of two weeks of vacation, at
which time the employee may elect to use the remaining vacation, take the remaining leave unpaid,
or request PTO from other employees. (Employees with a sick bank balance can only use that
bank after the first two week for the employee’s qualified medical condition.)

2) Employees who elect Voluntary Short Term Disability may apply for benefits in accordance with
the plan document. FMLA will run concurrent with applicable STD. STD applies only after the
employee exhausts any available sick bank balance.

3) Anemployee’s health and dental benefits will be continued through a qualified FMLA, with the
employee continuing to pay the employee portion of the monthly premium payment.
Arrangements for premium payment should be made at the time leave is requested. Other
insurance will be reinstated upon timely return from leave.

4) Leave may be utilized on an intermittent basis (such as reduced work hours due to physical
restrictions).



5) Upon return from FMLA leave, the employee will be reinstated to his/her original position or a
similar position of equivalent pay, benefits, and terms.

23. Sick / Medical / Personal Leave Of Absence

a) If you are unable to come to work because you are sick, you must let your supervisor know before the
beginning of the workday if possible so that proper arrangements can be made. If you are absent for more
than three (3) consecutive days because of illness, you may be required to present a fitness for duty form,
completed by a medical provider / doctor. With the exception of extreme situations, personal leave of
absences require prior approval from the employee’s supervisor.

b) Failure to return from leave, or revocation of a leave by the City, shall be cause for separation from

employment (employment termination) unless a justifiable reason is submitted within five (5) days after said

expiration, disapproval, or revocation, which is acceptable by the City.

24, Jury Duty

Employees who are subpoenaed and serve on jury duty on any days which are considered their normal
scheduled workdays shall receive pay continuation for the hours served, up to a maximum of 8 hours pay, or
in the case of a part-time employee, up to the maximum hours they are normally scheduled to work, provided
the following:

a) The employee must present proof of jury duty service, stating the dates and hours per day served.
b) The employee must turn in all compensation from the County for their jury service (excluding mileage).

c) When the employee is excused from jury service, either temporarily or permanently, the employee shall
report back to work within one hour to complete his/her shift.

25. Military and Other Leaves

b)

a) The City of Sheboygan follows USERRA rules regarding reinstatement of military members. For long-
term military leave, any full-time, non-exempt employee who obtained a written leave of absence as a
result of being inducted into the Armed Forces of the United States shall be reinstated according to the
applicable laws governing such reinstatement insofar as they affect persons or positions included in the
City Service. To be eligible for such reinstatement, the employee must be honorably discharged from
required active service of not more than four years, plus one year extension of active duty if this is at the
request of the government. All leaves of absence for military service shall be without pay and benefits.
Upon return from the leave, the employee will retain his/her hire date for prospective calculations of paid
time off. However, only the actual hours worked on-the-job the previous year will be used in the
calculation of a vacation benefits. For example, the employee who worked 6 months of the year and was
called to duty the other six months will be credited with 50% of his/her vacation allotment for the
following year.

Exempt employees will receive pay continuation for short-term absences occasioned by jury duty,
attendance as a witness or temporary military leave. However, the City will offset any amounts received
by an employee as jury fees, witness fees or military pay for a particular week against the salary due for
that particular week without loss of exemption.
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SECTION 1IV:

26. Grievance and Appeals Procedure
A grievance is defined as a difference or misunderstanding which may arise between the City and one of its

employees regarding discipline, discharge or workplace safety. (Library employees need to refer to the Mead
Library Progressive Discipline and Grievance Procedure.) Workplace Safety is defined as “conditions of
employment affecting an employees’ physical health or safety, the safe operation of workplace tools and/or
equipment, safety of the physical work environment, personal protective equipment, workplace violence and
training related to same”.

In the event that an employee does not agree with disciplinary action taken against him/her;
disagrees with his/her termination; or has an issue with workplace safety which affects him/her, the
following grievance procedure shall be used:

Step | — Written Grievance Filed with the Department
The employee must prepare and file a written grievance with his/her Department Head within five

(5) days of when the employee knows, or should have known, of the events giving rise to the
grievance. The Department Head or his’her designee will investigate the facts giving rise to the
grievance and inform the employee of his/her decision, if possible within ten (10) days of receipt of
the grievance. In the event the grievance involves the Department Head, the employee may initially
file the grievance with the Human Resources Director, who shall conduct the Step 1 investigation.

