ROCK COUNTY, WISCONSIN

COUNTY BOARD STAFF COMMITTEE
TUESDAY - NOVEMBER 13, 2018 — 4:00 P.M.
CONFERENCE ROOM N-1 - FIFTH FLOOR

ROCK COUNTY COURTHOUSE-EAST

Agenda
1. Call to Order
2, Approval of Agenda
3. Citizen Participation, Communications and Announcements

4, Approval of Minutes — October 23, 2018 and October 25, 2018

5. Transfers

6. Review of Payments

7. Resolutions
A. Revising Board Rules and Establishing Airport Board
B. Approving 2019-2020 Intergovernmental Agreement with Dane County for
Medical Examiner Services
C. Support for Increased Public Defender Access and Compensation
D. Approving the 2019 Base Wage Rates for all Employees except Represented Law
Enforcement Employees, and Amending the Personnel Policy Wage Appendixes
E. Setting the 2019 Salary of the County Administrator '
F. Proclamation to Recognize the Second Monday in October as “Indigenous Peoples
Day” A
G. Amending the County’s Personnel Ordinance
8. Committee Action and Updates
A, Review and Possible Action on Proposed Changes to the Rock County
Administrative Policy and Procedural Manual
B. Update on Town of Beloit Incorporation

9. EXECUTIVE SESSION:  Per Section 19.85(1)(g), Wis. Stats. — Confer with Legal

Counsel Regarding Potential Litigation

10. " Adjournment

The County of Rock will provide reasonable accommodations to people with disabilities.
Please contact us at 608-757-5510 or e-mail countyadmin(@co.rock.wi.us at least 48 hours prior
to a public meeting to discuss any accommodations that may be necessary.




Rock County COMMITTEE REVIEW REPORT . 10/25/2018
FOR THE MONTH OF OCTOBER 2018
Account Number Account Name PO# Check Date Vendor Name Inv/Enc Amt
01-1320-0000-63100 OFC SUPP & EXP .
. © P1801846  10/18/2018 US BANK 40,57
01-1320-0000-64200  TRAINING EXP
P1801846 10/18/2018 US BANK 98.74
‘ COUNTY ADMINISTRATOR PROG TOTAL 139.31
| have reviewad the preceding payments in the total amount of$139.31
Date: ,  Dept Head
Cormmittee Chair
Page: 1

COMMITTEE: GB - COUNTY ADMINISTRATOR




Rock County COMMITTEE REVIEW REPORT 10/25/2018
. FOR THE MONTH OF OCTOBER 2018
Account Number  Account Name PO#  Check Date Vendor Name Inv/Enc Amt
03-1110-0000-63107 PUBL & LEGAL :
P18000688  10/11/2018  BLISS COMMUNICATIONS INC 208.73
03-1110-0000-64201 CONVENTION EXP
) P1801846 10/18/2018 US BANK 2,611.,00
COUNTY BOARD PROG TOTAL 2,719.73
| have reviewed the precéding payments In the total amount 0f$2,719.73
Date: Dept Head
Committee Chair
Page: 2

COMMITTEE: CB - COUNTY BOARD




COMMITTEE: CB - CORPORATION COUNSEL

Rock County COMMITTEE REVIEW REPORT 10/25/2018
FOR THE MONTH OF OCTOBER 2018
Account Number  Account Name POf#  Check Date Vendor Name Inv/Enc Amit
06~1620-0000-63300 TRAVEL
P1802361  10/18/2018  US BANK 89,00
CORPORATION COUNSEL PROG TOTAL 89.00
I have reviewed the preceding payments in the total amount of$89.00
Date: ' Dept Head
Committee Chair
Page: 3




Rock County

COMMITTEE REVIEW REPORT
FOR THE MONTH OF OCTOBER 2018

10/25/2018

Account Number  Account Name PO# Check Date Vendor Name Inv/Enc Amt
08-1420-0000-61920  PHYSICALS
. - P1800119  10/18/2018  WISCONSIN DEPARTMENT QF JUSTIC 253,30
P1801806 10/18/2018  US BANK 136.15
P1802501 10/25/2018  STANARD AND ASSCCIATES INC 375,50
08-1420-0000-63100  OFC SUPP & EXP
' P1800118  10/11/2018  OFFICE PRO INC 7.42
P1801806 10/18/2018 US BANK 254,52
08-1420-0000-63300 TRAVEL
P1801806 10/18/2018 US BANK (61.94)
08-1420-0000-64200  TRAINING EXP ‘ '
: P1801806  10/18/2018  US BANK 109.34
. P1802434 10/11/2018 BLACKHAWK TECHNICAL COLLEGE 1,063.00
08-1420-0000-64215 RECRUITMENT '
P1802435 10/11/2018. DEPARTMENT OF ADMINISTRATION 175.00
P1802461 10/11/2018 STATE BAR OF WISCONSIN 330,00
08-1420-0000-64216  CULTURAL COMPENT
P1802442  10/11/2018  COMMUNITY ACTION INC OF ROCK A 1,200,00
1802443 1Q/11/201 8  COMMUNITY ACTION INC OF ROCK & 400,00
P1802444  10/11/2018 COMMUNITY ACTION INC OF ROCK & 14,400.00
P1802445  10/11/2018 COMMUNITY ACTION INC OF ROCK & 400.00
. P1802446  10/11/2018  COMMUNITY ACTION INC OF ROCK & 1,200.00
‘ 08-1420-0000-64417 RH EXPENSES
P1800119  10/18/2018  WISCONSIN DEPARTMENT OF JUSTIC 4470
P1802465 10/11/2018 HOMETOWN NEWS LIMITED PARTNERS 371.50
HUMAN RESOURCES PROG TQTAL 20,658.49
COMMITTEE: CB - HUMAN RESOURCES Page: 4




Rock County COMMITTEE REVIEW REPORT 10/25/2018
FOR THE MONTH OF OCTOBER 2018

Account Number Account Name PO# Check Date Vendor Name Inv/Enc Amt

I have reviewed the praceding payments in the total amount of$20,658.49

Date: Dept Head

Committee Chair

COMMITTEE: CB - HUMAN RESOURCES ' Page: 5




Rock County

COMMITTEE REVIEW REPORT
FOR THE MONTH OF OCTOBER 2018

10/25/2018

Account Number Account Name PO# Check Date Vendor Name lnv/Enc Amt
18-1910-0000-65103 PUBLIC LIABILITY
. P1801887  10/04/2018 STRANG PATTESON RENNING LEWIS 1,852.50
PROPERTY & LIABILITY INSURANCE PROG TOTAL 1,952.50
19-1932-0000-64904 SUNDRY EXPENSE
P1801807 10/18/2018  US BANK 324.85
EMPL.OYEE RECOGNITION ACTIVITY PROG TOTAL 324.85
| have reviewed the preceding payments In the total amount 0f$2,277.35
Date: Dept Head
Committee Chair
FPage: 6

COMMITTEE: CB - ALL OTHER GENERAL GOVERNMENT
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RESOLUTION No, _18-104-101 AGENDA NO.

RESOLUTION

12.F. (1)

ROCK COUNTY BOARD OF SUPERVISORS

Supervisor Brent Fox
INITIATED BY

Public Works Committee &
County Board Staff
Committee

SUBMITTED BY

Randy Terronez,

Assistant to the County Administrator,
DRAFTED BY

September 12, 2018
DATE DRAFTED

ReVising Board Rules and Establishing Airport Board

WHEREAS, a major focus of the recently concluded work of the Ad Hoc Committee on the Airport

Future was analyzing the management structure; and

WHEREAS, the final report of the Ad Hoc Committee to Study the Future of the Airport (Southern

Wisconsin Regional Airport or SWRA) recommended:

“... separating the airport operations from the Public Works Committee via the creation of an
Airport Board. This 9-member, appointed Airport Board would have three County Board of
Supervisors and six community members — specifically those possessing aviation-related expertise
and said experience. »

The Airport Board would be a standing governing committee and report to the full County Board
of Supervisors. While SWRA staffing and operations would continue to fall within the County’s
existing rules and regulations, an Airport Manager would be responsible for providing
departmental leadership functions and report directly to the County Administrator.

The Ad Hoc Committee in recommending this option requested the Corporation Counsel to
determine its feasibility. Subsequently, Rock County Corporation Counsel Rich Greenlee stated
that County Board Rule IV (F) states that “each committee shall be composed of a majority of
County Supervisors and such additional members as required by law and approved by the
County Board. In order to have an “Airport Board” have more citizen members than County
Board supervisors, this rule would also need to be amended. Amending the County Board rules
normally occurs during the election of a new term of county board members which would be in
April of 2020. Amending the Board rule prior to this date would require a 2/3rds vote of the
County Board.”

NOW, THEREFORE, BE IT RESOLVED that the Rock County Board of Supervisors in session this

day of , 2018, does hereby Amend the Rock County Board Rules of Procedure

as follows (new language is underhned, deleted lanpuage-is-shown with-a-strikethrough):

1. RULE IV.F. is amended to read as follows:

F. Except-for the Airpott Board as articulated in Rule V.O., or when uniformly mandated to
the contrary by law, each committee shall be composed of a majority of County Supervisors
and such additional members as required by few-these Rules and approved by the County
Board. No committee may create sub-committees or otherwise subdivide committee
responsibilities, unless authorized by the whole County Board. Any committee may rely on
its members, County staff, or other individuals ‘or organizations to conduct research and
provide additional information to the committee for. the purpose of fulfilling its
responsibilities. Such research or information gathering, when conducted cooperatively
without a quorum of the committee, shall not be considered a sub-committee or
governmental body unless creation of a sub-committee has been previously approved by the
County Board.

2. RULE V.A. is amended to read as follows:

T0T-V0I-81
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12.F.(2)

A. The following shall be the standing committees of the County Board of Supervisors
and shall have the general duties and responsibilities stated in Rule IV, shall approve all
contracts, claims and demands and causes of action less than $10,000 and shall review the
prior month’s payments against the accounts under their jurisdiction. Upon request from
department heads and review by the County Administrator, or a designated agent,
standing committees reallocate amounts more than $5,000 and up to $10,000 between
detail accounts or create new detail accounts of an individual county office or department
within their jurisdiction. With review by the County Finance Director, the County
Administrator or the Administrator’s designee may approve reallocation requests of
$5,000 or less, or create detail accounts for any transfer of $5,000 or less without further
committee action.

-Agricultural/ Land Conservation Committee
-Board of Health

-County Board Staff Committee
-Developmental Disabilities Board
-Education, Veterans and Aging Services Committee
-Finance Committee

-General Services Committee

-Health Services Committee

-Human Services Board

-Planning & Development Committee
-Public Safety & Justice Committee

-Public Works Committee

-Rail Transit Commission

-Southern Wisconsin Regional Airport Board

3. RULE V.M(2) is amended to read as follows:

(2) The committee shall convene from time-to-time as the County Highway Committee and
shall have such powers and duties conferred by State law and County Board policy. The
committee shall have policy supervision over the Department of Pubhc Works that includes
h1ghway, sirport; parks and motor pool operation,

4, RULE V.0. is created to read as follows:

O. Airport Board
(1) The committee shall be composed of nine members, of which three shall be County
Board Supervisors. Six members shall be drawn from the community, and not elected to

any county office, or employed by Rock County, and shall have a demonstrated interest or
competence in the field of aviation,

(2)_The Airport Board shall have policy supervision over the Southern Wisconsin Regional
" Airport

BE IT FURTHER RESOLVED that the Southern Wisconsin Regional Airport (SWRA) Department be
created with the Airport functions under the Department of Public Works transferred to the new
department




Respectfully submitted,

PUBLIC WORKS COMMITTEE

~

Betty Jo Bussie, Chair

Brent Fox, Vice Chair

vz e oy —
Brenton Drisqbll

< LA

Rick Richard |

Absent

Jeremy Zajac

FISCAL NOTE:

Standing County Board Committee members
are entitled to per meeting allowance and
mileage as provided in Rock County Board
Rules of Proceedure [V-].

Sherry Oja
Finance Director

LEGAL NOTE:

Pursuant to Rule X(C) of the Rock County
Board of Supervisors Rules of Procedure, the
Rules of Procedure may be amended by a 2/3
vote of all members present.

Richard Greenlee
Corporation Counsel

12.F.(3)

COUNTY BOARD STAFF COMMITTEE

J. Russell Podzilni, Chair

Mary Mawhinney, Vice Chair

Richard Bostwick

Henry Brill

Betty Jo Bussie

Louis Peer

Alan Sweeney

Terry Thomas

Bob Yeomans

Administrative Note:

If the County Board approves the proposed new
composition of an Airport Board, it would be
trading a certain level of control at the
committee level for more expertise in the policy
direction of the Airport. The County Board
would retain final authority over actions
approved by the Airport Board as it does for
other governing committees, If a new Southern
Wisconsin Regional Airport Department is
created, additional approvals may be required by
committees or the County Board to adjust the
administrative functions and organization of the

Depa ment.
W

0sh Smith
County Administrator




12.F. (4)

EXECUTIVE SUMMARY

A major focus of the recently concluded work of the Ad Hoc Committee on the Airport Future was
analyzing the management structure.

A recommendation made by that body included separating the airport operations from the Public Works
Committee via the creation of an Airport Board, The Airport Board would be nine (9) members and
consist of three County Board of Supervisors and six community members — specifically those possessing
aviation-related expertise and said experience,

The Airport Board would be a standing governing committee and report to the full County Board of
Supervisors, While Southern Wisconsin Regional Airport staffing and operations would continue to fall
within the County’s existing rules and regulations, an Airport Director would be responsible for providing
departmental leadership functions and report directly to the County Administrator.

The Ad Hoc Committee in recommending this option requested the Corporation Counsel to determine its
feasibility. Subsequently, Rock County Corporation Counsel Rich Greenlee stated that County Board
Rule IV (F) states that “cach committee shall be composed of a majority of County Supervisors and
such additional members as required by law and approved by the County Board. In order to have an
“Airport Board” have more citizen members than County Board supervisors, this rule would also need
to be amended. Amending the County Board rules normally occurs during the election of a new term of
county board members which would be in April of 2020. Amending the Board rule prlor to this date
would require a 2/3rds vote of the County Board.

(Subsequent to the recommendation, Corporation Counsel addressed the issue of conflict of interest that
would prohibit a person that conducts business with the Airport valued at or above $15,000 annually.)

This resolution would:

1. -Amend Rule IV (F) of the Board Rules to exempt the Airport Board.

2. Add Southern Wisconsin Regional Airport Board to Rule V A to the list of Committees.

3. Remove Airport from Rule V M Public Works Committee

4, Create a new section Rule V O Alrport Board and include:
(1) The Board shall consist of nine (9) members: three County Board of Supe1v1sors and six
community members — specifically those possessing aviation-related expertise and said
expetrience.
(2) The Board shall have policy supervision over the Southern Wisconsin Regional Airport
(SWRA).

5. Create the Southern Wisconsin Regional Airport Department and transfer functions from the
Department of Public Works to the new department.
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RESOLUTION NO, AGENDA NO,

. RESOLUTION
ROCK COUNTY BOARD OF SUPERVISORS

Public Safety & Justice Committee
INITIATED BY

Randy Terronez,
DRAFTED BY

October 30,2018
DATE DRAFTED

Public Safety & Justice Committee
SUBMITTED BY

APPROVING 2019-2020 INTERGOVERNMENTAL AGREEMENT WITH DANE
COUNTY FORMEDICAL EXAMINER SERVICES

WHEREAS, the Rock County Board of Supervisors approved Resolution #16-10A-131 on October 13,
2016 which continued Rock County’s relationship with Dane County to provide Medical Examiners
services, contained within an intergovernmental agreement; and

WHEREAS, the Intergovernmental Agreement expires on December 31, 2018; and,

WHEREAS, Dane County has been providing professional and administrative services to Rock County
since the transition from a coroner system to a medical examiner system in late 2014; and,

WHEREAS, Dane County is agreeable to another two-year agreement te provide professional and
administrative services which have been incorporated into the preliminary 2019 budget.

NOW, THEREFORE, BE IT RESOLVED, that the Rock County Board of Supervisors duly
assembled this day of , 2018 approves the Dane County Intergovernmental
Agreement that delineates the roles and responsibilities of each county for the period January 1, 2019
through December 31, 2020.

Respectfully Submitted,

PUBLIC SAFETY & JUSTICE COMMITTEE

Mot
Mary Behver\Chair

i Y B

Terky Fe ['1
e

<. < AN

“Kdra Hawes
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Phillip Owers———r———""" :




APPROVING THE 2019-2020 INTERGOVERNMENTAL AGREEMENT WITH DANE COUNTY
FOR MEDICAL EXAMINER SERVICES
Page 2

COUNTY BOARD STAFF COMMITTEE

J. Russell Podzilni, Chair

Mary Mawhinney, Vice Chair

Richard Bostwick

Henry Brill

Betty Jo Bussie

Louis Peer

ADMINISTRATIVE NOTE:
Alan Sweeney Recommended.
AN
Tetrry Thomas
Bob Yeomans ) ¢ unty Administrator
FISCAL NOTE:

Funds were inctuded in the 2019 Recommended Budget for these services.

Vo

Sherry Oja
Finance Director

LEGAL NOTE:

The County Board is authorized to take this action pursuant to secs. 59.01,
59. and 66.0301, Wis

ichard Greenlee
Corporation Counsel




Executive Summary

Approving the Intergovernmental Agreement with Dane County for Medical

Examiner Services

Effective in 201 5, Rock County replaced the elected coroner’s system to an appointed medical

examiner system in order to operate a more efficient, professional manner that would ensure the
highest quality of services to the residents of Rock County. Beginning in late 2014, Rock County has
contracted with Dane County via an intergovernmental agreement (IGA) to provide professional and

administrative services for two-year periods.

The proposed IGA will be the third such agreement with Dane County covering the period January 1,

2019 through December 31, 2020. Specifically the IGA calls for Dane County to provide:

1. Office Administrative oversight (via the Dane County Director of Operations, under the

direction of the Dane County Medical Examiner, acts as the Director of Operations for Rock

County).

2. Autopsy service, External Exams, Forensic Case Review, Management of Pathologists,

Autopsy Medicine (via Chief Medical Examiner, the Deputy Chief Medical Examiner, and the

Deputy Medical Examiner of Dane County acting in their capacity for Rock County).
3, Transportation to/from the Rock County morgue and the Dane County morgue,

Please note that Rock County employs full-time and part-time field staff (called Medicolegal

Investigators) and a part-time office person.

A schedule of charges is included in the Intergovernmental Agreement and includes:

Caseload

2019 2020

A. Office Admin./Oversight 12 hrs/wk 12 hrs/wk $
B. Forensic Case Review 900 900 $
C. Management - Pathologists 2 hrs/wk 2 hrs/wk $
D. Autopsy Medicine : 152 152 $
E. Transportation - Autopsies 304 304 $
!, External Exams 10 10 $
G. Transportation - External Exams 20 20 $

Total - IGA Services $
H.  Autopsy Fee - Additional $

External Exam - Additional $

—

Budget

2019
46,420 $
39,016 $
14,623 $
166,408 $
37,108 $
4,085 $
2,441 $
310,101 $
1,339 $
835 $

2020

48,049
40,376
15,081
171,152
37,980
4,224
2,499

319,361

1,376
854
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RESOLUTION NO. AGENDA NO.

RESOLUTION
ROCK COUNTY BOARD OF SUPERVISORS

Elizabeth Pohlman McQuillen
DRAFTED BY

Criminal Justice Coordinating
Council

INITIATED BY
October 16,2018
DATE DRAFTED

Public Safety & Justice
Committee
SUBMITTED BY

SUPPORT FOR INCREASED PUBLIC DEFENDER ACCESS AND COMPENSATION

WHEREAS, the Sixth Amendment to the United States Constitution guarantees those charged with
crimes the right to a speedy, public trial by jury, the right to confront accusers, and the right to the
assistance of counsel; and,

WHEREAS, the United States Supreme Court in 1963 established that the government must provide
counsel if a defendant cannot afford it and other cases have established that the assistance must be
effective, not merely a lawyer appearing, unprepared, for a defendant; and

WHEREAS, the State Public Defender often provides representation to indigent defendants using
certified private attorneys who are reimbursed at the nation’s lowest hourly rate of $40, which was set by
the Legislature more than 20 years ago in 1995 when the rate was reduced from $50; and,

WHEREAS, lack of representation for indigent clients causes a backlog in the criminal justice system,
leads to longer pre~trial periods of detention in county jails, inefficiency for courts, and slower justice for
victims, creating a burden on the courts and Wisconsin Counties.

NOW, THEREFORE, BE IT RESOLVED that the Rock County Board of Supervisors duly assembled
this ~_dayof : , 2018, does hereby implore the Wisconsin legislature to provide
adequate resources to the State Public Defender’s Office for representation of indigent clients by
increasing the rate of reimbursement for assigned attorneys consistent with the reasoning of the
Wisconsin Supreme Court in its Decision in In re the Petition to Amend SCR 81.02, decided and filed by
the Court on June 27, 2018, to $100/hour, which will ensure the prompt appointment of counsel.

BE IT FURTHER RESOLVED that the County Clerk be authorized and directed to send a copy of this
resolution to Governor Walker, the Rock County Legislative Delegation and the Wisconsin Counties
Association.

Respectfully submitted,

PUBLIC SAFETY & JUSTICE COMMITTEE

N ot /{éﬂﬂ//u‘}(A _/

Ma& eaverT; }@ Kéta Hawes

liﬁlip Owens, Micg Cliair \ Brian Knudson

(T ~ }I,P%

Térry Fell




SUPPORT FOR INCREASED PUBLIC DEFENDER ACCESS AND COMPENSATION
Page 2

COUNTY BOARD STAFF COMMITTEE

J. Russell Podzilni, Chair

Mary Mawhinney, Vice Chair

Richard Bostwick

Henry Brill

Betty Jo Bussie

Louis Peer

ADMINISTRATIVE NOTE:

Alan Sweeney
Recommended.

Terry Thomas
Bob Yeomans osh Smitil

County Administrator

FISCAL NOTE:

This resolution is advisory only and has no direct fiscal impact on Rock Coxlnfy operations in and by
itself, ‘

Sherry Oja
Finance Director

LEGAL- NOTE:

Advisory only.

Richard Greenl
Corporation Counsel




EXECUTIVE SUMMARY

The State Public Defender’s Office represents indigent individuals in criminal, juvenile and mental
health courts. For cases involving, (primarily), conflicts of interest SPD appoints private bar attorneys
to represent individuals who otherwise qualify under its guidelines. The rate at which these private
attorneys are paid by the State of Wisconsin is $40/hour, which is the lowest rate in the country.
Jurisdictions across the state are having difficulty finding private attorneys willing to take these cases
for $40/hour, as this rate does not even cover the overhead costs to run a small law firm. This causes a
backlog in the criminal justice system and, in other jurisdictions, has led to judges being forced to
appoint counsel at county expense. Further, this leads to increased costs to jails, (these individuals are
waiting for the appointment of counsel), inefficiency for courts and law enforcement, and a delay in
obtaining justice for vietims, This Resolution does not increase County costs for appointing counsel; it
strongly urges the Wisconsin State Legislature to provide adequate funding to SPD, to pay private bar
attorneys who take SPD eligible cases, closer to a market rate for their services:
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.RESOLUTION NO. AGENDA NO.

RESOLUTION
. ROCK COUNTY BOARD OF SUPERVISORS

Annette Mikula, HR Director
DRAFTED BY

County Board Staff Committee
INITIATED BY

November 6, 2018
DATE DRAFTED

County Board Staff Committee
SUBMITTED BY

APPROVING THE 2019 BASE WAGE RATES FOR ALL EMPLOYEES EXCEPT
REPRESENTED LAW ENFORCEMENT EMPLOYEES, AND AMENDING THE
PERSONNEL POLICY WAGE APPENDIXES

WHEREAS, it is necessaty to adjust the Employee Pay Plans periodically to ensure that they continue
to reflect salary rates which are competitive for those job classes covered by the Plans; and,

WHEREAS, the County has already settled with the Deputy Sheriff’s Association, and the Deputy
Sheriff’s Supervisor Association, where they have received 2019 total package increases of 2.00%
effective January 1, 2019 for Supervisors, and February 15,2019 for Deputy Sheriffs; and,

WIHEREAS, it is proposed to increase all employee Pay Plans by 2.00% effective January 1, 2019,
NOW, THEREFORE, BE IT RESOLVED, that the Rock County Board of Supervisors duly

assembled this _ day of , 2018 does hereby approve the County’s 2019 Pay
Plans by increasing each step by 2,00% effective January 1, 2019.

Respectfully submitted,

COUNTY BOARD STAFF COMMITTEE

J. Russell Podzilni, Chair Louis Peer

Mary Mawhinney, Vice Chair Alan Sweeﬁey
Richard Bostwick ) Terry Thomas
Henry Brill Bob Yeomans

Betty Jo Bussie




APPROVING THE 2019 WAGE RATES FOR EMPLOYEES, EXCEPT REPRESENTED LAW
ENFORCEMENT EMPLOYEES, AND AMENDING THE PERSONNEL POLICY WAGE

APPENDIXES
Page 2
FISCAL NOTE:
Projected Base Add’l Base Wage
Compensation Compensation Increase
2019 $58,097,312.37 $1,161,906 2.00%
Shetry Oja

Finance Director

LEGAL NOTE;

The County Board is authorized to take this action pursuant to §59.22(2),
Wis. Stats. :

Richard Greenlee
Corporation Counsel

ADMINISTRATIVE NOTE:

Recommended.

J%th

County Administrator




APPROVING THE 2019 WAGE RATES FOR EMPLOYEES, EXCEPT REPRESENTED LAW
ENFORCEMENT EMPLOYEES, AND AMENDING THE PERSONNEL POLICY WAGE
APPENDIXES

Page 3

Executive Summary

The purpose of this resolution is to provide wage rate increases for County employees who are not
represented by a law enforcement labor unit,

The County has already settled with the Deputy Sheriff’s Association, and the Deputy Sheriff’s
Supervisor Association, where they have received 2019 total package increases of 2.00% effective
January 1, 2019 for Supervisors, and February 15, 2019 for Deputy Sheriffs.

To keep employees on pace with cost of living, inflation, and external market factors this resolution
provides for a 2.00% increase for wage rates effective January 1, 2019,
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RESOLUTION NO. ‘AGENDA NO.

RESOLUTION
ROCK COUNTY BOARD OF SUPERVISORS

Annette Mikula, HR Director
DRAFTED BY

County Board Staff Cominittee
INITIATED BY

November 6, 2018
DATE DRAFTED

County Board Staff Committee
SUBMITTED BY

SETTING THE 2019 SALARY OF THE COUNTY ADMINISTRATOR

WHEREAS, the County Administrator’s current salary is $135,321.39; and,

WHEREAS, the County Board Staff Committee reviewed the County Administrator’s salary, other benefits,
and the annual adjustments recommended and received by other County employees for 2019; and,

WHERAS, the County Board Staff Committee recommends a 2.00% increase to the County Administrator’s
salary and benefits effective 1-1-19, which is consistent with adjustments for other County employees.

NOW, THEREFORE, BE IT RESOLVED, that the Rock County Board of Supervisors duly assembled on
this day of , 2018 does hereby authorize that the County Administrator’s salary
be adjusted by 2.00% effective 1-1-19.

BE IT FURTHER RESOLVED, that the health insurance plan granted other Unilateral employees be
continued.

BE IT FURTHER RESOLVED, that the dental plan available to Unilateral employees be continued.

BE IT FURTHER RESOLVED, that the current car allowance of $6,000 annually be continued and the
current expense allowance of $2,000 annually be continued.

BE IT FURTHER RESOLVED, that the County continues to contribute annually to a deferred compensation
program and the contribution in 2018 increase from $5,500 to $6,000.

Respectfully Submitted,

COUNTY BOARD STAFF COMMITTEE

J. Russell Podzilni, Chair

Mary Mawhinney, Vice Chair

Richard Bostwick

Henry Brill

Betty Jo Bussie

Louis Peer

~ Alan Sweeney

Terry Thomas

Bob Yeomans




RESOLUTION SETTING THE 2019 SALARY OF THE COUNTY ADMINISTRATOR

Page 2

LEGAL NOTE:

The County Board is authorized to take this action pursuant to §59.22(2),

Wis. Stats.

Richard Greenlee
Corporation Counsel

FISCAL NOTE:
2018

Base Compensation

Salary $135,321.39
Car Allowance 6,000.00
Expense Allowance 2,000.00
Deferred Compensation 5,500.00

7
Sherry Oja
Finance Director

ADMINISTRATIVE NOTE:

Matter of policy. '

h Smith
County Administrator

Increase
2.00%

$500.00

2019 Base
Compensation
$138,027.82
6,000.00
2,000.00
6,000.00




RESOLUTION SETTING THE 2019 SALARY OF THE COUNTY ADMINISTRATOR
Page 3

Executive Summary

The purpose of this resolution is to provide a wage rate increases for the County Administrator.
The County has already settled with the Deputy Sheriff’s Association, and the Deputy Sheriff’s
Supervisor Association, where they have received 2019 total package increases of 2.00% effective
January 1, 2019 for Supervisors, and February 15, 2019 for Deputy Sheriffs

The proposed wage increase for all other employees is 2.00%.

This resolution provides for a 2.00% wage rate increase for the County Administrator, to keep pace
with cost of living, inflation, and external market factors, effective January 1, 2019.
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RESOLUTION NO, _18-11D~124 AGENDA NO.__12.C.(1)

RESOLUTION

ROCK COUNTY BOARD OF SUPERVISORS
FORMER SUPERVISOR SOUTHERN WISCONSIN ALLIES
BILLY BOB GRAHN OF NATIVE NATIONS
INITIATED BY ST DRAFTED BY
SUPERVISORS STEPHANIE OCTOBER 16,2018
AEGERTER AND VICKI BROWN DATE DRAFTED
SUBMITTED BY :

PROCLAMATION TO RECOGNIZE THE SECOND MONDAY IN OCTOBER AS
“INDIGENOUS PEOPLES DAY"

WHEREAS, Indigenous Peoples Day began in commemoration of five hundred years of survival and
renewal of indigenous nations in the face of genocide, colonization, political, religious, and cultural
repression; and

WHEREAS, the Rock County Board of Supervisors recognizes that the Indigenous people of this
hemisphere, that would later be known as the Americas, have lived on these lands since time
immemorial and the Rock County Board of Supervisors recognizes the fact that Rock County is built
upon the homelands of the Indigenous people of this region; and

WHEREAS, the Rock County Board of Supervisors values the many contributions made to our
community through Indigenous people’s knowledge, labor, technology, science, philosophy, arts, land
conservation techniques, along with deep spiritual cultural practice helped shaped the character of the
land known as Rock County; and

WHEREAS, the Rock County Board of Supervisors will continue to support Indigenous Nations
social and environmental justice, religious freedom and tribal sovereignty efforts; and

WHEREAS, the Rock County Board of Superyisors honors our country’s indigenous roots and correct
history, and seeks with this celebration to bring greater understanding of diversity by inclusion of
indigenous people’s culture and voice to the table in Rock County, Wisconsin; and

WHEREAS, the Rock County Board of Supervisors will recognize the desire of all Indigenous people
representing all 567 tribal nations to celebrate the second Monday in October as indigenous peoples
day, with special attention to Wisconsin’s 12 federally—recognized tribal nations, and

NOW, THEREFORE, BE IT RESOLVED by the Rock County Board of Supervisors duly
assembled this day of 2018, to affirm and proclaim that the second Monday in October
will be known as Indigenous Peoples Day.

Respectfully submitted:

COUNTY BOARD STAFF COMMITTEE

J. Russell Podzilni, Chair

Mary Mawhinney, Vice Chair ' Louis Peer

Richard Bostwick Alan Sweeney
Henry Brill Terry Thomas
Betty Jo Bussie Bob Yeomans

Indigenous Peoples Day 1018

¥21-A11-81




PROCLAMATION TO RECOGNIZE THE SECOND MONDAY IN OCTOBER AS
“INDIGENOUS PEOPLES DAY”
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FISCAL NOTE:

No fiscal impact.

bS

Sherry Oja
Finance Director

LEGAL NOTE:

The County Board is authorized to take this action pursuant to § 59.51(2),
Wis. Stats. ’

Richard Greenlee
Corporation Counsel

ADMINISTRATIVE NOTE:

Matter of policy.

gj:ﬁt\h

County Administrator

12.6.(2)




RESOLUTION NO. ' AGENDA NO.

ORDINANCE
ROCK COUNTY BOARD OF SUPERVISORS

Annette Mikula Amy Spoden, Asst. Human Resource Director

INITIATED BY DRAFTED BY
County Board

Staff Committee
SUBMITTED BY

November 6, 2018
DATE DRAFTED

AMENDING THE COUNTY’S PERSONNEL ORDINANCE

WHERTEAS, Rock County has an established Personnel Ordinance; and,
WHEREAS, it is good practice to review the personnel ordinance language on an annual basis; and
WHEREAS, certain additional changes have been suggested by Employees and Department Managers; and,

WHEREAS, the County wants to incorporate these additional changes to the Personnel Ordinance effective at
12:01 a.m. January 1, 2018.

NOW, THEREFORE, BE IT RESOLVED, that the Rock County Board of Supervisors assembled this
day of , 2018 does hereby amend Chapter XVII, the County’s Personnel
Ordinance as follows:

Section 4: Salary Administration
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35 Section 5: Fringe Benefits
36 Holidays
37 : 18,501

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

42 (a) New Year's Day .

43 (b) Spring Holiday to be observed the Friday immediately preceding
44 Easter

45 (c) Memorial Day

46 (d) July 4th

47 (e) Labor Day

48 ® Thanksgiving Day
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(8) Friday following Thanksgiving
(h) Day before Christmas
5] Christmas Day
) One Floating Holiday
&) Any additional holiday granted by the County Board.
H The County Administrator may designate additional holidays in

unusual circumstances with the approval of the County Board Chair
and/or Vice Chair.

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

For employees not working the standard work schedule see the HR Policies and Procedures.

Unilateral A-Positions-wheare-requited-to-werk-a-hotiday—witbbepaid orgranted-compensatery-time-off at o
rate-of thne-and-one-halfand-receivean-additional-day-in-Heu-thereof:

PooliRelief of Unilateral-A ]3BS'€'BHS whe-are requireel to-wotk-a hs]ida’f willbe |sa' | at-a-rate-of time-and-one
katf

F . ’ ] g]] g . . S ] v I ) ] ] ]. ] .]]l

. Wemmﬂmmmmmmmﬁmme

e-helidaysand-earn-8-hovrs-of holiday-timetnteu-of

1 Hi]ﬁtey'i ol Hﬁﬁp oyees (F] S A exempt) “the_\y\xe‘m he—hd—a—y_ﬂ%eeewe_a_éa—}%ﬂ—thefeeﬁ' g i i H 3 <

Regwlarpart-time-employees-whonormally-work-sixteenormore-hours-perweek-shall-be-paidfor-helidays
which-fall-endays-for-which-they-would-etherwise-be-scheduled-to-werlksaecording to-the-number-ofhours-{or
which-they-weuld-bescheduled-to-weorlcon-that day-

Whena-holidavfalls-swithi od-of ” 4 hall ; for-the holiday.

Wi hotidayEatlswithi od-of " y ] hallrecel orl
holiday-

regular-werkday-before-andnot-less-than-4-hef u%egﬂm%ﬂ«iay—aﬁﬂ—ﬂw—hehday—m%s&emﬁhe&&ed
paid-time-off-(sick-leave,-vacation)-oron-paid EMEA:

Floating holidays must be taken in whole day increments (pro-rated for part-time employees).

The floating holiday shall accrue to the employee effective any work shift starting on or after 4 a.m. of
January 1% of each year. Employees need to use the floating holiday before December 31 of each
calendar year. If the floating holiday is not used by December 31, the floating holiday will be
forfeited. During their first year of employment, Employees hired after November 30, will have until
Januvary 31 of the following year to use their floater from the previous year.

The floating holiday may be taken upon at least 7 days advance notice. The floating holiday request
will normally be approved, however, it may be denied by the Department Head, even with a 7 day
advance notice, if granting the request would put the department, division, unit, or shift below the
minimum staffing needs of the department, division, unit or shift. A floating holiday with less than 7
day notice may be granted in an emergency circumstance at the discretion of the Department Head or
his/her designee. Employees are strongly encouraged to use their floating holiday prior to the last
payroll period of the calendar year.

Leave of Absence Policy (Non FMLA)
18.508

The County Administrator or the Department Head after consulting with the Human Resources Director, may grant
a regular employee leave of absence (with or without pay) for a period up to ene-year six months except for an
educational leave, subject to the following conditions;
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Leave of absence (with or without pay) may be granted when it is in the best
interest of the County to do so. Requests for leave of absence shall be approved
prior to the taking of such leave. When such leave is requested as an extension of
sick leave, an acceptable physician's certificate shall be required.

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

Credit toward vacation and sick leave shall not be earned after 30 days while an
employee is on leave without pay. Insurance benefits may be retained according
to HR Policy and Procedure.

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

When a leave without pay of more than thirty (30) consecutive days is taken, the
employee's anniversary date shall be moved ahead by the total number of days of
the leave.

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

Employees on leave of absence from the County may notbe  employed full
time elsewhere. Employees holding employment elsewhere during a leave of
absence shall be deemed to have voluntarily resigned from employment with Rock
County.

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

Unauthorized Absence. It is recognized that there may be extenuating
circumstances for unauthorized absence, and due consideration shall be given
each case. Howevet, an employee who is absent from duty without approval
shall receive no pay for the duration of the absence, and shall be subject to
disciplinary action, which may include dismissal.

Bereavement Leave
18,509

In the event of a death an employee-may be excused from work without loss of pay for up to a maximum of thirty-
two (32) hours annually for the purpose of attending a person’s wake, visitation, memorial service, funeral, or
make necessary arrangements regarding the person’s death, within a reasonable time after the occurrence,

If additional time is required beyond the thirty-two (32) hours annually, an employee may request to use
accumulated vacation, holiday or comp-time. Sick leave cannot be used.

Bereavement leave cannot be accrued from one year to the next.

Bereavement leave can be used in inerements of quarter hours.

A second or third shift employee may be excused from work the scheduled shift before or after the event,

provided the shift begin or ends on the same calendar date of the event,

All leaves under this section shall be prorated based upon the employee’s FTE.
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Sick Leave
18.515

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

M

@)

©)
*)

®)

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

Sick leave shall be granted after three months continuous service (from
original hire date) when an employee is required to be absent from work
because of:

(2) Illness of the employee.
(b) Illness of an employee’s spouse

(a) Illness of a minor child (includes stepchild, current foster child,
grandchild, or any other child they are legally responsible for and
can provide legal documentation supporting the responsibility) or
a child who meets the definition of a disabled adult child.

(b) Illness of a parent (includes stepparents and current foster
parents),

(e) Contact with or exposure to a contagious disease rendering the
employee's presence hazardous to fellow workers.

(d) Reasonable medical or dental attention that cannot be scheduled
during non-working hours.

Sick leave shall accrue to a maximum of one hundred thirty days.

Employees who are absent from work for reasons which entitle them to

sick leave shall notify their supervisor as-close-to-theirregularstarting time
as-pessible in accordance with Department Work Rules.

A supervisor may identify a potential problem with an employee’s sick
leave usage. Patterns that may indicate a problem with sick leave usage
include but are not limited to:

" a) It occurs before or after a holiday,

b) It occurs before or after a scheduled day off,

¢) An employee takes sick leave in excess of three days which has not been
reported to FMLA, or

d) The employee has a history of using short amounts of sick leave
repeatedly over an extended period of time.

¢) It occurs on a day that an employee previously requested off and was
denied.
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(6)

Q,
®)

®

(10)

Once a potential problem with sick leave usage has been identified the
supervisor shall meet with the employee to discuss the reason(s) for the

- absences. The goal of the meeting is to gather information, counsel the

employee and if there is an admitted problem, have the employee change
his/her behavior.

When a problem has been identified and the employee has not voluntarily
changed their behavior, a Department Head or the Human Resources
Director may require the employee to submit a medical statement, stating
the specific illness, period of treatment, and date that the employee may
return to work.