Step 2 — Review by Human Resources Director [or City Administrator]

If the grievance is not settled at Step 1, the employee may appeal the grievance to the Human
Resources Director [or City Administrator] within five (5) days of the receipt of the decision of the
Department Head at Step 1. The Human Resources Director [or City Administrator] or his/her
designee will review the matter and inform the employee of his/her decision, if possible within ten
(10) days of receipt of the grievance.

Step 3 — Impartial Hearing Officer
If the grievance is not settled at Step 2, the employee may file, within five (5) days following receipt

of the decision of the Human Resources Director [or City Administrator], a written appeal for review
by an impartial hearing officer. The City shall select the impartial hearing officer, who shall not be a
City employee.

In all cases, the grievant shall have the burden of proof. The jurisdiction of the impartial hearing
officer is limited to answering the following question: Based upon the preponderance of the
evidence, has the Grievant proven that the action of the City was arbitrary and capricious?

This process does not involve a hearing before a court of law; thus, the rules of evidence will not be
followed. Depending on the issue involved, the impartial hearing officer will determine whether a
hearing is necessary, or whether the case may be decided based on a submission of written
documents. The impartial hearing officer may admit all evidence that he/she deems relevant to the
issues raised, and may exclude immaterial, irrelevant or repetitious testimony or evidence. After the
Grievant and the City have presented all relevant witnesses and evidence, the impartial hearing
officer shall close the hearing. The impartial hearing officer may ask for oral or written closing
statements.

The impartial hearing officer shall prepare a written decision within ten (10) days of the close of the
hearing. The impartial hearing officer shall have no authority to issue a remedy, but the impartial
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hearing officer may recommend remedy. Remedial action and authority shall be subject to the
determination and approval of the City Council, and shall be addressed in the event a grievance is
sustained.

Step 4 — Review by the Governing Body
If the grievance is not resolved after Step 3, the Grievant or the City may request, within five (5)

days of receipt of the written decision from the hearing officer, a written review by the Governing
Body. In most instances, the appeal shall be heard by the City Council. For Library, Transit and
Water Utility employees, the appeal shall be filed with the Library Board, Transit Commission, or
Water Utility Board.

The Governing Body shall not take testimony or evidence; it may only determine whether the
impartial hearing officer reached an arbitrary or incorrect result based on a review of the record
before the impartial hearing officer. The matter will be scheduled for the Governing Body’s next
regular meeting. If it is impossible to comply with the deadlines due to meeting notice requirements
or meeting preparation, the grievance will be reviewed at the next possible meeting date. The
Governing Body shall not substitute its judgment for that of the impartial hearing officer. Findings of
fact shall be upheld unless they are clearly erroneous. The Governing Body will inform the
employee of its findings and decision in writing within ten (10) days of its meeting. The Governing
Body shall decide the matter by simple majority vote and this decision shall be final and binding.

Employee Representation

An employee shall have the right to be represented by an attorney or other representative at Step 3 of
the grievance procedure at the employee’s expense. The representative may not be a material
witness to the dispute. Employee discussion with his/her representative shall not take place during
working hours.

Time Limits

The timelines provided in this policy must be strictly followed. If the Grievant fails to meet the
timelines set forth above, the grievant shall be considered resolved. If the City fails to meet the
timelines set forth above, the grievance shall advance to the next step of the process. The only
exception to this policy is if the Grievant and the City mutually agree in writing to waive a timeline,
but such waiver must occur in advance of the expiration of the timeline.

SECTION V: MISCELLANEOUS INFORMATION

29. Employee Fraternization Policy
The City of Sheboygan expects employees to work together as team members to efficiently provide for the

needs of the City and its citizens. It is in the best interests of City employees to keep work relationships
separate from personal relationships. All employees shall exercise good judgment and discretion in
engaging in consensual social personal relationships.

Under no circumstances shall an employee in a management or supervisory position enter into a romantic
relationship with a subordinate.