The Department Head or Human Resources Director may require an
employee to take a medical examination on returning from sick leave or on
such occasions that it is in the best interest of the County. The medical
examination shall be given by a physician designated by the Human
Resources Director. o

The Department Head or the HR Director may investigate the alleged

illness of an employee absent from work on sick leave. False or fraudulent
use of sick leave shall be cause for disciplinary action against the
employee, up to and including dismissal.

An employee on vacation who presents an acceptable medical certificate
giving the dates of illness may have that portion of his/her vacation leave
converted to sick leave,

Sick leave shall be debited in no less than quarter hour units,

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

A regular employee who moves from one department to another by
transfer, promotion or demotion shall have his/her total sick leave credits
transferred to the new department.

Unilateral Eemployees who resign or retire with ten or more years of con-

tinuous service shall be paid for one half of the accumulated sick leave
days, not to exceed a total of sixty-five days. In the event of the death of
an employee, the County shall make the same sick leave payment to the
employee's estate. In the event of a discharge, the employee will not

. receive this benefit,

Section 6: Conditions of Emplovment

Discipline/Investigations
18.607

The purpose of discipline is cotrecting job behavior and performance problems of employees.
Employees shall be informed of standards of conduct and performance, All staff must notify their
immediate supervisor within twenty-four (24) hours of all arrests and convictions for any ordinance
(other than minor traffic violations), misdemeanor or felony violations that may impact their ability to
complete the essential functions of their position.

No disciplinary action will be taken until a thorough investigation has been completed. Employees
under investigation shall have the right to representation during the investigatory process. The
employee will be allowed to have a representative of their choice who is not a supervisor or manager
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within Rock County, The representative will be limited to listening and advising the employee but will
not be allowed to speak in place of the employee. Unilateral employees other than Department Heads
shall be allowed to have a representative of their choice who has equal or less authority than they do.
Employees may be placed on a Paid/Non Paid Administrative Leave during the investigation, Rules
and standards shall be consistently applied. Penalties shall be uniform and shall match the infraction.
Persons administering corrective discipline shall systematically document the case. Records of written
reprimands, suspensions, demotions and terminations shall be provided to Human Resources and kept
in the employee’s personnel file. Written reprimands will remain in effect for a period not to exceed
one year, and at the end of such period shall be removed from the active Eemployee’s personnel file.
Records of suspension shall remain in the active Employee’s personnel file for a period of two years
and at the end of such period shall be removed from the Employee’s personnel file. (This section does
not necessarily apply if the employee is represented by an attorney.)

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

Disciplinary Action (Gfounds for)
18.608

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

(a) Dishonesty or falsification of records.

(b) Use, possession, distribution, selling, or being under the influence of alcohol or
illegal drugs while on Rock County premises or while conducting business
related activities off Rock County premises. The legal use of prescribed drugs
when taken in standard dosage and/or according to a physician’s prescription is
permitted on the job only if it does not impair an employee’s ability to perform
the essential functions of the job effectively and in a safe manner that does not
endanger other individuals in the workplace.

(© Unauthorized use or abuse of County equipment or property.
(d) Theft or destruction of County equipment or property.
(e) Work stoppages such as strikes or slowdowns.

® Insubordination or refusal to comply with the proper order of an authorized
supervisor,

(8) Unlawful conduct defined as a violation of or refusal to comply with pertinent
laws, ordinances and regulations.

(h)  Habitual tardiness, unauthorized or excessive absence or abuse of sick leave, or
repeated attempts to use unpaid leave when the employee does not have benefit
time available,

@ Use of official position or authority for personal or political profit or advantage.

6)) Disregard or repeated violations of safety rules and regulations,

k) Incompetence, unprofessional or poor work performance. =

Q) Discrimination because of race, color, creed, national origin, marital status, sex,
sexual orientation, or any other grounds prohibited by State or Federal law.
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(m) Violations of Section 18.601 “Communications and Confidentiality”.

()
(0)
®

@

®

Failure to call in or report to work.
Sleeping during scheduled work hours.

Being disrespectful or bullying in dealing with fellow employees or the general
public.

Failure to exercise good professional judgment and/or failure to conform to the
County’s or your Department’s goals and mission.

Disregard or repeated violations of Rock County Ordinance, Policy or Procedure, or

Department Work Rules.

Other circumstances may warrant disciplinary action and will be treated on a case by case basis.

@)

(b

Lunch Periods and Break Time
18.614

Lunch Periods.

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

Break Time.

Employees may leave their workstation and return fifteen minutes later for two
breaks in an eight hour shift, one during the first four hours of their first shift, and
the second during the last four hours of their shift. Breaks not taken are lost.
Breaks cannot be accumulated or used to extend lunch periods or to shorten the
workday. Breaks must be used in 15 minute increments.

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

Employees who are on a nonstandard work schedule or work 2nd or 3 shift shall
follow Department Work Rules for lunches and breaks.

(e)The Lunch Period and Break Times cannot be combined to the start or end of the shift in order to
come in late or leave early.

Section 7: Performance Evaluation

Administration
18.702

Each employee shall be evaluated at the following petiods:

(@

(b

Probationary Period (of one year).

Each employee shall be evaluated during their probationary period and one month
prior to the completion of the probationary period.

Probationary Period (of less than one year).
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FEach employee shall be evaluated ene—menth prior to the completion of the
probationary period.

(c) Annual.
Each employee shall receive an annual performance evaluation close to his/her

anniversary date, or at another specified time if the Department Head elects to
evaluate members of a classification or the whole department together at one time.

() Special.

A special performance evaluation shall be completed:

D Whenever there is significant change in the employee's performance,

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

When an employee has accepted a new position with in Rock County, the current supervisor should

complete a performance evaluation for the employee if they have not received a performance evaluation
in the last six months.

Section 8: Grievance Procedure

Filing a Grievance
18.804

This grievance procedure is available to all Hmk&tefal County employees (except Depaltment Heads
and elected County Officials), member arieva

pfeeedme—seaseﬂal—aﬁd—tempe%empleyee&eﬂhe%}w

Limitations:

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

2. A grievance that may be brought by or on behalf of an employee under a grievance
procedure that is contained in a collective bargaining agreement may not be brought
under this section.

3. A grievance filed outside of the specified time lines in 18.806 will be denied. The
employee will forfeit all rights to participate in the grievance procedure as spelled out
in 18.806.

Grievancce Procedure
18.806

A formal grievance of an employee shall be handled in accordance with the following procedure.

STEP 1. Supervisor,

The employee shall, within seven (7) calendar days of the event giving rise to the grievance or within ten
calendar days of the date he/she could reasonably be expected to have knowledge of the grievance,
present his/her formal grievance in writing on the form designated by the County to his/her immediate
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supervisor unless the immediate supervisor is the subject matter of the grievance, in which case, the
employee may .immediately proceed to Step 2. If the Department Head is the subject matter of the
grievance, the employee may immediately proceed to Step 3. The supervisor shall within three (3)
calendar days meet and discuss the grievance with the employee and then reply in writing within three (3)
calendar days. )

STEP 2. Department Head.

In the event that the immediate supervisor's decision is not satisfactory to the employee or the immediate
supervisor is the subject matter of the grievance, the employee may within seven (7) calendar days,
present the grievance in writing to his/her Department Head, The Department Head, or his/her designee,
shall, within five (5) calendar days, meet and discuss the grievance with the employee and then reply in
writing within five (5) calendar days.

STEP 3. Human Resources Director.

In the event that the Department Head's decision does not satisfy the employee's grievance or if the
Department Head is the subject matter of the grievance, the employee may, within seven (7) calendar
days, present the grievance in writing to the Human Resources Director. The Human Resources Director
shall arrange to meet within ten (10) calendar days of receipt of the grievance with the employee, his/her
representative, if any, and any other person the Human Resources Director deems necessary. If, in the
judgment of the FHuman Resources Director, a hearing is necessary to ascertain the facts surrounding the
dispute, one shall be scheduled as soon as practicable. After the hearing, the Human Resources Director
shall respond to the grievance in writing to the employee within ten (10) calendar days.

By mutual agreement between the Employer and the Employee the timelines in Steps 1, 2 and 3 may be
extended.

STEP 4. Impartial Hearing Officer THO).

In the event the decision of the Human Resources Director does not resolve the grievance, the employee
may, within seven (7) calendar days, request a hearing before an Impartial Hearing Officer and pay the
filing fee (if one is established ) by the County Board. The cost of the impartial hearing officer shall be
equally shared by the parties.

a. The Human-Reseurces-Director Office of Corporation Counsel shall upon receipt of
a written heating request, provide the employee with the name of an Impartial
Hearing Officer. The Impartial Hearing Officer must not be an employee of the
County. The Impartial Hearing Officer may be a lawyer, a professional
mediator/arbitrator or other qualified individual as determined by the County
Administrator. :

b, The Impartial Hearing Officer shall be impartial and may not have any prior
knowledge of the grievance.

¢.  The HumanResources—Director Office of Corporation Counsel will contact the
hearing officer and schedule a meeting with the employee and the IHO to discuss
the hearing. This meeting shall occur within two weeks of the date the Human
Resource Director receives the request for the hearing. If the employee does not
respond to the HR Direetor’s aftempt to schedule the meeting or does not attend a
scheduled meeting, the request for a hearing shall be considered withdrawn and the
decision of the HR Director shall stand.

d.  The Impartial Hearing Officer may decide the case on the existing record or may
conduct a hearing. A hearing will be scheduled within 30 calendar days of receipt
of the hearing request and filing fee. The Impartial Hearing Officer may reschedule
the hearing with permission of both parties.
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The Impartial Hearing Officer, with the consent of both parties, may use his/her best
efforts to mediate the grievance.

The employee has a right to be represented at the hearing (at the employee’s
expense) by a person of the employee’s choosing.

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

The standard required of the party with the burden of proof in all cases is a
preponderance of the evidence.

The hearing shall be recorded by a court reporter, who will make a record of the
proceedings, and the costs will be shared equally by the parties.

Formal rules of civil procedure will not be followed.

Both parties may introduce exhibits and present witnesses, Witnesses shall be
sworn to tell the truth.

The Impartial Hearing Officer shall provide a written decision within thirty (30)
calendar days following the close of the record. The written decision should
include a case caption; the parties and appearances; a statement of the issues,
findings of fact; any necessary conclusions of law; the final decision and order; and
any other information the hearing officer deems appropriate.

The Impartial Hearing Officer shall have the power to sustain or deny the
grievance. He or she shall have the power to order only the following remedies:
withdrawal of a written reprimand, reduction of suspension, transfer to original
position from demoted position, reinstatement with or without some or all back
pay. The Impartial Hearing Officer may recommend other remedies, however, all
other remedial authority shall be subject to the determination and approval of the
County Board, and shall be addressed by the County Board in the event the
grievance is sustained.

STEP 5. County Board.

An employee or the County, within ten (10) calendar days of receipt of the hearing officer’s decision,
may appeal the decision to the County Board by filing a written notice of appeal with the County Clerk.

a.

The written notice of appeal must contain: (1) a statement explaining the reason
for the appeal, (2) a copy of the written grievance filed with the County, (3) the
County’s response to the grievance, and (4) a copy of the Impartial Hearing
Officer decision. The notice of appeal may not contain any information that was
not admitted into evidence at the hearing.

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

The employee has the right to representation by a person of the employee’s
choosing and at the employee’s request. The employee and the employee’s
representative may attend the closed session,
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The employee or the employee’s representative and a representative of the
County may address the County Board for an equal period to be determined by
the County Board Chair. The appealing party will go first and may reserve a part
of his/her time for rebuttal. The responding party will go second. The appealing
party may present a rebuttal, if he/she has reserved any time and not used it.

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

The County Board’s consideration of the appeal will be limited to a review of
the Impartial Hearing Officer’s written decision, the record before the impartial

hearing officer, the appealing party’s reason(s) as to why the decision is wrong,

and the response by the other party along with any oral presentations made by
the parties. Only matters admitted into the evidence before the Impartial Hearing
Officer shall be considered a part of the record.

Should the County Board Chair become aware of some relevant piece of
information that could have had a significant impact on the decision of the
impartial hearing officer, that neither party was aware of, or could have been
expected to be aware of, prior to the impartial hearing officer’s decision, the
County Board Chair, with the advice of the Corporation Counsel, may take
whatever action he/she deems appropriate so as not to disadvantage either party,
and report such action to the County Board.

The County Board shall give due deference to the decision and recommendation
of the Impartial Hearing Officer and his/her decision shall not be overturned
unless the Board finds by-a-simple-majority-vote-that by a simple majority vote
the appealing party has established by evidence that is clear, satisfactory, and
convinging: (1) the hearing was not conducted fairly, (2) there was fraud or
corruption on the part of the hearing officer, or (3) the hearing officer made an
error in fact or law.

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

The County Board Chair shall prepare and sign a written determination
reflecting the County Board decision, The County Board Chair may enlist the
assistance of the Corporation Counsel in preparing the determination. A copy of
the determination will be provided to the employee within ten (10) calendar days
following the County Board’s decision.

The County Board’s decision is final and may not be appealed

Failure to Follow Grievance Procedure
18.808

If at any time during the grievance process. the emplovee fails to follow any proscribed timeline,

procedure or requirement, as outlined in this chapter, the Human Resources Director, or the County

Board Chair if at Step 5 may dismiss the grievance.
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Respectfully Submitted,

COUNTY BOARD STAFF COMMITTEE

J. Russell Podzilni, Chair ' Alan Sweeney
Mary Mawhinney, Vice Chair Terry Thomas
Richard Bostwick Bob Yeomans
Henry Brill

Betty Jo Bussie

Louis Peer

LEGAL NOTE;

The County Board is authorized to take this action
pursuant to sections 59.03 and 59.52(8), of the
Wi, nsin Statutes.

Richard Greenlee
Corporation Counsel

FISCAL NOTE:

Minimal fiscal impact

Sherry Oja
Finance Director

ADMINISTRATIVE NOTE:

Recommended.

Josh\Smith
C(Sgl ty Administrator




Executive Summary

Rock County has a Personnel Ordinance that establishes a uniform personnel program for Rock
County. The ordinance is reviewed annually and suggestions for modifications are brought forward to
the County Board Staff Committee and the County Board.

It is important to give our workforce a voice in the process, and in 2018 a survey was sent to managers
and employees to solicit input into suggestions for modifications to the current personnel ordinances
and for suggestions for new ordinances, Overall there were 36 individuals that responded to the
survey. The Human Resources Department identified several areas that were brought to their attention
during 2018.

A draft of the proposed changes was reviewed with the County Administrator, There were some
additional suggestions offered and a final version of proposed changes was compiled. The proposed
updates were shared with Department Heads to gather additional feedback. The final proposéd version
was sent to Department Heads, distributed to staff, and posted on the employee intranet.

These changes are summarized below and a full version of the Ordinance language is included with the
resolution.

Proposed Personnel Ordinance Changes

o 18.406 — Productivity/Incentive Awards
Deletes outdated language on Productivity/Incentive Awards.

¢ 18,501 — Holidays
Moves holiday pay language to Admin Policy and Procedures.

o 18,508 — Leave of Absence (Non-FMLA)
Deletes words “Non-FMLA” from the title. Adds additional language for clarification.

s 18.509 ~ Bereavement Leavc
Adds new language for second/third shift employees on bereavement leave,

o 18.515-Sick Leave
Clarifies language regarding notification to your supervisor when requesting sick leave (4), Adds
potential sick time abuse (5)(e), if it occurs on a day an employee previously requested off and was
denied. Updates to remove the word “Unilateral” from before employees to be inclusive (aligns
with change in policy 5.38).

¢ 18.607 — Discipline/Investigations
Adds new language clarifying that disciplines are removed from active employee files.

¢ 18.608- Disciplinary Action (Grounds for)
Adds new language regarding prescription drugs (b). Adds new language in regards to grounds for
discipline (r) for repeated violations of Rock County Ordinance, Policy and Procedure, or
Department Work Rules,

o 18.614(b)- Lunch Periods and Break Time
Adds word “minute” that was missing,

e 18.702 (b)- Performance Evaluation Administration -
Deletes words “one month” from evaluation during probation to just say before completion.

o 18.804- Filing a Gricvance
Updates grievance language to include applies to all employees except Department Heads and
Elected Officials. Updates Step 4 from Human Resources Director to Office of Corporation
Counsel. Clarifies Step 5 regarding County Board’s consideration of appeal and the impartial
hearing officer records and decision.

¢ 18.808- Failure to Follow Grievance Procedure
Adds new language on consequence of failure to follow grievance procedure,




Rock County

Memo s b Human Resources

Department
DATE: November 13, 2018
TO: County Board Staff Committee
FROM: Annette Mikula
CC: Josh Smith
Rich Greenlee
RE: | Proposed Changes to the Rock County Administrative Policy and Procedural

Manual and Rock County Ordinance.

Attached please find the proposed changes to the Rock County Administrative Policy and
Procedures Manual and Rock County Ordinance.

These changes are being recommended to'the County Board Staff Committee and County Board
for their consideration. A summary of each change is listed below.

Administrative Policy and Procedural Manual

¢ Section 2

Policies in Section 2 that are related to finance, purchasing, and payroll are being moved to a
new Finance Policy Manual. This section is now going to be titled Administration.

e Policy 4.06 — Social Media

Adds language to allow for a department head to name a designee for monitoring department
social media sites. : ’

e Policy 5.01- ADA
Updates the policy to better define reasonable accommodations and the county process for

engaging in an interactive process with an employee requesting an accommodation. Adds
language regarding service animals.

o Policy 5.02— Automobile — Personal Utilization and Liability Insurance

Clarifies that in order for a HSD employee to be eligible for the premium increment they are
required to transport clients in their personal vehicle.




Policy 5.03— Benefit Contribution for Seriously Ill Employees

Adds in the requirement that an employee must have no more than 80 hours of their own
benefit time to be eligible to receive donations from other employees, and caps the maximum
allowable donation to 480 hours in a rolling 12 month period.

Policy 5.04-Compensatory Time

Consolidation of language.

Policy 5.05-Drug Free Workplace and Substance Abuse Policy

Adds the requirement that prescription drugs being taken while on the job must be used in the
standard dosage as prescribed by a physician and do not interfere with safe performance of
an employee’s job.

Policy 50.6 — Educational Reimbursement

Deletion of policy

Policy 5.08 Employee Identification Badge Policy

Updates tailgating Ianguage to require all employees to swipe the card readers, and no longer
prohibits holding the door for other employees.

Policy 5.10-EEO/AA

Updates addresses

}Policy 5.11-Exit Interview

Updates language to reflect current practice of having both on-line and paper formats.
Policy 5.14-Foreign Language List

Deletion of policy. |

Policy 5.17-Health Insurance

Adds clarifying language on premium while on approved leave of absence.

Policy 5.18-Holiday Language

" Consolidation of language to create uniform parameters for holiday pay in the County for
non-exempt employees in both 24/7 and non-24/7 positions.




Policy 5.21-Insurance Coverage-Conditions After Initial Refusal

Adds language referencing Voluntary Benefits being an option during open enrollment,
Policy 5.22-Job Posting

Updates language about where internal postings are sent,

Policy 5.24-Layoff Procedure

Removes reference to bargaining unit.

Policy 5.26-Medical Leave of Abselice Non-FMLA

Change policy title. Consolidation of Language for consistency for employees.

Policy 5.27-Motor Pool

Updates current language to practice regarding fueling, repairs and insurance coverage.
Policy 5.30-Overtime Procedures

Updates current language to remove duplicate language.

Policy 5.31-Overtime, Flex and After Hours Payment

Updates current language to allow for mutually agreed flexible schedule over a 2-week
payroll period for all employees. Updates flex language for Unilateral C employees.
Consolidation of language. Deletion of Language on specific job titles in categories in
Unilateral B and C. Cleans up outdated references to former union contracts. Changes pager
to cell phone. Updates crisis intervention language.

Policy 5.36-Resignations and Eligibility for Rehire

Adds new language on erhployee’s failure to complete required notice.

Policy 5.37-Shift Differential

Updates current language. Deletion of language regarding float nurse extra pay, Change shift
differential pay at YSC to match other county positions. Increase shift differential at Rock

Haven for CNA and LPN staff to $1.00 per hour. Include annual review for bilingual
incentive pay. ‘

Policy 5.38-Sick Leave Payout

Clarify that policies on Sick Leave can be found in the Rock County Ordinance. Deletion of
Language universal to all employees and only leaves in items specific to a particular
employee group.