Provisions/Requirements

1. If employees choose to enter into a consensual social relationship, the relationship will
not be allowed to disrupt City business.
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2. If employees marry each other, they will not be allowed to report to the same immediate
supervisor after they are married. One spouse will not be allowed to supervise the other.

3. If a manager/supervisor enters into a consensual social relationship with any City of
Sheboygan employee, that changes into romantic involvement, the management level
employee shall promptly and confidentially provide a written notice to his/her immediate
supervisor and the Human Resources Manager. The supervisor and the Human
Resources Manager will immediately review the duties and responsibilities between the
employees to determine if their relationship may disrupt City business. Although the
relationship is not prohibited (except as provided below), it will not be allowed to disrupt
business.

The City expressly prohibits any consensual social relationship, including marriage,
between a manager/supervisor and an employee in his/her line of authority.

4. Ifaconsensual social relationship is either prohibited or disrupts City business, the City
will take appropriate action to transfer one or both of these employees if possible and in
the City’s best interests. If transfer is not possible, termination of the employment of one
or both employees may be necessary. Failure to promptly and voluntarily report a
consensual social relationship as required above may result in immediate transfer or
termination of one or both employees.

30. Employee Privacy
The City of Sheboygan is subject to The Wisconsin Public Open Records Law. Though an employee’s

personnel file is confidential, information relating to employment, such as an employee’s pay and benefits, is
considered an open record to the public and may be shared upon request. This includes electronic records such
as e-mail messages.

31. Adverse Weather
In the event of severe weather, the City Administrator or Department Head or his/her designee may decide
that the offices will not open. Managers will try to notify employees by telephone if they are not to report to
work. A message will also be relayed to WHBL channel 1330 AM. Non-exempt (hourly) employees will
not be paid for time missed unless they chose available discretionary or vacation PTO time.

32, Personnel Records
In order to maintain accurate personnel records, it is important that an employee notify the Human
Resources Department of any changes such as name, address, phone number, dependent information,
beneficiary changes, etc. While the City makes every effort to have correct records, the responsibility for
making sure we have the most current information is the employees.

The City is periodically requested to verify dates of employment and salary information. Basic information
(hire date, hourly salary, and full-time employment status) will be confirmed provided the requester verify
the employee’s social security number. Additional information will only be provided with a signed release
from the employee.

33. Zero Tolerance Workplace Violence Policy
The City of Sheboygan maintains a zero tolerance policy towards violence in the workplace. Violence

committed by employees or the public will not be tolerated. All violent behavior is inappropriate. The
possession, use or threat of use of a weapon by employees is prohibited in the workplace. All employees
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shall notify their supervisor of any workplace violence they witness, experience, have knowledge of or have
been notified about. Violations shall lead to disciplinary action, up to and including discharge. Violent acts
or threats of violence may also result in arrest and criminal prosecution.

I.  GENERAL

All employees have a responsibility to encourage and maintain a safe and secure workplace.
When notified that an employee has been assaulted, threatened with bodily harm or has
threatened to harm themselves or others, supervisors have the responsibility to respond in a
timely manner. All employees are expected to adhere to specific security and safety
procedures as prescribed by their department or division.

II. INCIDENT REPORTING AND INVESTIGATIONS

A, Employee Responsibilities:

bW -

Remove yourself from the threat as soon as possible.

Obtain emergency Police intervention and/or medical response as required.
Immediately notify a supervisor and/or department head.

Assist management in the completion of all required incident reports.
Cooperate with all investigation efforts by management and/or the Police.
If injured, complete all required medical reports as soon as practical.

B. Supervisor Responsibilities:

1.
2.

bl

12.

13.

-e

The Supervisor taking the complaint must ensure that the behavior is stopped.

Obtain Police intervention and medical response as required.

a. Ifthe workplace violence is a result of the actions of a non-employee, the
supervisor or other available employee shall call 9-911 and request immediate
police assistance.

b. Crime Scene Preservation:

Take no action to disturb the incident scene, which could jeopardize the
outcome of an investigation. Do not move objects or allow clean up until
Police have given permission. Take steps to secure the incident area.

Notify/brief the Department Head & Human Resources as soon as possible.

Advise the Department Head of any corrective or preventive actions that can be

implemented.

Expeditiously complete the Assault/Threat Report form.