Policy 5.40-Step Progression

Deletes AMHS RH from new AMHS HSD matrix language.

Policy 5.42-Transfer

Adds of new language to clarify lateral transfers based on seniority are within same job
classification.

Policy 5.46-Union/Association/Employee Group
Clarifies seniority rosters will be provided upon request.
Policy 5.47-Vacation Schedules

Deletes outdated references to former union contracts.

Policy 5.51-Worker’s Compensation
Updates current language on treatment for injuries and forms to be used. Adds language

requiring compliance with requests from third party administrator. Updates that Rock Haven
documents get submitted to HR, not payroll.

Appendix F AMHS - Human Services

Adds the Lead Worker position title to Ranges 4, 5 and 9.

Rock County Ordinance

18.406 — Productivity/Incentive Awards
Deletes outdated language on Productivity/Incentive Awards.

18.501 — Holidays
Moves holiday pay language to Admin Policy and Procedures.

18.508 — Leave of Absence (Non-FMLA)
Deletes words “Non-FMLA” from the title. Adds additional language for clarification,

18.509 — Bereavement Leave
Adds new language for second/third shift employees on bereavement leave.

18.515 —Sick Leave

Clarifies language regarding notification to your supervisor when requesting sick leave (4).
Adds potential sick time abuse (5)(e), if it occurs on a day an employee previously requested
off and was denied. Updates to remove the word “Unilateral” from before employees to be
inclusive (aligns with change in policy 5.38).




18.607 — Discipline/Investigations
Adds new language clarifying that disciplines are removed from active employee files.

18.608- Disciplinary Action (Grounds for)

Adds new language regarding prescription drugs (b), Adds new language in regards to
grounds for discipline (r) for repeated violations of Rock County Ordinance, Policy and
Procedure, or Department Work Rules.

18.614(b)- Lunch Periods and Break Time
Adds word “minute” that was missing,.

18.702 (b)- Performance Evaluation Administration
Deletes words “one month” from evaluation during probation to just say before completion.

18.804- Filing a Grievance

Updates grievance language to include applies to all employees except Department Heads
and Elected Officials, Updates Step 4 from Human Resources Director to Office of
Corporation Counsel. Clarifies Step 5 regarding County Board’s consideration of appeal and
- the impartial hearing officer records and decision.

18.808- Failure to Follow Grievance Procedure
Adds new language on consequence of failure to follow grievance procedure.

Appendix F AMHS — Human Services
Adds title of Lead Worker to the pay grid.




APPENDIX F
AMHS - HUMAN SERVICES

Range 1
Human Services Professional 1

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 | 15 Years | 20 Years
1/1/2018 17.24 18.07 18.91 19.70 20.51 21.30 22.09 22.92 2373 24.53 25.29 25.86

Range 2
Human Services Professional IT

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 | 15 Years | 20 Years
1/1/2018 18.29 19.17 20.06 20.90 21.76 22.62 23.46 24.35 2519 26.05 26.86 27.40

Range 3
Human Services Professional IIX

Step 1 Step 2 Step 3 Step4 | StepS | Step6 | Step7 | Step8 | Step9 | Step 10 | 15 Years | 20 Years

1/1/2018 20.19 20.71 21.02 21.99 22.97 23.91 24.91 25.89 26.83 27.82 28.66 2022

Range 4
Human Services Professional IV; Lead Worker

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 { 15 Years | 20 Years
1/1/2018 21.11 21.64 © 2198 22.99 24.01 25.00 26.04 27.07 28.05 29.08 29.96 30.54

Range 5
Human Services Professional V; Lead Worker

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 | 15 Years { 20 Years
1/1/2018 21.85 22.40 2275 23.80 24.85 25.88 26.95 28.02 29.03 30.10 31.01 31.61

Range 6
Human Services Professional VI

“Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 | 15 Years | 20 Years
1/1/2018 23.44 2432 2522 26.10 27.02 27.88 28.77 29.68 30.60 31.48 3241 33.06

Range 7
Human Services Professional VII

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 | 15 Years | 20 Years
1/1/2018 24.48 25.40 2635 27.27 28.23 29.12 30.06 31.00 31.96 32.88 33.85 34.52

Range 8
Human Services Professional VIII

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 | 15 Years | 20 Years
1/1/2018 25.41 26.37 2736 2831 29.31 30.23 31.21 32.19 33.18 34.14 35.15 35.85

Range 9
Human Services Professional IX; Lead Worker; Registered Nurse

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 | 15 Years | 20 Years
1/1/2018 27.12 28.00 28.92 29.77 30.68 31.54 32.42 33.29 34.16 35.07 36.10 36.83

Wage scales are maintained in the Rock County Policy and Procedure Manual under Appendices.
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Admlmslratlve Policy & Procedure Manual

Policy: Contract Rev1ew
Policy No:2.02 204

 Effective 12442046-1/1/2019

o { Formatted: Strikethrough

Revising:3/42009 [2/12016

Before any county official signs a legal document, they should ask themselves three questions:
First, has the County Board and/or the appropriate standing committee authorized the action?

* Second, has the County Board and/or the appropriate standing committee given anyone the
authority to sign the document'? And third, has the document gone through the contract review
process?

The first two questions deal with policy issues on which the Board must act. The County Board
through adoption of resolutions or ordinances exercises the powers of a county as a legal entity.
The resolved clauses in resolutions authorize the entry into those legal agreements and
designate individuals to sign on behalf of the county. Thus, a resolution run through the
committee structure and the County Board is often a precursor or parallel process to a contract
review. In some situations, the authority to take an action and sign an agreement may be
granted by a standing committee of the County Board.

The third question deals with an administrative process outlined by the Contract Review Policy.
The policy requires that all legal documents that accept or convey property rights, or
contractually commit Rock County to accept or deliver goods or services for monetary
consideration must be routed through the contract review process.

The process is in place for good reason. It establishes a record of what contracts have been
authorized in the name of Rock County. The repository of those records is found in the County
Clerk’s Office. It offers legal protection to individuals who enter into the contract by
documenting the fact that they acted in proper authority and oversight. Legal staff examine the
language to make sure it is consistent with the intent of the contract and ensure legal protection
of the County’s interest are in place.

Contract Review Process

1. Department imports the contract into Laserfiche and fills out the review fields. Detailed
instructions can be found on the Intranet.

2. Purchasing reviews and assigns the contract to Corporation Counsel.
3. Corporation Counsel reviews, writes legal notes and assigns to Finance,
4. Finance reviews, writes fiscal note and moves to Signature Pending folder.

5. Administration obtains the signature of the County Board Chair or County Clerk, scans
signed document into Laserfiche and places in the Signature Pending-Vendor folder.

13
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6. Department monitors the Signature Pending folder and obtains the vendor signature, then
imports final contract and assigns to Awaiting Finalization folder.

7. County Clerk finalizes the contract and moves it to the Final folder.
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Office of County Treasurer
51 South Main Strest "
- P.O, Box 1608 < T
Janesville, Wisconsln 53647-1508
Office: 608-767-5670
Fax: 808-767-6577

Vicki L. Brown
County Treasurer

Denise C. Cole
Deputy Treasurer

e RO

ROCK COUNTY, WISCONSIN
PAYCHECK AUTHORIZATION

Payday of

OPFTION # L

R

wish to have my pay check / puy stub mailed to nio the day

13
before puyday to;

NAMI:

ATDDRESS:

CITY, STATE, ZIP:

. Twill be on yacatlon on payday,
Other renson -
(FUNERAL, SENINAR, CLASS, ETC)
OPTION # 2 ) ,

13 wiil be picldng up oiy pay cheelk / pay stub at the Rock County -
Tressuror’s Office, 51 South Main Strect, Janusville, nfter 8:00 AM on Payday.

‘ounty Treasurer hofore 4100 I a_the Wednesda:

ds of the Rock

bis forar MUST-BE In the|

prior to payday .
The Roek County Treusurer’s Office will not be reaponsible for any lost checks mailed from the
Treagurer’s Office, If your ¢heck is loat hy the Post Office you will e aubject to u $10 Stop Payment

fee, Please conglder Dirvect Depuosit for your payroll clicela,

Dopartment

Erployess Signuture

U e -

20
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Background
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wntil-astop-payment orderhas-been-issued-to-the-County’s-workingbank-and-one-subsequent
bank staiement-has been-received and-reconcted-by-the-County Froasurer—This-proced
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Reimbursement-for-all-meal-and-travel-eosts-are-to-be-processed-through-th
systett

Meal-costsshall-not bereimbursed-through-the-petty-cash-system:
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; ( Delétéd: SITTNLY

- { Dele?ed: 6/2009-(4.22)
on-the-Tuesday-following payday—Deadlines-could-be-adjusted-due-to-helidays: -

TFimesheets-and-any-corresponding forms-must-be-signed-by-the-employee-and-the supervisor—Ifa
) s missing, ! the-orisinal-totl | ) ho-failed-to.si
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Policy: Community Agency Initiative Policy ( Formatted: Not Strikethrough }
Policy No: 2.19 . i -

Effective: 8447 1/1/2019 ,;L‘--‘ﬂ't Formatted: Strikethrough ]

Revising: New 8/1/2017 - .. )

-2 { Formatted: Strikethrough

L. Scope:

This policy addresses the County’s allocation of financial resources to programs provided
by outside agencies.

IL Arcas Excluded:
This policy does not address nor affect:

1. The County receiving contributions/donations which is governed by Wis, Stat.Sec. 59.52
(19) DONATIONS, GIFTS AND GRANTS. The board may accept donations, gifts or grants
for any public governmental purpose within the powers of the county.

2. Incidental allocation of, or donation of resources of minimum value and consistent with
the County’s mission/purpose, subject to County Ordinance 2.217 - Disposal of
Unsuitable or Unusable Goods. Example: the Land Conservation Department donates
unsold tree stock to local schools with a value of approximately $400.

3. In-kind services provided by a County staff person to an agency subJect to approval by
department head and may be for a time-limited basis.

4, Rock County contracts for services with the organization.
5. A Rock County department participates in a conference sponsorship as part of a
community collaboration

6. The organization receives county funding as a condition of a grant that requires
community collaboration.

III.  Criteria:

—

The organization making the request is a non-profit.

2. Rock County and the organization serve the same client base, primarily but not
exclusively targeted towards low to moderate income, E . , u
Allocation of resources furthers the County’s Mission, )
4. The allocation would be provided primarily with tax levy funding.

head
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IV, Process for Requesting County Resources:
The County’s budget process would be used for agencies requesting county funding.

Requests will be placed in a separate allocation section of the budget and would not be part
of a particular department or governing committee section.

The agency would submit the following minimum information at the same time

departmental budgets are due to the County Administrator’s Office:

. Amount requested

. Proposed use of county funds

. Number of and type of clients served

. Description of how county funding will improve service to county clients
Description of how county funding will decrease county costs
If the agency received funding in the prior year, the agency would submit a written
report on services provided for the funds allocated.

TmUO®E >

Y. . Process for Determining Resource Allocation:

1. County Administrator reviews all requests and will seek input from department heads
and other county staff as appropriate.

2. County Administrator will advise County Board Staff Committee of tentative funding
recommendations in advance of submission of Recommended Budget.

3. County Administrator will include funding recommendations in Recommended Budget
for consideration by the County Board of Supervisors.

4, Amounts provided in prior years are subject to change and not a guarantee of future
funding. Any funding is contingent on availability of funds and competing priorities,

.38
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. Section: IT Policies
Policy: Social Media

Policy No: 4.06

Policy Statement
POLICY STATEMENT

Social media, defined as various forms of user-created content such as social networks, blogs, video
sharing, pod casts, wikis, message boards, and online forums, is fundamentally changing the way Rock .
County can communicate with residents. Rock County encourages the use of work-related social media =
websites to provide notice of events, announcements, and other public education. This medium provides

a low cost method to increase traffic to the Rock County website, enhance customer service, increase
citizen involvement, and to further the goals of Rock County.

The purpose of this policy is to define the expectations of Rock County to ensure the appropriate use of
social media. This document establishes a social media policy, protocols, and procedures intended to
mitigate risks associated with the work related use of social media.

PROCEDURES AND RESPONSIBILITIES

e All Rock County social media website proposals shall be submitted in writing using the form
provided on Page 4. These proposals will describe the need for the website, goals, any costs or
savings, target audience, and how much time will be associated with maintenance and monitoring.
The proposals will be subject to approval by the Department Head and reviewed by Rock County
Administrator’s Office. Social media websites shall be utilized for business use in accordance ° - -
with Rock County goals and objectives, not for personal use. ‘ S A

¢ County social media websites are an extension of the County’s communication infrastructure.
Rock County’s official website (http://www.co.rock.wi.us) will remain the County's primary and
predominant internet presence. Whenever possible, content posted to Rock County social media
websites should contain links directing users back to the County's official website for in-depth
information, forms, or.documents. v

¢ Rock County social media websites shall be established as a business page identified as a
governmental body and use a County email address; use of personal email for this purpose is not
permitted. Conversely, Rock County email addresses shall not be used to establish personal social
media accounts. Rock County social media websites shall contain the Rock County seal or other
identifiable characteristics marking it as an official County website. Department Heads shall
designate a primary person to maintain the website. This person will regularly post materials and
monitor the website for content. The Department Head or management designee shall have access
to the social media site to review content and act as backup for posting materials.

¢ All Rock County social media websites shall comply with all appropriate Rock County ordinances,
policies and procedures listed in the Personnel Ordinance and the Administrative Policy and
Procedures Manual and appropriate department work rules.
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« Any content maintained in a social media format including a list of subscribers and posted
communication, is a public record and could be subject to a public records request. Content related
to County business shall be maintained in an accessible format that can be produced in a timely
manner. Any private messages sent on behalf of the County or received from a member of the
public via a social media website are considered public records and should be treated as e-mails.

The Countv haa develoned a centralized archival mechanism to ensure appropriate retention and Deleted: It is the County's intention to develop

7

Deleted: Once thi il
about how to properly use it. nce this option is available,

o Wisconsin State law and relevant Rock County records retention schedules apply to social media r Deleted: t

formats and their content. Social media websites shall clearly indicate that any content posted or
submitted for posting are subject to public disclosure. Users and visitors will be notified that publlc
records requests shall be directed to Rock County Corporation Counsel. )

s Each Rock County social media account is the sole property of Rock County, When the person
maintaining the website changes, that individual shall surrender all rights, including administrative
authority and passwords, to these accounts. All social media websites shall clearly indicate that
they are owned and maintained by Rock County and shall have Rock County contact information
prominently displayed. If the person maintaining the website fails to surrender administrative
authority and passwords to the social media accounts, the Department Head shall access the
account and promptly reset the password.

¢ Rock County reserves the right to restrict or remove any content posted by the public and further
reserves the right to suspend or discontinue any social media website when content and/or site
maintenance is deemed in violation of the Terms of Use Agreement, or any applicable law.
Department Heads_or management designee will monitor the social media sites periodically to
ensure policy compliance. The Terms of Use Agreement or a link to the full document shall be
posted on the social media website.

s . Any employee found to have violated this policy may be subject to appropriate disciplinary action,
up to and including termination of employment. A signed acknowledgement form shall be placed
in the personnel file of each Rock County employee who maintains social media websites.
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SOCIAL MEDIA TERMS OF USE AGREEMENT (For the Public)

It shall be the policy of Rock County that the following agreement will be conspicuously posted on each
social media site established and maintained by Rock County. If such a capability does not exist, a link to
the agreement can be found on the Rock County website (hitp://www.co.rock.wi.us).

Please keep your comments clean and appropriate. Inappropriate comments are subject to deletion by the
administrator of this social media webpage. If you do not comply with terms of use outlined below, the
administrator will contact you and your comment will be removed. If you post inappropriate content a
second time, the administrator will contact you and your profile will be blocked from posting any more
information to the website.

This website is not monitored at all times, DO NOT use this site to report emergency situations or time-
sensitive issues.

Please remember the following items when posting:
o All content is subject to the Wisconsin public records law,
s Content should be related to the subject matter of the social media site where it is posted.

o If your post falls into a category listed below, it will be deleted:
o Graphic, obscene, or explicit.

Abusive, threatening, hateful, or intended to defame anyone or any organization.

Clearly off topic

Suggests or encourages illegal activity.

Promotes, fosters, or perpetuates discrimination on the basis of race, creed, color, age,

religion, gender, marital status, status with regard to public assistance, national origin,

physical or mental disability, gender identity or expression, sexual orientation, arrest and

conviction.record, or military service history. .

o Posted by persons whose profile picture or avatar, username or e-mail address contains
any of the aforementioned prohibited content.

o Solicits or advertises (spam), including but not limited to promotion or endorsement of
any financial, commercial, or non-governimental agency.

o Attempts to defame or defraud any person or financial, commercial, or governmental
agency.

o Infringes on copyrights or trademarks.

o Compromises the safety or security of the public or public systems.

0 O 0O

e Website participation is at your own risk and the user must take personal responsibility for his/her
comments, username, and any information provided.

o The appearance of external links on this website does not constitute official endorsement by or on
behalf of Rock County.

o Please note that the views expressed on the social media website may not reflect the views of Rock
Couanty or the County Board of Supervisors.

¢ Any public records request for information found on Rock County social media websites shall be
directed to Rock County Corporation Counsel.
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SOCIAL MEDIA POLICY - DEPT WEBSITE REQUEST FORM

Name: ) - Employee ID:

Position/Title:

Department: Division:

Justification for Request:

Social Media Website (e.g. Facebook, Twitter, etc.):

Estimated Hours per Week for Website Posting/Maintenance:

Estimated Costs or Savings:

I agree to use County-approved social media websites for County business as appropriate and in
compliance with- the Social Media Policy. 1 understand that I must have prior approval from my
Department Head and have this request reviewed by Rock County Administration to create a social media
account on behalf of the County. [ also understand that I am responsible for all postmgs made by me on
County social media sites, including those made in the comments sections,

I acknowledge that all Rock County-approved social media websites are considered to be County property

and any violations of the Social Media Policy may be subject to appropriate disciplinary action, up to and
including termination of employment. | further agree to lmmedlately forward all public records requests
to Corporation Counsel for response.

[ understand that content on County social media websites shali be managed according to the Social Media
Terms of Use Agreement, I agree to immediately remove all content in violation of the Social Media Terms
of Use Agreement and retain the time, date, and identity of the poster.

1 agree to review the County social media websites periodically and update the site whén needed.

Printed Name Employee Signature Date
Printed Name . Department Head Signature Date
Printed Name . Rock County Administration Signature Date

-CC: Human Resources
Department Head
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy: Americans with Disabilities Act
Policy No: 5.01

‘{ D;aléted: 3‘/20‘09

{ Deleted: /1993

Revising: 3/2009
The Americans with Disabilities Act (ADA) and the Americans with Disabilitics Amendment
Act (ADAAA) are federal laws that requirg employers to not discriminate against qualified
individuals with disabilities and when needed, to provide reasonable accommodations to
applicants and employees who are qualified for a job, with or without reasonable

- | )
- '-;;(De.l&ed: s ’ ‘ . 7 " |
)

’T-T(Deleted: reasonably accommodate

accommodations so that they may perform the essential functions of the position. , It is C =1 Deleted: Rock County is committed to providing equa
policy fo comply with all federal and state laws concerning the employment of persons with - -} opportuniies for petsons with disabilities in full compliance
disabilities and to act in accordance with regulations and guidance issued by the Equal T ‘S}f;ﬁﬁff:?fﬁ";fﬂ‘iﬁ A&f."f 197.3'FA3"%”°“;‘5 with A \
Employment Opportunity Commission (EEQC). Furthermore, Rock County will not S b bl o M i
discriminate against qualified individuals with disabilities in regard to application procedures, | Deleted: not )

hiring, advancement, discharge, compensation, training, or other terms, conditions, and
privileges of employment.

DEFINITION OF DISABILITY

Disability is a physical or mental impairment that substantially limits one or more of the major
life activities of such individual, a record of such impairment, or being regarded as having such
impairment.

REASONABLE ACCOMMODATION

When an individual with a disability requests accommodation and can be reasonably
accommodated without creating an undue hardship or causing a direct threat to workplace R o o
safety, he or she will be given the same consideration for employment as any other applicant, ,  ..--~{ peleted: The County will make a reasonable

A reasonable accommodation is any modification or adjustment to a job or the work | accommodation to the physical or mental limitations of an
environment that will enable a qualified applicant or employee with a disability to participate in otherwise qualified disabled applicent o employee:

the application process or to perform the functions of that position without undue hardship to 5 U L

the County.

To determine the appropriate reasonable accommodation, the applicant or employee must make { Deleted: it may be necessary for

{ Deleted: to initiate

” ‘_‘“{ Deleted: Rock County

This process should identity the precise limitations resulting from the disability and potential '"".“7"""(9@'?‘6"? .
reasonable accommodations that could overcome those limitations. The County is required to e
ide such an accommodation unless it creates an undue hardship on the County. er to
ate and better inform the interactive process, the applicant or employ
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provide medical verification with suggested potential accommodations for the disability to
-------------------------------------------------------------------------------------------------------------------- il {Deleted: T
Human Resources. -

. { Deleted: turn in a doctor’s note indicating

P A A \_,\_/\_/\__J

77




All employees are required to comply with safety standards. Applicants who pose a direct
threat to the health or safety of themselves or other individuals in the workplace, which threat
cannot be eliminated by reasonable accommodation, will not be hired. Current employees who
pose a direct threat to the health or safety of themselves or the other individuals in the
workplace will be placed on appropriate leave until an organizational decision has been made in
regard to the employees’ immediate employment situation.
Service Animals
A service animal is any animal individually trained to wotk or perform tasks for the benefit of

- an individual with a disability. Employees requesting an accommodation for a disability that
includes a service animal must submit the request to the Human Resources Department and
include how the animal accommodates for the employee’s disability, Service animals must
meet the following requirements;

e All animals need to be in good health, and immunized against rabies and other diseases
comimon to that type of animal and all vaccinations must be current, and records of such
must be submitted to Human Resources.

e Animals must wear a rabies vaccination tag,

e _All dogs must be licensed,

e Service animals must wear an owner identification tag,

s Animals must be on a [eash, harness, or other type of restraint at all times, unless the
cmployee is unable to retain the animal on a leash due to a disability.

s The owner must be in control of the animal at all time, The care and supervision of the
animal, including toileting and feeding, is solely the responsibility of the employee.

e Responsible behavior is required from service animals.

The Human Resources Department is responsible for implementing this policy, including
resolution of reasonable accommodation, safety, and undue hardship issues.
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Administrative Policy & Procedure Manual
Section: Human Resources
Policy: Automobile — Personal Utilization and Liability Insurance

Policy No: 5.02
- Effective: 1/1/2019

2| Deleted: 1/112016

Revising:

~{ Deleted: 1/12014
Employees may need to use their personal vehicles while performing official County business. o

-Any employee operating a personal vehicle on official County business must have a valid,
driver’s license. Any employee who has been charged with a violation of statutes that affects
his/her driver’s license or who has his/her driving privileges rescinded, suspended, restricted as
the result of an occupational license, or revoked must notify their immediate supervisor within
twenty four (24) hours of the occurrence. The employee’s driving privileges will be suspended
unti] the immediate supervisor, in conjunction with Human Resources, have conducted an
independent review of the circumstances and approves the restoration of the employee’s driving
privileges.

Damage to Personal Vehicle. In the event that an employee is transporting a client in their
personal vehicle and the interior of the vehicle is damaged by the client in the employee’s normal

course of duties, the County will pay a sum to the employee that represents a fair market value
for repair of the damage not covered by the employee’s insurance carrier,

The incident causing such damage, may be subject to verification by the Employer. It will be

the sole judgment of the Employer what market value is attached to the damage, which shall not
be arbitfary, capricious or discriminatory.

This policy only applies to employees who are in job classes that were covered by the

) : . P~ 4 Deleted: (AFSCME 2489
following collective bargaining agreements on December 31, 2011: o ( U
/.| Mileage. Any employee who is required to travel in his/her
Human Services Department o personally owned automobile in the course and discharge of
The Employer will pay to each employ

his/her official duties will be reimbursed at maximum IRS
- rate per mile actually traveled by the most direct route,

\ -} provided that such travel has been authorized by the
appropriate department head or supervisors. If use of an
y employee’s personal automobile in the course of County
'g business, except for commuting to and from the employee's
3 work location and his/her home, requires an increase in
’.; .

4

¢

]

bodily injury and property which increment is incurred by such employee as a result
of his/her personal automobile being classified "for business use" by such employee's
insurance carrier due to the requirement for client transportation.. Such increment payment

automobile insurance for the following job classifications-
DR R T o S " Family Skills Specialists and Social Service Aides II; the
1 )
coverage of $100,000/$300,000. The d‘ollar amount of such premium increment shall be | 4 | Employer will pay to cach such employee any additional
verified to the Employer by an appropriate affidavit from the individual insurance agent of each | {* "} premium increment for bodily injury and property damage
employee claiming benefits pursuant to this Section. § . incurred by the employee as assessed by the employee’s
' | insurance carrier. Such payment shall be limited to the
dollar charge for the difference in said premiums limited to
% 1| the dollar coverage for $100,000/$300,000 when said
insurance is classified “for business use™ the dollar amount
of such premium payment difference shall be verified to the

Employer by an appropriate affidavit from the employee's
insurance agent. ’
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Administrative Policy & Procedure Manual

Section: Human Resources
Policy: Benefit Contribution for Seriously 11l Employees

Policy No: 5.03
Effective: 1/1/2019

Revising: 1/12017, .
It shall be the policy of Rock County to allow a County employee to contribute earned benefit

time, excluding sick time, to another County employee (who has successfully completed their
initial probationary period) under the following terms and conditions:

1

T T L

._This is to be done only in extreme cases involving a seriously ill or injured County

Deleted: 1/1/2017

~| Deleted: 1/1/2012

,.'[ Formatted: Font: 12 pt

LV, S | W

Formatted: List Paragraph, Numbered + Level; 1 +
7 Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:
//" g
employee, parent, spouse or child. T

Ao Left + Aligned at: 0.25" + Indent at. 05"
/{ Formatted: Indent; Left: 0.5", No bullets or numbering }
y ‘[ Formatted: Font: 12 pt
2. The receiving employee will have no m 1an eighty hours of their own co
available benefit time in their time off be

k prior to the request for donations,

7 Formatted: List Paragraph, Numbered + Level: 1 +
1 Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:
Left + Aligned at: 0.25" + Indent at: 0.5"

Formatted: Font: 12 pt

3. Only earned vacation, holiday or compensatory time can be contributed to the RN
recipient’s sick leave bank. Contributions must be not less than four (4) hours, and will i
be credited to the recipient employee on an hour for hour basis.

4. Contribution requests must be app

Formatted: List Paragraph, Numbered + Level: 1 + ‘
Number?ng Style: 1, 2, 3, ... + Startat; 1 + Alignment:
1 Left + Aligned at: 0.25" + Indent at: 0.5"

N'{ Formatted: Indent; Left: 0.08", First line; 0"

‘ﬁormatted: Font: 12 pt . |
W i 4
: \‘ -| Formatted: List Paragraph, Numbered + Level: 1 +
\,‘\\; Numbering Style: 1, 2, 3, ... + Start at; 1 + Alignment:
6. Contributions are irrevocable, and shall remain banked in the recipient’s sick leave = 3, [Left + Allgnedat: 025" + Indentat: 05"
account until used. i ’[ Deleted: 4. . ]
. R ’ . . 1 "\[Formatted: Font: 12 pt ]
Z._Any recipient will be treated as all other employees who are on paid status for the period= % )
of time the recipient has contributed time to cover their absence. 4

y - | Formatted: List Paragraph, Numbered + Level: 1 +
— ‘\‘;\ Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment;
8. Employees who receive donated time may receive no more than 480 hours within g
" rolling 12-month périod.

\ Wi Left + Aligned at: 0.25" + Indentat: 0.5
“':;1\\"‘.‘:\ )\}:‘(Formatted: Font: 12 pt }
.“‘.‘ ‘\“\'\ Formatted: List Paragraph, Numbered + Level: 1 +
Nothing in this policy will be construed to limit or extend maximum allowable absences under \ % | Numbering Style: 1, 2, 3, .. + Start at; 1 + Alignment;
the state or federal Family and Medical Leave Acts. ’ Left + Aligned at: 025" + Indentat: 0.5"

{Formatted: Font: 12 pt

v 43 | Formatted: List Paragraph, Numbered + Level: 1 +
ViUt Numbering Styler 1, 2, 3, .., + Start at; 1 + Alignment:
Left + Aligned at: 0,25" + Indentat: 0.5"

I“. ‘.“(Formatted: Font: 12 pt

y

5
v
r
5
t
)
1
t
1
i

Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:

Left + Aligned at: 0.25" + Indent at: 0.5"
80

Formatted: List Paragraph, Numbered + Level: 1 + ‘

(Formatted: List Paragraph, No bullets or numbering '
|
|
|



Administrative Policy & Procedure Manual

Section: Human Resources-

Policy: Compensatory Time
Policy No: 5.04
Effective: 1/1/2019

Revising: 1/1/2018 .=

Employees who are eligible to earn overtime have the option of taking it in pay or in
compensatory time. All comp time earned and used must be reported on the employee’s
timesheet. Employees are to accurately report the hours worked on their time sheet and to note
whether they wish to receive pay for the time worked or to “bank” it. If nothing is marked,
payroll will automatically pay it out. In addition, a properly completed overtime work permit is
to be attached. No overtime will be paid or *banked™ if this form is not attached.

All Employees are required to record the actual hours worked. For purposes of calculating
overtime, the County uses the seven (7) minute rule. This means if an employee starts or ends
their work day less than seven minutes before or after their normal work schedule start or end
time — no overtime is earned. Anything beyond the seven minutes is to be rounded to the
nearest quarter hour. '

NOTE: An employee reporting late for work, or leaving work early, are
subject to discipline for tardiness or leaving early, however no reduction
in pay will be made if such is less than seven minutes.

The County considers vacation, holiday and sick time as time worked for purposes of
computing overtime, Compensatory time is not counted as time worked.

It is the responsibility of the supervisor/department head to review and sign off on the overtime
work permit and the timesheet. If you are not sure if something is overtime, please contact the
Human Resources Department.

Compensatory time must be taken in the calendar year in which 1t is generated or it will be paid
out on the last paycheck of the calendar year,

The following language only applies to employees who are in job classes that were covered by
the following collective bargaining agreements on December 31, 201 1:

COMP TIME BANK ACCUMULATION:

Employees working FLSA overtime shall be compensated at a rate of time and one-half the
regular rate of pay, or time and one-half in compensatory time, at the option of the
employee, not to exceed a total of sixty (60) hours in a calendar year. Once an employee
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banks sixty (60) hours of Compensatory Time, no additional overtime shall be permitted to be
banked as Compensatory Time in the same calendar year, regardless of usage.

Utilization of Compensatory Time shall be subject to staffing requirements and approved

by the Superintendent or his/her designee. Requests for use of Compensatory Time shall

- be submitted at least ten (10) days in advance of the date requested.

(SEIU)

The Employer shall have the right to require reasonable overtime work in the Rock County Health
Department-from all employees if the Employer is unable to find volunteers to work overtime.
Each employee shall have the right of refusal on three occasions where a request for overtime
work has been made by the Health Officer. Occasions where the most senior employees refuse
such overtime work consistent with this provision, the least senior employee of the unit shalf be -
required to perform the overtime work. Refusals shall not apply to required evening and weekend
meetings.

Alt time worked in excess of eight (8) hiours per day or forty (40) hours per week shall be paid at
the rate of one and one-half times the employee's regular salary. When the employee is required
to attend an evening or weekend meeting, this shall ‘be considered overtime. Overtime
compensation shall be paid.in cash or compensatory time off at the rate of time and one-half as
the employee may elect, with the approval of the Nursing Director., Compensatory time may
accumulate to a maximum of forty (40) hours each calendar year.

(AFSCME 1258) { Deleted:

per week, The only exceptlon would be those employees assigned to the night shift who will | 067"+ 1 133"+ 158" + 217" + 292" + 367" +
receive overtime after 8 hours in a day and 80 hours in a pay period. Employees will be ’ "N, 442"+ 517" + 5.83"

permitted to accumulate up to eighty hours of compensatory time. Employees may, with the © | Deleted: |

Department Head’s approval, elect to take compensatory time off. An employee may use
compensatory time on weekend shifts, but only when they arrange for their own replacement to
cover their shift at straight-time wages (except for the four hours of overtime that naturally
occur in a regular twelve-hour shift). Compensatory time may accumulate to a maximum of
eighty (80) hours each calendar year.

»

(AMHS-RH) »

Compensatory time may accumulate to a maximum of eighty (80) hours each calendar year
(AFSCME 1077)

Compensatory time may accumulate to a maximum of one hundred (100) hours each calendar
year,

Use of compensatory time shall be subject to a request by the Employee five workdays in
82




advance and the authorization of the Department Head or his/her designee. Authorization
shall be subject to the staffing needs of the Employer.

(AFSCME 2489)

Each regular full-time-employee shall receive time and one-half his/her hourly wage or

time and one-half compensatory time off for all hours worked in excess of eight hours per

day or forty hours per week; time and one-half compensatory time off shall be taken within the
calendar year in which it was earned.

Effective 1/1/2012 employees at the 911 Center may bank a maximum of eighty-five (85) hours

of compensatory time per calendar year, This bank is non-refillable, therefore once the eighty-
five (85) hour limit has been reached; all subsequent overtime earned must be taken in pay.

(AMHS-HSD)

Compensatory time may accumulate to a maximum of eighty (80) hours each calendar year.
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Administrative Policy & Procedure Manual

Section: Human Resources

Policy: Drug -Free Workplace and Substance Abuse Policy
Policy No; 5.05

Effective: 1/1/2019

Revising;

DRUG-FREE WORKPLACE AND SUBSTANCE ABUSE

It is Rock County’s desire to provide a drug-free, healthful, and safe workplace. To promote
this goal, employees are required to report to work in appropriate mental and physical condition
- to perform their jobs in a satisfactory manner.

employee s ability to.perform the essential functions of the job effectively and in a safe manner
that does not endanger other individuals in the workplace. Prescription and over the counter
drug use are not prohibited when taken in standard dosage and/or according to a physician’s
prescription. Any emplovee taking prescribed or over the counter medication will be
responsible for consulting the prescribing physician and/or pharmacist to ascertain whether the
medication may interfere with safe performance of his/her job. If the use of medication could
compromise the safety of the employee, fellow employees or the public, it is the employee’s
responsibility to use appropriate personnel procedures (e.g., call in sick, use leave, request
change of duty, notify supervisor, notify company dogtor) to avoid unsafe workplace practices.

The illegal or unauthorized use of prescription drugs is prohibited, It is a violation of our drug-
firee workplace policy to intentionally misuse and/or abuse prescription medications.
Appropriate disciplinary action will be taken if job performance deterioration and/or other
accidents occur,

Violations of this policy may lead to disciplinary action, up to and including, termination of
employment, and/or required patticipation in a substance abuse rehabilitation or treatment
programm. Such violations may also have legal consequences. Use of some drugs is detectable
for several days. Detection of such drugs or the presence of alcohol will be considered being
"under the influence." Refusal to submit to a drug and/or alcohol screen shall be deemed a
positive result and shall be grounds for immediate termination.

Employees using prescription medications according to a physician's instructions or using over-

the-counter drugs for medicinal purposes should, in the event such drugs would impair their
physical, mental, emotional, or other faculties, notify their department supervisor, who is
responsible to notify Human Resources. -

The organization's substance abuse program includes several components to support its efforts
to remain drug/alcohol-free, including:

e supervisory training;

employee awareness program;
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o drug/alcohol testing for accidents involving injuty and/or property damage;
.o drug/alcohol testing when a supervisor suspects that an employee is "under the
influence" during working hours;
» an Employee Assistance Program (EAP).

All information relating to drug and/or alcohol screens is to be kept strictly confidential. The
information will be kept in each employee's medical file, which will be maintained separately
from the employee's personnel file. These medical files will be kept locked and secured, and
access will be limited. Under no circumstances should the results of a drug and/or alcohol
screen be discussed with individuals that do not have a work-related need to know.

Post-Accident

If employees cause or contribute to accidents that seriously damage (defined as over $3,000)
any vehicles, machinery, equipment or property, or result in an injury to themselves or others
requiring oftsite medical attention, they will be screened to determine whether they test positive
for drugs and/or alcohol. This provision is limited to any instance involving a work-related
accident or injury in which an employee who is operating a motorized equipment/vehicle is
presumed to have caused or contributed to the accident. In any of these instances, the
investigation and subsequent testing must take place within two (2) hours following the
accident, if not sooner. Under no circumstances will the employee be allowed to drive himself
or herself to the testing facility.

Reasonable Suspicion

If a supervisor suspects that an individual is at work and under the influence of alcohol and/or
drugs, the supervisor should notify the Human Resources Director to seek authorization to test
the employee. The supervisor will be granted permission to test the employee if sufficient
objective symptoms exist to indicate the employee may be under the influence of drugs and/or '
alcohol. If the situation occurs outside of regular business hours the authorization can be
provided by the Departmental on-call supervisor, The supervisor should make a written record
of the employee's name, the date, time and symptoms present. This documentation should be
attached to the test results and kept in the confidential medical file as justification for why the
tests were performed. If a supervisor believes an employee. is impaired, the employee should not
be allowed to drive himself/herself to the testing facility. i

Enmiployees will be paid up to two (2) hours to complete any required testing.

‘While the County does not condone the abuse of alcohol, prescription drugs, and/or use of
illegal drugs, Rock County does recognize that addiction to drugs and/or alcohol can be treated.
If an employee recognizes a personal addiction or abuse problem and seeks assistance from
management in advance of detection, the organization will assist the employee in seeking
treatment. The confidential nature of the employee's counseling and rehabilitation for drug
and/or alcohol abuse will be preserved.

The Employee Assistance Program (EAP) is a confidential resource designed to assist
employees and their eligible dependents in dealing with challenges and problems, such as
substance abuse. Participation in the EAP by employees shall not protect them from disciplinary
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actions due to continued substandard job performance or rule infractions nor will it jeopardize
future employment or advancement opportunities,
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy: Employee Identification Badge Policy
Policy No: 5.08

Effective: 1/1/2019 { Deleted: 512212018

Revising: | Deleted: 1/1/2016

Rock County is committed to providing a safe and secure environment for the employees of
Rock County and for the security of the public utilizing Rock County services. All Rock
County employees shall have and display, an identification badge while conducting official
County business. Minimal exceptions, for safety reasons, may be approved by Department
Heads. '

This policy will outline the responsibility, identification badge information, requirements for
wear, replacement of badges, upon leaving County employment and enforcement and
monitoring; i :

Responsibility To [ssue Cards
Human Resources Department will issue the first identification badge to Rock County
employees and temps en the first day of work at no cost.

Requirements For Wear :

All Rock County employees (temp, full-time, part-time) shall be issued an Identification Badge.
[dentification Badges are to be displayed or carried on the person while at work in County
facilities or on County business.

The Badge shall be worn attached to a clip or lanyard in plain view at or above the waist.
Employees that are required to carry the badge with them must be able to produce the badge
immediately for identity verification upon request. Stickers, decals, pins, etc shall not be used to
deface or alter the Identification Badge.

An employee encountering an unknown person without proper identification in a nonpublic area
should offer assistance. If the employee has any doubt as.to the person’s response or demeanor,
security or 911 should be notified.

Badge Replacement

Rock County will provide the first badge and badge holder at no cost to the employee.
Replacement of lost cards and cardholders will be the employee’s responsibility. The cost for a
replacement card is $5.00. Employees should notify their supervisor immediately if their
identification badge is lost or stolen. If an employee has a name change, change in department
or job title, the employee must contact the Human Resources Department for a new
identification badge at no cost to the employee. Broken or worn identification badges will be
replaced at no cost to the employee provided the damage was not a result of the employee’s
negligence. Replacement badges must be picked up in the Human Resources office in person by
the employee. :
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Leaving County Employment

The Badges are the property of the County and are to be returned upon separahon or retirement
from the County. On a terminating or retiring employee’s last wotkday, the employee’s
supervisor is responsible for collecting the identification badge from the employee, and shall
return the badge to the Human Resources Department. The card will be destroyed.