Obtain copies of Police reports and/or written statements from witnesses and

those persons involved within 24 hours, or as soon as possible.

a. Assist employees to complete medical, workers compensation, OSHA and
other reports as required as soon as possible.

Forward copies of all reports to the Human Resources as soon as completed.

Conduct or assist in, and cooperate with all investigations.

Assist in the identification of risk factors and remedies to prevent reoccurrence.

Involve City Attorney to determine or initiate appropriate administrative or legal action.

Advise employees about the availability of assistance or counseling. Refer employees

to the EAP services.

Obtain guidance from Department Head and/or Human Resources on disciplinary

actions and procedures.

Ensure that proper corrective action is implemented.

I11. INVESTIGATION
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1. Human Resources, department/division management and police will receive, evaluate
intervene and respond to reports of workplace violence, on a case-by-case basis.

2. Anonymity of employees reporting violence or threats of violence will be maintained
during the investigation to the greatest extent possible.

3. Retaliation against any individual who reports an incident or threat of violence, or
participates in an investigation will not be tolerated.

IV. FALSE REPORTS
Allegations or reports of workplace threats or violent acts will be taken seriously.
Employees intentionally making false reports will be subject to discipline, up to and
including discharge from employment.

V. ORDERS OF PROTECTION OR RESTRAINT
Employees shall notify their supervisor if they obtain a court/restraining order to protect
themselves from an individual, if the order extends to the workplace. The employee shall
provide a copy of any such order to their supervisor.

V. COMMUNICATIONS
Copies of this policy shall be distributed to all current and future employees.

VII. CONFIDENTIALITY
Public information regarding any incident or alleged incident of workplace violence that
involves an employee or occurs on City property shall be released only under
recommendation by the City Attorney and consistent with open records laws.

VIII. DEFINITIONS

A. Employee: All regular full time, part time, seasonal employees, temporary employees,
volunteers, elected and appointed officials.

B. Weapon: Any type of firearm, switchblade, knife, (excluding eating utensils), jack
knife with a blade longer than 37, metal knuckles, whips, clubs, explosives or any other
object commonly known as a weapon. Only law enforcement employees who are
required to carry a weapon as part of their official job duties are exempt.

C. Workplace: All City owned or leased property, parking lot or building, including
vehicles and equipment, and any other property where work is being performed by City
employees in any official capacity.

D. Workplace Violence: Any act of written, verbal or physical aggression that occurs in the
workplace, intended to physically harm an individual or that could cause a reasonable
person to be in fear of imminent physical harm. Violence also includes the intentional
unauthorized destruction, sabotage or abuse of property or systems. Examples of
workplace violence may include: harassment, unwanted physical contact, obscene phone
calls, threats (direct or implied), hitting, pushing, throwing objects, stalking, unauthorized
possession or inappropriate use of weapons, assault, battery, robbery, kidnapping, murder,
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bomb threats or arson. Workplace violence does not include the use of reasonable force in
the defense of oneself or others.

34. Employee Assistance Policy
The City of Sheboygan recognizes that a wide range of medical-behavioral problems not directly associated

with one’s job functions can affect an employee’s job performance. Illnesses of alcoholism, other drug
dependency, and emotional problems rank as some of the most serious health problems in the country
affecting job performance. As such, these medical-behavioral problems are a matter of vital concern. The
City, therefore, is establishing an assistance program whereby employees and their families can obtain
confidential medical and professional treatment. The City of Sheboygan believes it is in the interest of the
City, the employee, and the employee’s family to provide an employee service which deals with these
problems. EAP services can be generated by the employee him/herself or the City of Sheboygan may
require it. For a complete description of the City’s policy, please see Human Resources.

SECTION VI: ALCOHOL AND CONTROLLED SUBSTANCE POLICY
The City of Sheboygan recognizes that the use and/or abuse of alcohol or controlled substances by City
employees may present a serious threat to their safety, health and that of the general public.
As required by the Drug Free Workplace Act, Public Law 100-690, Title V, Subtitle D, the City of
Sheboygan has implemented a Zero Tolerance on Duty Policy for alcohol and controlled substances for all
City employees and volunteers.

The City of Sheboygan Alcohol and Controlled Substance Policy incorporates by reference, the “City of
Sheboygan Civil Service Rules”, “City of Sheboygan Police Department Drug Free Workplace Policy”,
and the “City of Sheboygan Department of Public Works Alcohol and Controlled Substance Testing
Policy & Corrective Action Guidelines”.

Employees are expected to report to work free from any illegal substances and legal substances that affect
their ability to perform their job duties. Failure to comply with this policy will lead to disciplinary action
up to and including discharge, consistent with related rules and policies incorporated by reference herein.

a) Purpose
The purpose of this policy is to help prevent accidents and injuries resulting from the misuse of
alcohol or controlled substances by City employees. This policy is in compliance with testing rules
and regulations contained in Federal Regulations Title 49 CFR and the Drug Free Workplace Act.

b) Reporting of Conviction
As required by the Drug Free Workplace Act, Public Law 100-690, Title V, Subtitle D, all City of
Sheboygan employees are hereby notified that the unlaw ful manufacture, distribution, dispensing,
possession or use of a controlled substance, drug paraphernalia or alcohol is strictly prohibited in the
workplace. This law makes it a condition of employment that all City of Sheboygan employees adhere
to this policy. Furthermore, employees must notify the City (Department Head/Supervisor or Human
Resources Director), of any criminal drug statute conviction no later than 5 days after such conviction.

¢) Prevention and Rehabilitation
The City of Sheboygan encourages employees who have alcohol or controlled substance problems to
seek help from a qualified alcohol and/or substance abuse professional. The goals of this policy are
prevention and rehabilitation whenever possible. Help is available through the City’s Employee
Assistance Program (EAP). For more details on the EAP program, contact the Human Resources
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d)

¢)

Department, a supervisor, or call the EAP directly at (800) 236-3231. All calls are held in strictest
confidence.

An employee shall be permitted to use Family Medical Leave Act leave time for the purpose of
undergoing treatment in an approved program for alcohol or drug use. The leave must be requested
prior to the commission of any act subject to disciplinary action.

Prohibited Conduct for All City Employees

1.) Reporting for duty or remaining on duty while under the influence of alcohol and/or
controlled substances or with any measurable amount of alcohol, intoxicants, illegal drugs
or other controlled substances in their system.

2.) Providing false information in connection with a test or falsifying test results through
tampering, contamination, adulteration or substitution.

3.) Reporting to work under the influence of a prescription drug, unless the employee’s
physician determines that the use of the prescription drug will not adversely affect the
employee’s ability to perform essential functions of their job.

4.) Obstruction of a test or refusal to submit to testing will be considered a positive test

Prescription Drugs

1.) Before performing work related duties, employces must notify their supervisor if they are taking
any legally prescribed medication or any non prescription drug which contains any measurable
amount of alcohol or which carries a warning label that indicates the employee’s mental
functioning, motor skills or judgment may be adversely affected by this medication.

2.) It is the employee’s responsibility to inform their physician of the type of essential functions they
must perform in order for the physician to determine if the prescription could interfere with the
employee’s duties. Employees should provide their physician with a copy of their job
description.

3.) Ifthere is no alternate medication available, prior to starting their shift the employee is
responsible to notify their supervisor of any prescription which may affect ability to perform
essential job functions.

Required Drug and Alcohol Testing

1) Pre-Employment: Any individual applying for a position with the City of Sheboygan shall
be required to undergo controlled substance testing after a conditional offer of employment
has been made.

2) Reasonable Suspicion: Where a trained supervisor has reasonable suspicion to believe the
employee is using or is under the influence of alcohol and/or controlled substances, said
supervisor may require the employee to undergo a controlled substance and/or alcohol test.

a) Supervisor should confer with another supervisor, both supervisors shall observe the
behavior/condition of the employee to confirm or deny the reasonable suspicion.



b) A supervisor or his/her designee shall transport the employee to the collection site for
testing immediately, but no later than within 8 hours of having observed the behavior.

¢) The supervisor is to wait at the testing site with the employee until the alcohol test has
been completed and/or the urine sample has been taken. If the controlled substance or
alcohol test is conducted more than 2 hours, but less than 8 hours after the supervisor
determined there was a reasonable suspicion to believe the employee is under the
influence of alcohol and/or controlled substances, the supervisor shall file a written report
(“Delay/Failure to Administer Test Form”) explaining the reason for the delay in
conducting the alcohol and/or controlled substance test.