Enforcement and Monitoring

[dentification Badges are to be worn at all times unless otherwise determined by the Department
Head. If an employee repotts to work without his or her Identification Badge, the employee
will need to purchase a new ID badge at the Human Resources Department. Continued failure
by the employee to wear their ID badge_will be subject to the disciplinary process.

Tailgating
[. -Tailgating definition- Allowing others to follow you through a door after you have
activated the card reader with your badge.

Visitor access tailgating- Exterior and interior doors that are equipped with card readers
are not to be held for visitors, and visitors are not to be allowed to follow another
employee who has badge-activated the door to enter the building or department. It is the
responsibility of the employee who has badge-activated a door for not letting a visitor
tailgate. (This is for protecting staff and visitors from disgruntled person).

> Employees violating this policy puts themselves and others at risk and w1ll be
subject to discipline up to and including termination.

Employee access tailgating
Exterior and interior doors that are equipped with card readers should be swiped each

time an employse passes through. Each employee will be required to badge the reader to

enter the building or department. Holding the door for another employee does put the
County at risk, If you are unsure about an employee you held the door for please notity
HR of this concern.,

Expiration Date

The Identification Badge will expire four (4) years from the employee’s date of hire and each
four (4) years thereafter. The employee will need to contact the Fluman Resources Department
to make an appointment to have a new Identification Badge made. It is also the supervisor’s
responsibility to ensure that all of their employees have Identification Badges that are not
expired.
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Administrative Policy & Procedure Manual

‘ Section: Human Resources

Policy: Equal Employment Opportunity/Affirmative Action
Policy No: 5.10

Effective: 1/1/2019 .
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Revising:

1/1/2016

| Deleted: 1/1/2012
EQUAL EMPLOYMENT OPPORTUNITY & AFFIRMATIVE ACTION IR :

It is the policy of Rock County to promote equal opportunity and non-discrimination in
employment practices, and to actively implement all Federal, State, and County Equal
Employment Opportunity/Affirmative Action laws, p011c1es plans, rules, regulations and
ordinances.

Rock County does not and will not discriminate on the basis of protected status as def'med by
State or federal law, and Rock County Personnel Ordinance 18.102(B4).

The County ensures equal opportunity in all of its employment practices including, but not
limited to: recruitment, selection, transfer, promotion, testing, placement, layoffs or termination,
so that discrimination practices against persons of protected status, or any other cause for
discrimination as defined by law, will not hinder access to employment.

Any person may file a complaint if they feel he/she was discriminated against on the basis of
his/her protected status.

A complaint relating to employment may be filed by contacting the Human Resources
Department (608) 757-5520. A “Rock County Applicant Grievance Form™ is available upon
request from the Human Resource Department. If you need assistance in completing the form,
you may arrange for it through Human Resources. You are encouraged to utilize Rock County’s
Internal Complaint Procedure to resolve your concerns most quickly. It is preferable that a
complaint be filed for investigation within 30-days after the incident. Complaints may be left
with the Human Resources Department, or be mailed to:

Rock County Human Resources Department
51 South Main Street
Janesville, WI 53545

The Human Resource Director or his/her designee will make an investigation.and full report
regarding the basis of the complaint. The resolution of the complaint will be sent to the
complainant in writing in a language understandable to the complainant. For visually impaired
persons, the resolution of the complaint will be transmitted by a method, which will be
understood by the complainant. The report will include a summary of the complaint, the scope
of the investigation, facts which support or refute the complaint, the decision and the reasons for
‘the decision, The report will be rendered within thirty (30) days of the date of receipt of the
complaint. The records and reports relating to the complaint will be retained for two years from
the date of final disposition of the complaint by the department.
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If the complainant is not satisfied with the resolution of the complaint, there is a formal right of
appeal to any of the agencies listed below. Appeal can also be made to the County
Administrator or his/her designee.

This complaint procedure is provided to all employees. The complaint procedure is posted in
the general reception areas for applicant review.

No complainant will be intimidated, harassed, or subjected to any other form or adverse action
because of the filing of a complaint of discrimination. Staff members who are witnesses or
knowledgeable parties are urged to cooperate fully in the complaint investigation process
without fear of adverse action or retaliation.

Rock County has adopted a written Affirmative Action Plan to ensure utilization of minorities,
the disabled, veterans, and women at all levels and divisions of the organization. Rock County
is committed to making a good-faith effort toward achieving the objectives of the Plan. Any
employee who would like to feview the Plan may do so by scheduling an appointment with the
Human Resources Department during normal business hours,

If you do not wish to utilize the internal complaint process you may submit your complaint to
the following:

A. COMPLAINTS RELATED TO EMPLOYMENT (AA)

1. A complaint may be filed directly with any of the following agencies:

a. Equal Rights Division, Department of Workforce Development, P.O. Box
8928, Madison, Wisconsin, 53708. (608) 266-6860
Note: Must be filed within 3

b. Equal Employment Opportunities Commission, 310 W, Wisconsin Avenue,
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. ROCK COUNTY
EMPLOYMENT DISCRIMINATION COMPLAINT FORM

Name of Complainant:

Address:

City, State, Zip:

Name of Agency:
Are you an employee of this agency: Yes No
Are you applying or did you apply for a job with this agency: Yes No

What was the Position you applied for:

Basis for employment discrimination complamt
(Include the protected status category(s) defined in Rock County Personnel Ordinance 18.102(B4)).
Description of the action or treatment which you think was discriminatory. (Include information
about who, what, when, where, how, why, and the names, addresses and phone numbers of any witnesses, if you
know them. Please be specific about the date of the last incident. You may write this on another sheet of paper if
you need more room. [n the space below, please say how many pages are attached if you need to add pages.)
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Describe the relief or satisfaction you want:

Complainant’s Signature:
Date:

Note: You may call our Equal Opportunity Coordinator, Human Resources Director, at 608~
757-5520.

BRREH KRR R Rk R0 R *Por Office Use Qnly* #HHHkkksokk o kadook ok ko ok koo ook

Date Received: Action Taken:

Name:

Title:

Agency:

Actions and Individual(s) to be
investigated:

Further action required: Yes No
If yes, what action is recommended:

Findings:

Written Response sent to Complaint on:
(Must be completed within 30 days)

Signature:
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy: Exit Interview
Policy No: 5.11
Effective: 1/1/2019

Revising: 1/[/”016

It is the policy of Rock County to capture information about possible improvement
opportunities by conducting exit interviews when employees separate from County employment
regardless of the employee’s length of service, position, or circumstances of separation.

Exit interviews are conducted to gather information that can provide insight on such things as
management that may not always be gathered during employment tenure,

Separating Rock County employees, have the option to complete the exit interview
questionnaire alone, with a supervisor, or with a Human Resource staff member, The
questionnaire is confidential and will not be placed in the employee’s personnel file.

Should the employee elect an in-person exit interview, it will be conducted either before the
employee finally leaves, or, if not possible or desirable, it will be conducted soon after the
employee has left.

The information provided will be used to determine areas of need for training and/or changes in
personnel policies and procedures.

Exit interview questionnaires may be accessed on line or in paper format.
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy: Health Insurance
Policy No: 5.17
Effective;44/2048-1/1/2019

_____________ T

Medical Insurance. A group comprehensive and major medical insurance plan shall be
in force for all employees that enroll for such coverage. Regularly scheduled part-time
employees shall be covered by said medical insurance, provided the employee is
normally scheduled to work eighty-five hours or more per month.

The County will pay 90% of the premium for health insurance and the Employee will
pay 10% of the premium, based on the terms of participation of the Healthy Employee
Incentive Program.

The premium shall be established annually by the County. Premiums shall be
determined for the following four categories:

Employee

Employee Plus Spouse
Employee Plus Child(ren)
Family

Premium while on approved leave of absence. Any employee on a leave of absenceé for

Non FMLA, the County will continue to pay health, dental, and life insurance premiums
for no more than three months.

Effective Date. Health and dental insurance for new hires will become effective on the

first of the month following the employee’s hire date. To enroll eligible dependents on
the health, dental, or vision insurance, new hires will be required to provide proper
documentation,

End Date. Health insurance for will end at Midnight of the employees last paid day for
resigning/terminated employees. Dental and Vision Insurance will end on the last day of
the month for resigning/terminated employees. Health, Vision and dental insurance will
end on the last day of the nonth for employees who qualify for the County’s retirement
benefit. ’

Retirement. An employee who retires from County employment (immediately draws an
annuity from the Wisconsin retirement system), or spouse thereof, shall be allowed to
remain in the County’s Group Insurance Plan, provided they submit the required
monthly premium to the County Financial Accounting Office, made payable to the
County Treasurer.,
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For part-time employees with hire dates after May 1, 2002 for employees previously
covered by AFSCME 1258 and for all other part time employees within other employee
groups hired after January 1, 2018, the County shall pay a pro-rated share of the
premium as follows:

Rock County will provide single coverage health insurance to all employee that are
scheduled for at least 0.5 FTE. If the employee chooses to select employee and spouse,
employee and child, or family coverage, the employee will pay a pro-rated share of the
premium difference between single coverage and the coverage of their choice. During
the initial period of employment, the employee must be scheduled for at least 0.5 FTE
and the employee’s premium share will be based upon the employee’s scheduled FTE
rounded to the nearest 10%. For example, if the einployee is scheduled for a 0.7
position, the employee’s premium share will be 30% of the cost difference between
single coverage and the coverage of their choice. The employee will pay the 30% until
the first day of the quarter following one full calendar quarter of employment. At that
point, the employee’s premium share will be based upon the employee’s total paid hours
during the previous calendar quarter as a percent of full-time and rounded to the nearest
10%. For example, if the employee is paid for 416 hours during the calendar quarter,
the employee will pay 20% of the premium during the following calendar quarter, For
the purposes of this section, paid hours will include workers compensation time, State
and Federal FMLA and all overtime. An employee whose scheduled FTE is below 0.5
will be eligible for insurance by accumulating paid hours above 0.5 during a calendar
quarter.
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Administrative Policy & Procedure Manual
Section: Human Resources .7 -

Policy: Holiday Pay ~ : "

Policy No: 5.18 =

Effective: 1/1/20181/1/2019

Revising: 1/1/20171/1/2018

Holiday Bank:

U:ormaued: Font: Bold

Effective January 1, 2014, all Unilateral and Non Law Enforcement Employees shall have their
holiday time capped at 72 hours per calendar year (See “Holiday Bank” under leave bank on.
check stub). Any hours earned over 72 hours in a calendar year will be paid out. Employees
who currently have holiday hours in their bank prior to January 1, 2014 will not lose those hours -
from their bank( See “Holiday Old” under leave bank on check stub). Employees wishing to use
banked holiday time will use hours from the “Holiday Old” bank before the “Holiday Bank.” A
sample check stub is attached at the end of this policy.

The Department Head shall atiempt to rotate employees called to work on holidays insofaras _.-{ Formatted: Font color: Dark Red
such rotation is not inconsistent with efficient operation of the department. I L

ﬁormaued: Font: 12 pt
thereof. in o

For purposes of computing overtime, a holiday shall be counted as eight hours worked in
computing the 40 hours workweek.

{ Formatted: Forit: 12 pt
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Non-Exempt Employees in non 24/7 Positions -~ _,( Formatted: Font: Bold

Emplovees (.4 FTE or more), shall receive holiday bay according to the number of hours for
which they would be scheduled to work on that day. If a holiday falls on an employee’s
scheduled day off, the employee shall be entitled to a compensatory day off with pay pro-rated

based on their FTE,

‘| Formatted: No underline

Employees who work on a holiday shall be compensated at the rate of time and one-half their
hourly rate of pay for hours worked and will bank holiday hours equal to all hours worked up to

eight (8) hours,

Employees shall be paid at the rate of two and one-half (2 '4) times their regular rate of pay for
all hours worked on a holiday in excess of their normally scheduled shift. No additional
holiday time will be banked.

Employees not scheduled to work, but required to work on holiday, shall be compensated at the
rate of time and one-half their hourly rate of pay for bours worked in addition to the holiday

pay.
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on-Exempt Employees in 24/7 Positions . _{Formatted: Font Bold, Underiine

Non-exempt employees in 24/7 positions working on any holiday shall receive compensation at
the rate of time and one-half their regular rate of pay for all hours worked. In addition, they
shall be eligible to take another day off with pay in lieu of the holiday worked, which is to be

scheduled ata t1me thqt is mutually convenient to the Employer and employee

{ Formatted: Strikethrough

Part time employees who work on a holiday shall be compensated at the rate of time and one-

half their hourly rate of pay for hours worked and will bank holiday hours equal to all hours
worked up to eight (8) hours.

If a holiday falls on an employee’s scheduled day off, the employee shall be entitled to a
compensatory day off with pay pro-rated based on their FTE,

For the purpose of computing holiday pay, the following guidelines shall be applied:

1.._For each holiday enumer, ated a full twenty-four hour period shall be subject to premium <. .-{ Formatted: Font: 12 pt

" Formatted: List Paragraph, Numbered + Level: 1 +

2. Where an employee's shift falls completely within the holiday, the employee should be

Left + Aligned at: 0.25" + Indent at: 0.5"

Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:

paid at the premium rate for the entire shift,
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3. Where a regular shift falls on two calendar days, the Employer shall pay premium pay «.- | Formatted: List Paragraph, Numbered + Level 1 +
for the full shift of which the majority of hours fall on the holiday. This shall relicve the N

Numbering Style: 1, 2, 3, ... + Startat: 1 + Alignment:

v, -| Left + Aligned at: 0.25” + Indent at: 0.5"
Employer from paying any premium pay for the shift for which the minority of hours \\‘\L 2
; % "[ Formatted: Font: 12 pt
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holew, they will be pa]d or granted compensatory time off at a rate of time and one lnlf forall -5 Left + Aligned at: 025" + Indent at: 0.5"
hours worked between 7:00 a.n1. the day of the holiday through 6:59 a.m. the day after the .| Formatted: Font: 12 pt

holiday, and earn 8 hours of holiday time in lieu of 1 Formatted: Indent: Left; 0.5", No bullets or

numbering, Hyphenate, Tab stops: Notat 0.56" +
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For putposes of computing overtime, a holiday shall be counted as eight hours worked in

computing the 40 hours workweek.,
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Pool/Relief positions who are required to work a holiday will be paid at a rate of time and one “,,A.w-'{VFormatted: Font: 12 pt, Not Strikethrough
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Holiday Pay whileonaleave - {Formatted: Font Bold

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

When a holiday falls within a period of leave with pay, the employee shall receive pay for the
holiday. )

When a holiday falls within a period of leave without pay, the employee shall receive no pay for
the holiday. - N

The following language only applies to the employees who are in job classes that were covered
by the following collective bargaining agreement(s) on December 31, 2011:
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Holidays when working 4 10 hour days: If there are any weeks in which a paid holiday falls
while employees are working a four ten hour day schedule the employees will follow the
regular hours schedule, working an eight (8) hour daily schedule for the week. The holiday
workweek will be four (4), eight (8) hour workdays, plus the eight (8) hour paid holiday off.

EorMNurses-at-Roek-Havenifa-helidayfals-on-an-employee's-scheduled-day-of work-they
shatl-receive-a-compensatory-day-off-with-pay-which-they-can-take-within-the next-365-days:
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Employees who work four ten-hour days or four nine-hour days and one four-hour day, will have
a total of eighty (80) hours of paid holiday time per calendar year. The current, established
holidays: 1) New Year's Day, 2) the Spring Holiday directly preceding Easter, 3) Memorial Day,
4) July 4th, 5) Labor Day, 6) Thanksgiving Day, 7) Friday following Thanksgiving, 8) one full
day before Christmas, 9) Christmas Day will be taken as the employee’s holiday if it falls within

the four ten-hour day, or the four nine-hour and one four-hour day work week. The rémaining -
holiday hours to the total 80 hours, may be used as floating holidays, upon the employee’s request

and approval of their supervisor.
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Administrative Policy & Procedure Manual

Section: Human Resources

Pollcy Insurance Coverage — Conditions After Initial Refusal
Policy No: 5.21

Effective: 1/1/2019

Revising:

HEALTH INSURANCE COVERAGE, - %

Health Insurance coverage begins the first day of the month following employment for all
permanent employees working in a 0.5 FTE position or greater (regardless of probationary
period). Employees who do not enroll in the first 30-days of hire (or transfer into a position
with benefitsy are NOT permitted to enroll as late applicants UNLESS they can document
health coverage through another source, which has lapsed no more than thirty days prior to
enrolling in the Health Insurance. Failure to meet this 30-day deadline will result in being
ineligible for health coverage until the following open enrollment period. Health coverage ends
on the last day in which the employee terminates employment unless continuation coverage is
chosen under COBRA.,

DENTAL INSURANCE COVERAGE

Dental Insurance coverage begins the first day of the month following employment for all
permanent employees working in a 0.5 FTE position or greater (regardless of probationary
period). Employees who do not enroll in the first 30-days of hire (or transfer into a position
with benefits) are NOT permitted to enroll as late applicants UNLESS they can document
dental coverage through another source, which has lapsed no more than thirty days prior to
enrolling in the Dental Insurance. Failure to meet this 30-day deadline will result in being
inetigible for dental coverage until the following open enrollment period. Dental coverage ends
on the last day of the month in which the employee terminates employment, unless continuation
coverage is chosen under COBRA.

VISION INSURANCE COVERAGL

Vision Insurance coverage begins the first day of the month following employment for all
permanent employees working in a 0.5 FTE position or greater (regardless of probationary
period). Employees who do not enrol! in the first 30-days of hire (or transfer into a position
with benefits) are NOT permitted to enroll as late applicants UNLESS they can document vision
coverage through another source, which has lapsed no more than thirty days prior to enrolling in
the Vision Insurance. Failure to meet this 30-day deadline will result in being ineligible for
vision coverage until the following open enrollment period. Vision coverage ends on the last
day of the month.

LIFE INSURANCE COVERAGE

Eligibility for this benefit is tied to whether or not the employee is ehglble for retlrement
beneﬁts Llfe lnsurdnce coverage becomes effective ]
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who are coming to the County from other Wisconsin municipalities will have met the six month
waiting period with their former employer and as such will become effective with life insurance

on their date of hire. The initial enrollment period is the first 3Q1-days of employment Ifan { Formatted: Strikethrough

employee initially declines or misses the 30}-day enrollment period : and estoapply for

& -1 Formatted: Strikethrough
coverage at a later date, the employee must ﬁll out an Evidence of lnsurab111ty Form and be : { - - T 9 -

under the age of 70. The insurance carrier is entitled to accept or refuse coverage based on the
Evidence of Insurability.

VOLUNTARY BENEFITS

Voluntary benefit (i.e Accident, Critical [llness, Short or Long Term Disability) coverage
begins the first day of the month following employment for all permanent employees working
ina 0.5 FTE position or greater (regardless of probationary period), Eligible employees have
thirty (30) days from date of hire to enroll in Voluntary benefits. Failure to meet this 30-day
deadline will result in being ineligible for Voluntary benefits until the following open

enrollment period. EDFQJY.IP_I?U.t_,d.L,lFiU_H.thi?ﬁﬂ??.i?.1.19??,1&!@!?{'??9?Qf.QQ.YF?I’,@E?.,Qf.l.d..i.sz,S.l}bi@_c..t_tq,_, ------- ﬁormatted Font: 12 pt, Not talic
review by the carrier, .

CHANGES IN COYERAGE

Employees shall inform Human Resources of any “life changes™ such as birth, adoption,
marriage, divorce, leave of absence, or change of address, which may aftect insurance coverage
within 30-days of the change,
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy: Job Posting

Policy No: 5.22

Effective: H20471/1/2019 ...-{ Formatted: Strikethrough

Revising: 1H20441/1/2017

—[ Formatted: Strikethrough

A vacancy or new positions will be posted on the counties electronic application system
(Neo-Gov). Internal vacancies or new positions will be posted on bulletin boards
throughout the county.

{ Formatted: Strikethrough

Such postings will be uniform and will remain posted for five days, excluding

Saturdays, Sundays and holidays from the date received, and will identify the bargaining-uni

; ,_'[ Formatted: Strikethrough
position, including the job location, job shift, and the rate of pay. i

Employees who are interested in applying for the vacancies or new positions shall submit
an Internal Posting Application form to HR by 5:00 p.m. on the deadline date of the posting.

Employees who miss the internal posting deadline must complete an application on the Neo-
Gov system by 5:00pm on the deadline date of the job announcement.
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All postings will be sent to the designated management person on Tuesday afternoon to be put up on
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy: Layoff Procedure

Policy No: 5.24
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Prior to any bumping, the Employer will attempt to find an equivalent vacant position for which "~
the individual may be qualified.

A) Bumping. This procedure will not apply to Unilateral employees or Youth Services
Center (YSC.)

Regular full time and part time employees whose positions have been eliminated or I R R :
permanently reduced by more than 8 hours in his’her work week in a calendar year, or s T
an employee who has been bumped, will have the right to bump the least senior AT EERR
employee in their classification or the least senior employee in any equal or lower
classifications within the bargaining unit their position is assigned to (subject to the
conditions listed below), provided: ' ‘

1) they are qualified to do the work of that position,
2) -they can work the FTE of that position, and
3) they have more bargaining unit seniority than the person they are bumping.

Qualified for purposes of this section means that they can demonstrate their ability to do
the work of the position to the satisfaction of the Department Head and they have all the
necessary licenses and certifications necessary to meet the requirements of the position.

Conditions:

These conditions only apply to employees who are in job classes that were covered by
the following collective bargaining agreements on December 31, 2011.

(AMHS HSD)

An employee must bump the least senior person in their classification or lower
classification within their division first. Divisions are defined as: Long Term Support
and Adult and Disability Resource Center (ADRC), Mental Health/AODA, Children,
Youth, and Families.

If the above option is exhausted, an employee may bump the least senior person in their
classification or lower classification within the Human Services Department.

Should there be a substantial layoff of a specific unit within the AMHS HSD
bargaining unit, those employees who are laid off will only be able to bump a
maximum of twenty-five percent (25%) of the least senior employees in any one unit
within a division.
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(AFSCME 2489)

Should there be a substantial layoff of a specific class within a department which was

covered by the AFSCME 2489 employee group, those employees who are laid off will __...-{ Deleted: bargaining unit
only be able to bump a maximum of thirty-three percent (33%) of the least senior » : :
employees in another department,

(AFSCME 1258, 2489 or AMHS RH)

Should there be a layoff of employees 'ILOI‘ AFSCME 1258, 2489 OI'AMHSRH lI'l e _,,.M; "‘{ Deleted: covered by the labor agreements
addition to items 1 — 3 above, if the least senior position is on a different shift, the e o . T B
bumping employee will not be required to bump into that position but will be required to
bump into the least senior position on the same shift should they wish to exercise this
option. .

(AFSCME 1077)

AFSCME 1077 employees that recently held a position in a higher job title (less than 3 years from
layotf date) will be eligible to bump the least senior employee in the same title that was previously

held providing they are still qualified and have more seniority than the person currently in that _{ Deleted: bargaining unit
position. i - T

B) Options. Once the employer becomes aware that there will be a lay-off and is ready to
present the options to the affected employees, the employer will run a seniority roster to
determine the available bump options. This roster will be used throughout the entire
bump process and will not be updated for this set of lay-offs,

The employee shall be given a list of bumping options and shall have not more than
forty-eight (48) hours from the time of receiving those options, excluding weekends or
holidays, to notify the Human Resources Department of the employee’s election to
bump or accept the layoff.

Employees who are without jobs as a result of the bumping process or reduction in the
number of positions shall be notified in writing four weeks prior to the date of their lay-
off and shall be placed on a re-employment list.

Employees who do not choose to exercise their bumping rights may be placed on the re-
employment list.

For the purpose of an enlployee exercising bumping rights, a lower classification will be

defined as a classification with a lower maximum wage than the maximum wage of the
employee’s current classitication,
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For the purpose of an employee exercising bumping rights, an equal classification will
be defined as a classification with the same maximum wage as the employee’s current
classification.

. Ré-Employment List. The Employer will maintain a re employment list of such laid off

employees. Such list will be in the order of the employee's seniority at the time of the
lay-off with the most senior being number one on the list. Such list will also show the
classification(s) for which employees arc qualified. Employees on the re-employment
lists maintain seniority and recall rights for a time equal to the length of service, not to
exceed two yéars

Recall from Lay-Off. Employees will be recalled from layoff in accordance
with their seniority to jobs for which they are qualified regardiess of their FTE.
The Employer will not employ any new temporary employees, limited term
employees or part-time employees in positions for which there exists a
qualified employee on the re-employment list.

Volunteers. Another employee may voluntarily request to replace an employee
designated for lay off. If the Department Head agrees, that employee shall utilize the
bumping rights of the laid off employee

Avyailability. It is the responsibility of laid off employees to apprise the. Human
Resources Department as to their current address and telephone number so that recall or
other placement activities can be handled efficiently. Anemployee fallmg to do so may
be considered to have forfeited his/her recall rights.

Notice of recall will be sent by the Employer to the laid off employee's
last known address and the laid off employee shall be required to
respond within two weeks (fourteen days) from the date of recall.
Employees who do not respond to such recall notices shall be dropped
from the list and all rights shall be lost.

Failure to report for work. Any employee recalled from layoff shall report for work as
soon as possible following the date they respond to the recall notice, but no later than
seven calendar days thereafter. An employee who fails to report for work within the
recall period shall be considered to have voluntarily terminated their employment.

Workweek reductions. Under certain circumstances workweek reductions may be
imposed instead of layofTs.

Loss of seniority. Employees laid oft and re-employed within two years shall
experience no loss of seniority as a result of the layoff. This section shall not apply to
Employees who terminate. Such Employees, if re-employed, shall begin as new
Employees,
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I Rate of pay. Employees who bump into a lower job classification will be placed at the
same pay step they were on in their previous classification (e.g. step to step).

K. New hires during bumping, The Employer will not employ any new temporary
employees, limited term employees or part-time employees during the bumping process.

L. Benefits. Employees that are laid off will have all vacation, holiday, comp time, and
floating holiday (if unused) paid out to them. Sick time will remain in the employee’s
sick bank for the duration of the layoff. If an employee is recalled, the employee will
have access to their sick time but will accrue all other benefit time starting with the date
that the employee returns to active status. [f'an employee resigns or their recall rights
are exhausted, the remaining sick time will be paid according to Administrative Policy
and Procedure 3.38. Health insurance will end at Midnight for laid off employees.
Dental and Vision Insurance will end on the last day of the month for laid off
employees.

M. Bi-lingual Exceptions. In the case of a lay off situation, where the employee to be laid
off is in a position were being bi-lingual is a Bona Fide Occupational Qualification
(BFOQ), a more senior employee may be laid off instead,
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Administrative Policy & Procedure Manual
Section: Human Resources
Policy: Medieal Leave of Absence Noen-EMEA

Policy No: 5.26
Effective: 1/1/2019

Revising: 1/1/2017 : jrﬁe'eted VL2017
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Rock County has a number of leave of absence options available to employees. When an [Be'emd 17172012
employee requests a leave, care should be taken to determine which leave is applicable. Leave LT
options may be found in the Rock County Personnel Ordinance.

When an employee requests a leave-of-absence, the Leave of Absence Request form fattached) |
must be completed. The leave request and all required documentation shall be submitted, if
possible, fourteen calendar days prior to the start of the leave. Leaves of absence, not to exceed
six_months, may be granted by the Depdrtment Head, with the approval of Human Resources
Direetor in writing to any employee Fhe-supervisor-and-departmenthead-must sign-the formand
then-submit-it-to Human-Reseurces—

""ﬁormatted: Strikethrough ]

{ Formatted: Strikethrough }

Requests for more than six_months, will be reviewed by the Department Head and Human
Resource Department on an individual basis. Any employee on leave of absence who accepts
employment with any other employer shall lose all rights of employment with the County,.

1 Moved down [1] If there are any restrictions regardm‘, an
individual’s return to work, please consult the Human
Resoutces Director.§

¥ or a medical non FMLA Teave of absence, Prior to returning to work, the employee shall ]

furnish the Employer with a written statement from a qualified physician who attended to the ‘ !

employee in the treatment of the disability covered by the medical leave. Said As‘t_'}t_ep_le_r_lkt‘shq_l_l___be'_,:_z...«;{ Deleted: | }
- ; _

submitted, if possible, fourteen calendar days prior to the termination date of the leave and shall
state that the employee is released to perform the prior job duties as required by the Employer

The employee ‘may be returned to his/her former position. ]
idual’s return 1o work, please consult the Human

e {Moved (insertlon) [1]

[
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Administrative Policy & Procedure Manual
' Section: Human Resources
Policy: Motor Pool

Policy No: 5.27

Effective: }A4/20161/1/2019

A

. WHO MAY USE A MOTOR POOL VEHICLE

This policy establishes the rules and guidelines for the authorized use of County Owned vehicles in

,{ Formatted: Strikethrough }
‘r'"‘{Formatted: Strikethrough J

the motor pool as well as the passenger cars, vans and pick-up trucks assigned to individual

departments. County employees with the appropriate valid driver’s license are authorized to drive
County vehicles for County business. (A multiple passenger van or bus might require a commercial
driver’s license for example,) Employees are prohibited from driving a County owned vehicle if their
driver’s license is suspended, revoked, or on restricted (not due to corrective lenses) status. All
with the Departmental Motor Pool Coordinator (which must be updated annually). It is the
responsibility of the driver to reveal any changes in the status of their driver's license.

Any department that is assigned a motor pool vehicle must designate a Departmental Motor Pool
Coordinator,

1. VEHICLE USAGE

Rock County vehicles shall be used for official business only. Vehicles may not be used for non-
business mileage. Travel 1o and from motels, restaurants, etc., on out-of-county business trips shall
be considered a part of the business trip.

Vehicles shall be returned to their assigned parking space upon return from a trip. Vehicles shall not
be taken home, unless the County Board Staff Committee has granted permission to an employee to
do so under the provisions of Section 5.48 of the Rock County Policies and Procedures Manual. The
Department Motor-Pool-Location-Coordinator Head may authorize an employee to take a vehicle

home overnight for special, one-time-only situations where the employee can save time/mileage by
reporting directly from their home.

An employee given permission to take a vehicle home shall fill out the proper reports for IRS tax
purposes documenting any personal use of the vehicle.

1Il. RECORD KEEPING REQUIREMENTS

For all trips, employees shall record destination, and beginning and ending odometer readings on
departmental forms and in the vehicle logbook that is kept in the vehicle. The department head or
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his/her designee is responsible for verifying the accuracy of logbook entries. The logbooks are
subject to audit for accuracy and completeness on a periodic basis. '

Department Location Motor Pool Coordinators are responsible for tallying all miles driven on their
assigned vehicles, and reporting the totals } 3t with
of each month to the Public Works Dep'mment

Department Location Motor Pool Coordinators are responsible for notifying the DPW Shop
Superintendent (757-5463) and Corporation Counsel (757-5530) of all accidents.

IV. FUELING AND REPAIRS

Department Locatlon Motor Pool C001d1mtors are Iespon51ble for schedulmg mamtenance/serwce

Superintendent: at the factory recommendated intervals as supplied by the Department of Publlc

Works Shop Superintendent. Currently the intervals are every 5,000 miles for Chevrolet and Chrysler
vehicles and every 7,500 miles for Ford vehicles. For repairs other that regular maintenance/service,
the Department Location Motor Pool Coordinator must call the Department of Public Works at 757~
5450, to schedule needed repairs with the Shop Foreman or Superintendent. Employees should note
any problems, noises, and wear of parts; and report them to their Department Location Motor Pool
Coordinator who should contact the Department of Public Works as soon as possible. Fhe

Department-of Publiec Works—isresponsibleforall-maintenance/service-dene-on-the-metor-pool
vehieles:

If a breakdown occurs, whether in or out of county, contact the Shop Superintendent at the Public
Works Department at 757-5450 during working hours, 7:00 p.m. ~ 4:00 p.m. After hours call the
Communications Center at 757-2244. Ask the ‘dispatcher to contact the on duty Public Works
Superintendent and convey the message to return your call.

Before setting out on a trip, make sure the vehicle has enough gasoline for the trip! As of October
20 l 6, all Moton Pool vdmleb were assuzned E‘c{on/Mobll WEX tuelmg car ds Meteppeel—vehieles

: The procedures outlmed
in Lhe following paragraph must be followed when using the county’s fuel card system.

MMM}MMWWMWWHW
and-mustbe kept-with-the-assigned-vehiele

ele—P-IN—number(employee-umber) The Exxon/Mobile

fueling cards are universally accepted at all gas stations. consult the Driver’s Guide for additional
information. . Drivers are encouraged to use the vendor stations (vendor name on card) when
convenient, Fuel cards are specific to each vehicle and must be kept in the vehicle it is assigned to
P.IN number (last four digits of employee number, or vendor assigned number) and vehicle mileage
must be accurately entered when fueling, -Regular unleaded fuel or diesel fuel for diesel powered
vehicles from self-service pumps should be the only fuel types used. The credit card is to be used
only for gas, oil and minor repairs. Repairs over $100 require Public Works Superintendent or Shop
Foreman approval.
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IV, TRAFFIC VIOLATIONS

Drivets are personally responsible for the cost of traffic citations, violations and parking tickets.
Drivers are expected to obey all traffic signals and signs, observe pedestrian rights and operate
vehicles at a reasonable and prudent speed not to exceed the maximum posted speed limit.

V. ACCIDENTS

If you are involved in any type of accident while the vehicle is in your possession (examples: crash
with another vehicle, backing into something, damage to property, etc,) you must report the accident.
If you are involved in a crash or collision with another vehicle(s), stop immediately and turn on your

emergency flashers. It is against the law to leave the scene of an accident without identifying - °-

yourself. Offer reasonable assistance. Movement of injured persons should not be undertaken it

likely to cause further injury. Call the-nearestpelice-agene
in accordance with Policy 5.05.

Exchange information—drivers must give their name, address and vehicle registration number and,
if requested, show your driver’s license to any other driver in the accident. If you struck an
unattended vehicle; leave a note with the above information and circumstances of the accident.
Insurance information will also be requested. If the car is incapacitated, follow the procedures for a
breakdown

(in section IV, Fuelmg and Repairs). If there were witnesses to the accident, obtain their names and ;7 :
addresses. DO NOT MAKE A STATEMENT OF ANY KIND TO ANYONE OTHER THAN

THE POLICE OR A REPRESENTATIVE OF THE COUNTY. Inform the Motor Pool
Coordinator and Corporation Counsel of the accident within 24 hours,

Vil INSURANCE COVERAGE

Rock County is g

for-auto-tability-claims_insured for the purposes of all auto

li abrhty claims. A Vehrcle Insurance Identification Card shall be mamtamed at all times in each

vehicle owned by Rock County grd-ec

placed in the vehicle’s glove storage compartment “The information contained on '[hlS card should
be consulted in the event of an accident.

All claims against Rock County (and information regarding events which seem likely to give rise to
claims) must be forwarded directly to the Corporation Counsel’s Office as soon as possible. The
telephone number is 757-5530, the address is the Rock County Corporation Counsel, 51 S. Main
Street, Janesville, W1 53545,

vehﬂes%wmpeﬁy—dmage%we&gh%%%e%sem&%eeﬂ%emmeﬁ%&mm&
- Questions concerning insurance coverage may be directed

to the Corporation Counsel’s Office.
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VIII. DRIVER RESPONSIBILITIES

As the operator of a motor vehicle, you have certain responsibilities to uphold. The County expects
you to adhere to these responsibilities. They include, but are not limited to:

* Possessing a valid un.restricted driver's license, for reasons other than corrective lenses.
¢ Using the motor vehicie for business use only.

¢ Reporting any ﬁ]aintenanée problems immediately.

¢ Upholding traffic regulations.

. Reporting all accidents.

¢ Properly and accurvately'ﬁlling out the motor pool loghook.

»  Wearing your seat belt at all times (passengers shall also wear seat belts).

¢ Locking the vehicle any time you are away from it,

¢ Using safe driving techniques.

* Operating vehicles at a reasonable speed not to exceed the maximum posted speed limit.

Vehicle operators shall not:

1. Take the vehicle home unless granted permission to do so.

2. Give rides to any person unless directly related to conducting County business.

3. Tow, push or start other vehicles.
‘4. Use cell phones while driving,

5. Use alcohol or other drugs before and while driving, including prescription drugs which may
impair the operation of a motor vehicle.

6. Smoke or use tobacco products in the vehicle.
Vehicle operators shall remove all personal items from the vehicle including food wrappers and drink
containers, leaving the vehicle clean and un-littered. A vehicle operator should report an unclean

vehicle to the Department Motor Pool Coordinator prior to their trip, or they will be responsiblé for
-cleaning the vehicle when they return,
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Vehicle operators are responsible for filling windshield washer fluid and reporting an low fluid level
or low fluid life warning lights to the Department of Public Works Superintendent or Shop Foreman

Vehicle operators shall not make statements admitting liability or responsibility for accidents before
consulting the Corporation Counsel.
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MOTOR POOL OPERATION/COUNTY VEHICLE OPERATION STATEMENT.

All county employees who operate a motor pool vehicle or a vehicle assigned to their .
department agree to the following conditions outlined in the Motor Pool Operation Statement.
Motor Pool Coordinators are responsible to give anyone who drives a motor pool vehicle a copy
of this policy and have a signed statement on file for everyone who uses motor pool vehicles.
For those Departments where vehicles are assigned, the Department Head has the responsibility
to distribute this policy and have signed statements on file for everyone (including the
Department Head) who uses the vehicle(s) assigned to that department.

I

[ possess a valid driver’s license (enter # , State )

which expires on

[ understand that I lose the privilege of operating a motor pool vehicle or vehicle assigned
to the department should my license be suspended, revoked, and/or on restricted (not due to
corrective lenses) status.

[ have read and understand my responsibilities under Section 5.27 of the Rock County
Policies & Procedures Manual that pertain to Motor Pool Policy.

I realize that failure to follow the driver responsibilities outlined in Part VIII of these
procedures may subject me to disciplinary action.

Name (please print)

Signature Date
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy: Overtime Procedures

Policy No: 5.30

Effective: FH20421/1/2019

Al

The Fair Labor Standards Act (FLSA), HR Policies and Procedures, and the Rock County
Personnel Ordinance establish overtime pay affecting full-time and part-time employees in the

apply to State and local government employment involving law enforcement services, nursing
homes, , volunteer services, and compensatory time off instead of cash overtime payment.
Anytime a non-exempt employee is performing work the County is required to pay for those
hours worked. It does not make any difference if the supervisor requested the work, knew about
the work, the employee volunteered to do the work, the work is performed during regularly
scheduled or unscheduled hours, or whether the work is performed on or off the County’s
premises. Some examples of hours for which the County would be responsible are:

1. An employee punching in more than 7 minutes before or 7 minutes after their
scheduled starting time and ending time.

2. -An employee on a lunch break and answers the phone throughout their lunch break.
(One call that only lasts a few minutes would not qualify).

3. A supervisor assigns some work at the end of the employee’s normal shift and it
must be completed prior to the beginning of their next normal shift.

It is important to recognize that although some employees may wish to donate their time to
accomplish their unfinished duties and a supervisor knows or reasonably should know of this
“donated™ time, the County will still be required to pay for the time worked.

It is the County policy that overtime is to be approved in advance by the supervisor, except in
emergency situations. A County overtime work permit should be completed by the employee,
describing the nature of  the work, and signed by the supervisor. This form is to be attached to
the employee’s time sheet when it is submitted to payroll. They should be as detailed as
possible.

Some simple guidelines that may be of assistance in preventing unintended overtime
responsibility are:

1. Do not allow employees to punch in more than 7 minutes before or 7 minutes after
their scheduled starting and ending times.

2. Require, when possible, that overtime be approved in advance of working.
3. Require employees to leave their workstation during unpaid lunch hours.
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Administrative Policy & Procedure Manual

Section: Human Resources
Policy: Overtime, Flex'and After Hours Payments -
Policy No: 5,31 .
Effective: 941H481/1/2019 .

PRS- T P

Revising: 642/48-9/11/2018

Overtime for Unilateral Employees.

If an employee and the employer agree to a flexible schedule within a two (2) week payroll period

which causes the employee to work in excess of forty (40) hours per week, the overtime provision
does not apply until over eighty (80) hours in a two (2) week payroll period.