I.  During the hours of 7:30 a.m. - 3:30 p.m. the supervisor may call St. Nicholas
Hospital, Occupational Health at (920) 459 —5176 to request Reasonable Suspicion
Testing for controlled substances and alcohol.

2. Outside of these hours, the employee shall be driven to the emergency room at St.
Nicholas for Reasonable Suspicion Testing.

3. The supervisor shall bring proper identification and document that he/she is
authorized to ensure the employee is tested (“Supervisor Authorization Form”).

4. Inall cases of reasonable suspicion testing for controlled substances or if a positive,
confirmed alcohol test result has been received (0.02 percent or greater), the
employee shall be advised not to drive his/her vehicle home at that time. The
employee shall make alternative transportation arrangements to leave the collection
or employment site.

a.) In the case of reasonable suspicion for controlled substances, the employee shall
be advised not to report to work until otherwise advised. If a urine test has been
administered, the City of Sheboygan will contact the employee once the test
results are known (this normally takes 24-48 hours) and a decision has been made
as to their employment status.

b.) The results of drug and alcohol tests will be sent directly to Human Resources.
When results are obtained, the employee’s supervisor and department head will
meet with the Human Resources Director to determine the appropriate course of
action to be taken.

c.) Once the test has been completed, the supervisor must submit a written report to
their department head outlining the event and/or behavior observed that led the
supervisor to believe the employee was under the influence of alcohol or
controlled substance (“Supervisor’s Report of Reasonable Suspicion”). The
report must be completed within 24 hours of the test.

g. Confidentiality
The City of Sheboygan respects the confidentiality and privacy of its employees. The City will reveal
the identity of the employee, test results, and/or participation in a treatment program, only as required
by law. The City will not reveal individual test results to anyone, unless presented with a written
authorization from the tested employee. The City will ensure that any laboratory or testing agency used
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to conduct testing under this policy will maintain the confidentiality of employee test records. The
laboratory or testing agency will disclose information related to a positive controlled substance or
alcohol test of an individual to: the individual being tested, the City, the decision maker in a lawsuit,
grievance or other proceeding by or on the behalf of the individual arising from any action taken in
response to test results; or as required by law, including court orders or subpoenas.

The Medical Review Officer (MRO) will not reveal individual test results to anyone except the City,
unless the MRO has been presented with a written authorization from the tested employee. The MRO
may reveal to the City, without an authorization, relevant information as to whether MRO opined the
employee’s fit for duty in the performance of the employees essential job functions and/or whether the
employee has tested positive for controlled substances or alcohol.

SECTION VII: CONTINUATION OF COVERAGE
35. Continuation of Dental & Health Insurance Coverage (COBRA)

Exiting employees and their qualified beneficiaries have the opportunity to continue health, dental and life
insurance under the City’s health plan in the event that a “qualified event” results in the loss of eligibility.
Qualifying events are as follows:

Reduction of work hours / layoff An employee’s divorce or legal separation
Resignation of an employee Birth of a child

Death of an employee Marriage

Personal leave of absence Enrollment in Medicare

Termination of an employee for reasons
(other than gross misconduct)
A dependent child no longer meets eligibility requirements

Under COBRA, the employee or beneficiary pays the full cost of coverage at the City’s group rate plus an
administration fee (2%). When the employee or spouse becomes eligible for coverage under the City’s
health and dental insurance plans, the City will provide each eligible employee with a written notice
describing their rights granted under the Cobra. The notice contains important information about the
employee’s rights and obligations.

If you have any questions about COBRA, or if you have changed marital status, or you or your spouse have
changed addresses, please notify the Human Resources Department.

36. Handbook Purpese
We hope this Employee Handbook will enable you to understand the general rules under which we operate.

While the City of Sheboygan believes wholeheartedly in the policies and procedures outlined in this
handbook, circumstances may arise whereby it becomes necessary to change these policies and procedures.
We reserve the right to modify, revoke, suspend, terminate or change any or all such plans, policies, or
procedures, in whole or in part, at any time, with or without notice. The language used in this handbook is
not intended to create, nor is it to be construed to constitute, a contract between The City of Sheboygan and
any one or all of its employees. An employee’s initial or continued employment is solely at will and either
you or The City may terminate the relationship at any time.

37. Statement of Understanding
After reading the handbook thoroughly, as a condition of employment, each employee must read

and sign the statement of understanding which will be placed in the employee’s personnel file.
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ACKNOWLEDGMENT OF RECEIPT
FOR
2016 EMPLOYEE HANDBOOK

I acknowledge having received a copy of the City of Sheboygan, Wisconsin’s
Employee Handbook, and 1 understand the content. I understand that neither
this handbook, nor any other City policy, practice or procedure, is intended to
provide any contractual obligations relating to continued employment,
compensation or employment in a particular position and should not be
construed as creating any sort of employment contract.

I further understand and accept that my employment with the City of Sheboygan
is at-will. I have the right to resign at any time with or without cause, just as the
City may terminate my employment at any time with or without cause or notice,
subject to applicable laws.

I also understand that all of the policies, rules and regulations in this handbook
may be changed at any time at the sole discretion of the City with or without
prior notice to employees. In addition, the policies listed may be governed by
specific procedures which may take precedence over this handbook. Employees
are encouraged to direct any questions regarding the City’s policies, practices
and/or procedures to their inmediate supervisor and/or the Human Resources
Department.

Employee’s Signature Date

Employee’s Name (Printed)

29



Title: Grievance Procedure Polity Number: HR 130
Author: Sandy Rohrick | Created: 01/18/2016 Revision: B
ShelSSyoan Scope: Non-Rep City Employees Revision Date: New 5:01 PM Page 1 of 3
pikoatelde” &
1.0 Purpose

This policy is intended to comply with Section 66.0509, Wis. Stats., and provides a grievance procedure addressing
issues concerning workplace safety, discipline and termination.

2.0 Scope

This policy applies to all non-represented employees covered under Section 66.0509, Wis. Stats., other than police
and fire employees subject to Section 62.13(5), Wis. Stats., or to employees covered by a collective bargaining
agreement containing a grievance procedure. An employee may appeal any level of discipline under this grievance

procedure.

3.0 Definitions

a) “Days” as used in this policy means business days.

b) "Employee discipline" includes all levels of progressive discipline, but shall not include the following:

Placing an employee on administrative leave pending an internal investigation;

Counseling(s), meetings or other pre-disciplinary action;

Wage, salary or benefit or salary adjustments for reasons other than disciplinary action;
Performance evaluations or reviews;

Actions taken to address work performance, including a performance improvement plan or plan
of correction;

Demotion, transfer or change in job assignment for reasons other than disciplinary action; or
Other personnel actions taken by the employer that are not a form of progressive discipline.

c¢) "Employee termination" shall include action taken by the employer to terminate an individual's
employment for misconduct or performance reasons, but shall not include the following personnel
actions:

Voluntary quit or resignation;

Retirement;

Position elimination;

Layoff, furlough, reduction in force or failure to be recalled from layoff;

Job abandonment, “no-call, no-show”, or other failure to report to work; or

End or completion of assignment in temporary, contract or seasonal employment; or
Any other cessation of employment not involving involuntary termination.

d) "Workplace safety” is defined as conditions of employment affecting an employee’s physical health or
safety, the safe operation of workplace tools and equipment, safety of the physical work environment,
personal protective equipment, workplace violence, and training related to same.

e) “Grievant” is the individual filing the grievance or appeal who is personally affected by the discipline,
termination or workplace safety issue. A grievant is the only person who may file a grievance. The issue
raised in the grievance must relate to issues personal to the grievant filing the grievance and may not
relate to matters affecting other parties.
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4.0 Procedure

a)

b)

Grievance Processing

An employee must process his/her grievance outside of normal work hours, unless the employee elects to use
accrued paid time (vacation, comp time etc.) in order to be paid for time spent processing his/her grievance
through the various steps of the grievance procedure.

A written grievance filed under this policy must contain the following information:

e The name and position of the employee filing it;

e Astatement of the issue involved;

o Adetailed explanation of the facts supporting the grievance;

e The date the event giving rise to the grievance took place;

e The identity of the policy, procedure or rule that is being challenged; and
e A statement of the remedy sought.

Steps of the Grievance Procedure
Employees should first discuss complaints or questions with their immediate supervisor. Every reasonable effort
should be made by supervisors and employees to resolve any questions, problems or misunderstandings that
have arisen before filing a grievance.

Step 1 — Written Grievance Filed with the Department

The employee must prepare and file a written grievance with his/her Department Head within five (5) days of
when the employee knows, or should have known, of the events giving rise to the grievance. The Department
Head or his/her designee will investigate the facts giving rise to the grievance and inform the employee of his/her
decision, if possible within ten (10) days of receipt of the grievance. In the event the grievance involves the
Department Head, the employee may initially file the grievance with the Human Resources Director, who shall
conduct the Step 1 investigation.

Step 2 — Review by Human Resources Director [or City Administrator]

If the grievance is not settled at Step 1, the employee may appeal the grievance to the Human Resources
Director [or City Administrator] within five (5) days of the receipt of the decision of the Department Head at Step 1.
The Human Resources Director [or City Administrator] or his/her designee will review the matter and inform the
employee of his/her decision, if possible within ten (10) days of receipt of the grievance.

Step 3 — Impartial Hearing Officer

If the grievance is not settled at Step 2, the employee may file, within five (5) days following receipt of the decision
of the Human Resources Director [or City Administrator], a written appeal for review by an impartial hearing
officer. The City shall select the impartial hearing officer, who shall not be a City employee.

In all cases, the grievant shall have the burden of proof. The jurisdiction of the impartial hearing officer is limited to
answering the following question: Based upon the preponderance of the evidence, has the Grievant proven that
the action of the City was arbitrary and capricious?

This process does not involve a hearing before a court of law; thus, the rules of evidence will not be followed.
Depending on the issue involved, the impartial hearing officer will determine whether a hearing is necessary, or
whether the case may be decided based on a submission of written documents. The impartial hearing officer may
admit all evidence that he/she deems relevant to the issues raised, and may exclude immaterial, irrelevant or
repetitious testimony or evidence. After the Grievant and the City have presented all relevant witnesses and
evidence, the impartial hearing officer shall close the hearing. The impartial hearing officer may ask for oral or
written closing statements.

The impartial hearing officer shall prepare a written decision within ten (10) days of the close of the hearing. The
impartial hearing officer shall have no authority to issue a remedy, but the impartial hearing officer may
recommend remedy. Remedial action and authority shall be subject to the determination and approval of the City
Council, and shall be addressed in the event a grievance is sustained.
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Step 4 — Review by the Governing Body

If the grievance is not resolved after Step 3, the Grievant or the City may request, within five (5) days of receipt of
the written decision from the hearing officer, a written review by the Governing Body. In most instances, the
appeal shall be heard by the City Council. For Library, Transit and Water Utility employees, the appeal shall be
filed with the Library Board, Transit Commission, or Water Utility Board.

The Governing Body shall not take testimony or evidence; it may only determine whether the impartial hearing
officer reached an arbitrary or incorrect result based on a review of the record before the impartial hearing officer.
The matter will be scheduled for the Governing Body’s next regular meeting. If it is impossible to comply with the
deadlines due to meeting notice requirements or meeting preparation, the grievance will be reviewed at the next
possible meeting date. The Governing Body shall not substitute its judgment for that of the impartial hearing
officer. Findings of fact shall be upheld unless they are clearly erroneous. The Governing Body will inform the
employee of its findings and decision in writing within ten (10) days of its meeting. The Governing Body shall
decide the matter by simple majority vote and this decision shall be final and binding.

Employee Representation

An employee shall have the right to be represented by an attorney or other representative at Step 3 of the grievance
procedure at the employee’s expense. The representative may not be a material witness to the dispute. Employee
discussion with his/her representative shall not take place during working hours.

Time Limits

The timelines provided in this policy must be strictly followed. If the Grievant fails to meet the timelines set forth above, the
grievant shall be considered resolved. If the City fails to meet the timelines set forth above, the grievance shall advance to
the next step of the process. The only exception to this policy is if the Grievant and the City mutually agree in writing to
waive a timeline, but such waiver must occur in advance of the expiration of the timeline.