(A) Unilateral A employees are eligible for overtime compensation on a time and one-half basis
over forty hours per week.

Employees may be paid in compensatory time off or in cash payment upon the request of the
employee and subject to appropriate federal laws, budgetary and work scheduling limitations
and approval of the Department Head.

(B) Unilateral B. Employees (those employees in the following job classifications) shall be
eligible for overtime compensation on a straight time basis over forty hours per week.

Employees may be paid in compensatory time off or in cash payment upon the request of .
the employee and subject to appropriate federal laws, budgetary and work scheduling -
limitations and the approval of the Department Head:

Assistant to the Information Technology Director
Communications Center Shift Supervisor .
Computer Programmer/Analyst |

Computer Programmer/Analyst II

GEO Application Specialist

Materials & Environmental Services Manager
Network Support Administrator

Network Technician

Planner I

Planner [1

Planner I1I

Public Safety Systems Manager

i
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Sanitarian |

Denteronservatiotopectaist e m:“‘"{FOfma“edt Strikethrough
Shop Superintendent AP : :
Victim/Witness Specialist

(C)  Unilateral C omnloyees. shall not be eligible for overtime. The only exceptions would be:

¢))] in the case of an employment services agreement, which o St
contained such a provision; dnd o

2) employee-s in the following job classi ﬁcations who are eligible for overtime
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Full-time, FLSA exémpt (salaried), employees classified as “Unilateral C” shall exercise
discretion over the methods and manners in which they effectively utilize work time.
Exempt employees are expected to average not less than forty (40) hours of work per
week. They may be required to attend regular or special meetings, or events, to perform
other services outside of regular working hours. In return for these services, these
employees may take time off when the workload of the office permits. It is not the

mtent of thxs provision to allow time off on an hour for hour basis;which-means-that, { Formatted: Str'\kethrough
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time off requests in which only eight (8) hours may be accounted for by flex. To use {(Formattea: Strikethrough
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Al exﬁployees shall keep accurate accounts of all hours worked, on time sheets
promulgated by the County.

Flex time rhay be used contiguous to any other paid benefit time (vacation, sick leave,
holiday, etc.).

Flex time is intended to allow some flexibility in work schedules. It is not intended to
be an hour-for-hour exchange. Under no circumstances will compensation be paid for
any additional time upon separation, termination, resignation or any other departure for
any exempt salaried employee.
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Any violations or abuse of this Policy shall be reported to the Human Resources
Director for appropriate disciplinary action, up to and including termination.

(D)  The accumulation of compensatory time off for unilateral eniployees shall not exceed
eighty hours. Compensatory time must be taken in the calendar year in which it was
generated or it will be paid out on the last paycheck of the calendar year.

(E) Overtime for unilateral employees shall be approved in advance by a Department Head or
supervisor and reviewed periodically by the Human Resources Director. Overtime shall be
kept to a minimum and shall be utilized to relieve specific occasional peak workloads or
emergencies,

(F) Overtime for unilateral employees shall be scheduled as fairly and equally as practicable
among employees based on their qualifications to perform the job.

(G) Unilateral Employees in the classifications of Human Services Supervisors I and II assigned
after-hours on-call responsibility for Child Protective Services or Mental Health Services - i e
oversight shall receive fwo hours of pay or compensatory time for each weekday (Monday  ...- ( Deleted: one )

thru Thursday),  and threg, hours for each 24-hour period for weckend coverage. For (™ peteted: wo ]
purposes of this section, “weekend coverage” shall include Friday, Saturday, and/or Sunday. .- == N : : -
On county recognized holidays and days of observation, supervisors will receive four hours

of pay or compensatory time for each 24-hour period.

(H) The Communication Center Operations Manager and the Information Technology
employee who is on-call for the Communication Center shall receive four hours of pay
for each week of on-call coverage.

() Unilateral Employees in the classification of Nursing Supervisor shall be eligible for -
overtime compensation on a time and one-half basis over gight (8) hours per vc_igly,_.fqrty_‘_,,i»-{ Deleted: }
(40) hours per week in compensatory time off, or in cash payment upon the request of the . :
employee and subject to appropriate federal laws, budgetary and work scheduling
limitations and approval of the Department Head.

Ao 1 Formatted: Indent: Left: 0.13", Hanging: 0.42", Tab

J)  Employees in the Public Works Department in the classifications of Storekeeper, Public - . | stops: Notat 0.25" -
Works Superintendent, Shop Superintendent, and Assistant Public Works Director who is [N

on call for Public Works shall receive four hours of pay for each week of on-call coverage.

(K) A Council on Aging employee whose job requires the ability to be reached after hours
for the transportation program will follow the procedure listed below:

a. After hours are designated as:

Monday, thru Friday 6:00 am to start of shift and end of shift to 6:30pm
Saturday 8:45am-6:30pm

b. Compensation for on-call hours will be paid as follows:
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1. The on call worker is compensated at a rate of $3.50 per hour while on call.

The following language only applies to employees who are in job classes that were covered by
the following collective bargaining agreements on December 31, 2011:

The following are exceptions to the County Ordinance, which provides for overtime
compensation on a time and a one-half basis over forty hours per week. Comp time used will
not be considered ashours worked for the purpose of computing overtime.

If an employee and the employer agree to a flexible schedule within a two (2) week payroll

period, which causes the employee to work in excess of eight (8) hours per day or forty (40) hours - -

per week, the overtime provision does not apply until over eighty (80) hours in a two (2) week
payroll period. ‘

(AFSCME 1077)

(Public Works) Employees shall be expected to respond to a call and report to work outside their
respective regular and normal schedule of daily work hours. When an Employee is off duty and
directed to report to work outside of his/her regular and normal schedule of daily work hours,
he/she shall receive time and one-half of his/her hourly rate of pay for all hours actually worked,
provided that in the event he/she works less than two hours, he/she shall, nevertheless receive

time and one-half histher hourly rate of pay for a two hour period of time; further provided, that e

the aforesaid two hour minimum call-in provision of this section shall apply only if the Employee
called into work is sent home prior to the commencement of his/her next regular and normal
schedule of daily work hours, in which event the hours actually worked as a result of such call-in
shall not be considered a part of the regular and normal schedule of daily work hours.

Any airport Employee required by management to carry a pager during non-work hours will be
compensated at the rate of $75.00 per week for each week that the Employee carries the pager
cell phone.
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(Facilities Management) Each regular full-time Employee shall receive time and one-half of -

his/her hourly wage rate for all hours worked in excess of eight hours per day, or forty hours per
week. In the event an Employee is off duty and called in to work in excess of eight hours per day,
he/she shall be paid a minimum of time and one-half for two hours.

Employees shall be expected to respond to a call to work outside their respective regular and
normal schedule of daily work hours. When an Employee is off duty and directed to report to
work outside of his/her regular and normal schedule of daily work hours, he/she shall receive

time and one-half of his/her hourly rate of pay for all hours actually worked, provided that in the -

event he/she work less than two hours, he/she shall, nevertheless receive time and one-half

his/her hourly rate of pay for a two-hour period of time; further provided, that the aforesaid two-

hour minimum call-in provision of this section shall apply only if the Employee called into

work is sent home prior to the commencement of his/her next regular and normal schedule of
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daily work hours, in which event the hours actually worked as a result of such call-in shall not
be considered a part of the regular and normal schedule of daily work hours,

Any Maintenance Staff at the Youth Services Center, Rock Haven, or the Jail that is required by

management to carry a pager. County issyed cell phone during non-work hours “will be j"ﬁormatted: Strikethrough
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(AFSCME 2489)

SeetionB; Each regular full-time employee shall receive time and one-half his/her hourly wage«. g [ Formatted: Strikéthrough

or time and one-half compenmtory time off for all hours worked in excess of eight hours per day ™
or forty hours per week; time and one-half compensatory time off shall be taken within the -
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calendar year in which it was earned. : t Formatted: Font: 12 pt

[n order to accommodate } Skill Development Specialist and Family ,—,;w'{pormaned; Strikethrough
Service Coordinators, who somenmes ‘work past 5:00 pm in order to meet the needs of the clients .- EEET

they serve, full-time employees shall have some flexibility in scheduling and receiving time and

one-half their hourly wage or time and one-half compensatory time off for all hours worked in

excess of forty hours per week.

(AMHS RH)

14.01 (E)  Registered Nurses volunteering to pick up open shifts and/or volunteer to work on
short notice as a result of call-offs, shall receive one and one-half times the regular
rate of pay for such duty.

14.03 Overtime Pay.

L All hours worked in excess of forty hours per week by regular full-time employees of the .
Social Work Division shall be compensated at the rate of time and one-half the regular
rate of pay, or time and one-half compensatory time, at the option of the employee.

2. All hours worked in excess of eight hours per day, or forty hours per week, by members
of the Nurses Division shall be compensated at the rate of time and one-half the regular

rate of pay.

The only exception would be those Nurses assigned to the night shift who will receive
overtime after 8 hours in a day and 80 hours in a pay period.

Overtime pay mziy be taken in cash or time and one-half compensatory time off;- at the
option of the employee.

(AFSCME 1258)

159




l

& Overtime and Comp Time: Time and one-half shall be paid for all time worked over eight { Formatted: Strikethrough

hours per day and forty hours per week. The only except1on would be those Full Time
Employees assigned to the night shift who will receive overtime after 8 hours in a day and 80
hours in a pay period.

Employees will be permitted to accumulate up to eighty hours of compensatory time.
Employees may, with the Department Head’s approval, elect to take compensatory time off. An
employee may use compensatory time on weekend shifts, but only when they arrange for their
own replacement to cover their shift at straight-time wages (except for the four hours of

overtime that naturally oceur m a regular twelve hour shlft) { Formatted: Strikethrough

., In order to '1ccommodate non-crisis Psychratrrc Technicians within the Human Services . { Deleted: §

Department who sometimes. work pqst 5:00 pm in order to meet the needs of the clients they
serve, full-time employees shall have some flexibility in scheduling and receiving time and one-
half their hourly wage or time and one-half compensatory time off for all hours worked in excess
of forty hours per week.

(SEIU NURSES)

SeetionB- Overtime. The : Employer shall have the right to require reasonable overtime work in [ Formatted: Strikethroughb

‘the Rock County Health Department from all employees governed by this labor agreement, if
the Employer is unable to find volunteers to work overtime. Each employee shall have the right
of refusal on three occasions where a request for overtime work has been made by the Assistant
Director. Occasions where the most senior employees refuse such overtime work consistent
with this provision, the least senior employee of the unit shall be required to perform the
overtime work. Refusals shall not apply to required evening and weekend meetings.

All time worked in excess of forty (40) hours per week shall be paid at the rate of one and one-
half times the employee's regular salary. When the employee is required to attend an evening or
weekend meeting, this shall be considered overtime. Overtime compensation shall be paid in
cash or compensatory time off at the rate 6f time and one-half as the employee may elect, with
the approval of the Assistant Director. Employees shall be permitted to accumulate up to forty

(40) hours of compensatory tlme in a “comp time bank”,

{ Formatted: Strikethrough

Seetion-C: An employee required by management to carry a pager shall be compensated at the ‘[ Formatted: Strikethrough

rate of two dollars and fifty cents ($2.50) per hour, If the employee is requrred to report to work
while carrying a pager, the employee will be paid the greater of two (2) hours pay paid at time
and one-half or pay for time actually worked paid at time and one-half. The employee shall also
be reimbursed for mileage which is in excess of the distance which she/he travels from his/her
residence to the Rock County Public Health Department at the mileage rate specified by the
Internal Revenue Service. The two hour minimum pay provision shall apply only if the employee
called into work is sent home prior to the commencement of his/her next regular schedule of daily

160




work hours. Any employee will be required to carry a pager only in the event of an emergent .
public health need. '

(YSC)

Employees working overtime shall be compensated at a rate of time and one-half the regular
rate of pay, or time and one-half in compensatory time, at the option of the employee, not to

exceed a total of sixty (60) hours in a calendar year, for any hours worked over eight and one
half (8 '4) in one day or any hours worked outside of their normal 5/2 — 5/3 work schedule.

Please see Policy 5.04: Compensatory Time, for information reghrding the use of comp time.

(AMHS HSD)
14.03. Overtime Pay.

1. Foremployees working an eight (8) hour day, all hours worked in excess of eight (8) hours
per day or forty (40) hours per week shall be compensated at the rate of time and one-half
the regular rate of pay, or time and one-half compensatory. time, at the option of the
employee.

For employees working a ten (10) hour day schedule, all hours worked in excess of ten
(10) hours per day or forty (40) hours per week shall be compensated at the rate of time
and one-half the regular rate of pay, or time and one-half compensatory time, at the option
of the employee.

2. In order to accommodate the specified needs of an HSD client, or insure the fidelity of a
treatment model for an HSD client and stay in compliance with state statutes with
respect to the care, treatment or supervision of HSD clients, or as a means to prevent the
removal of an adult, child or youth from the community, staff may sometimes need to
report to work before or stay after their normally scheduled work hours.

[f an employee and the employer agree to a flexible schedule within a two (2) week payroll
period, which causes the employee to work in excess of eight (8) hours per day, the eight
(8) hour overtime provision does not apply.

3. An employee who is designated for after-hours coverage is not eligible for time and one-
half until the end of his/her regularly scheduled shift.

Child Protective Services Division

After-hours procedures for those employees whose job duties require carrying an after hours
cell phone are generally as follows:
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After hours are designated as:

Monday, 5:00 pm to Tuesday, 8:00 am (15 hrs.)

Tuesday, 5:00 pm to Wednesday, 8:00 am (15 hrs.)

Wednesday, 5:00 pm to Thursday, 8:00 am (15 hrs.)
Thursday, 5:00 pm to Friday, 8:00 am (15 hrs.)
Fri. 5 p.m.-Sat. 8 a.m,’ (15 hrs,)
Sat. 8 a.m.-Sat. 5 p.m. . {9 hrs)
Sat. 5 p.m.-Sun. 8 a.m. (15 hrs)
Sun, 8 a.m.-Sun. 5 p.m. (9 hrs)
Sunday, 5:00 pm to Monday, 8:00 am (15 hrs.)

The County will provide the designated after-hours cell phones to employees on call during
_ after-hours,

An initial after-hours schedule will be established covering a minimum three (3) month period
of time. Using seniority, employees within the Division who have been designated by the
County as trained may sign up for after-hours duty on a daily or weekly basis for after-hours
shifts during the scheduled period. The maximum number of days scheduled in succession will
not exceed seven (7) days. For those trained employees who sign up for and keep at least one
shift, will be exempt from being mandated to an assigned after-hours shift. If no employee signs
up for a shift, employees who have not signed up and fulfilled a shift will be assigned on a
rotating basis starting with the least senior qualified trained employee.

Employees who have the qualifications and training may be designated to respond to after-hours
duties duting their off hours will be paid at the applicable overtime rate.

Each documented Afterhours Access report involving a separate family will be compensated at a
one hour minimum. Actual time over the hour will be compensated at time and one-
half. Compensation for phone calls on currently open cases will be handled in the same manner.

-A back-up pool of qualified and trained employees will be established to provide coverage if the -
employee scheduled is unavailable.

When an employee is off duty and directed to report to work by a supervisor outside of his/her
normal schedule he/she will receive time and one-half of his/her hourly rate of pay for all hours
actually worked. The two-hour minimum call-in provision may apply only if the employee
called into work is sent home prior to the commencement of his/her next regular and normal
schedule of daily work hours. )

[f an employee receives an off-duty phone call and performs services for the County without
leaving home, the employee will receive time and one-half of his/her hourly rate of pay for all

hours actually worked

In addition to the normal scheduled work hours, employees will be paid $3.50 per hour for
hours they are on call. Employees will be paid $5.75 per hour for hours they are on-call on
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holidays. No employee will be required to take after hours duty for both Thanksgiving and
Christmas holidays in the same year or for the same of those holidays in successive years.

Crisis Intervention

If a part-time employee is called in to cover a vacant shift, the employee shall be paid at a
straight time rate until they reach eight (8) hours in a day. If he/she receives less than four
hours advance notice of such assignment, he/she shall receive one and one-half his/her regular
pay for their entire shift.
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Administrative Policy & Procedure Manual
Section: Human Resources -

Policy: Resignations and Eligibility for Rehire .
Policy No: 5.36

. ':,ﬁormétted: Strikethrough
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A resignation is a voluntary act initiated by the employee to terminate employment with the S
County. An employee may quit employment with the County at any time.

Employees are required to give the appropriate notice as listed in the Rock County Personnel
Ordinance or as stated below. A notice of the employee’s resignation shall be given to the
employee’s supervisor and shall indicate the last day they will be available for work.

¢ Employees who are in job classes covered by the AMHS HSD and AMHS RH
agreements as of December 31, 2011 shall give the County at least four (4) weeks
written notice of intent to resign.

Resignations shall be viewed as evidence of the person’s intent to resign as long as it is a
voluntary statement. Resignations shall be binding upon acceptance by the employee’s
supervisor or Human Resources. Resignations, once accepted, may not be rescinded.

Eligibility for rehire will be considered on a case by case basis. Employees, who resign without
sufficient notice, fail to acceptably complete their required notice, commit an act of gross
misconduct, or based on action initiated by the County will not be eligible for rehire.
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy: Shift Differential/Incentive Pay

' Policy No: 5.37

Effective: #0181/1/2019 ;,’.:’--( Formatted: Strikethrough
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Shift Differential
Unilateral

Communication Center Shift Supervisors will receive 2% of their base wages as a shift
differential for all hours worked.

Employees in the classification of’ Nursmg Supervisor shall -[ Formatted: Strikethrough

receive shift differential equal to the amount Teceived by Regxstered Nurses in accordance with
the provisions as outlined in HR Policy and Procedure.

The following language only applies to employees who are in job classes that were covered by
the following collective bargaining agreements on December 31,2011,

(AFSCME 2489)

Telecommunicators and Call Takers who work the second shift (3:00 p.m.-11:00 p.m.) shall
receive 1% of their base pay as shift differential, those who work the third shift (11:00 p.m.-7:00
a.m.) shall receive 2% of their base pay as shift differential, those who work the mid-shift of
11:00 a.m. to 7:00 p.m. shall receive 1% of their base pay between 3:00 p.m. and 7:00 p.m. and
those who work the mid-shift 7:00 p.m. to 3:00 a.m. shall receive 1% between 7:00 p.m. and
11:00 p.m. and 2% between 11:00 p.m. and 3:00 a.m. as shift differential.

Support staff who work at the Sheriff's Department shall receive 1% of their base pay as a shift
differential if they begin their work shift on or between 2:00 p.m. and 10:00 p.m. Third shift
employees in either classification shall receive 2% of their base pay as shift differential if they
begin their shift on or between the hours of 10:00 p.m. to 1:00 a.m.

(AMHS RH)
Shift Differential - Nurses. All nursing personnel working the 2:00 pm-10:30 p.m. shift or

the 10:15 p.m.- 6:45 a.m. shift on a regular basis shall receive $2.00 per hour in addition
to their regular hourly salary.

B i {Formaued Stnkethrough
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(AFSCME1258)
Shift Differential. Shift differential will be paid based on the position code of the
employee’s regularly held position. (i.e. a day shift employee shall not receive shift

differential regardless of any particular shift worked).

I Any employee whose work sh1ﬂ starts after 11:30 a.m. and before 8:00 p.m., will

Deleted: $.50
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The three shifts are as follows:

= Day Shift - any work shift starting at, or after 4:00 a.m. and before 12:00 noon.

» PM Shift - any work shift starting at, or after 11:30 a.m. and before 8:00
p.m.

= Night Shift — any work shift starting at, or after 8:00 p.m. and before 4:00 a.m,

our-foral-hours
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(AFSCME 1077)

A Rock County Airport Maintenance Worker or Facilities Management Worker IV whose
regularly scheduled work shift starts after 11:30am shall receive 1% of their base pay as shift
differential.

(YSC)
Youth Services Workers who worl the second shift (2:00 p.m.-11:00 p.m.) shall receive 1% of

their base pay as shift differential, those who work the third shift (10:30 p.m,~7:00 a.m.) shall
receive 2% of their base pay as slntf chlferentlal

Enpley X u*s—eﬂ—t—he—seeﬂﬂd—and—t—h&d—smﬁs—mll—reeme v_v_____"w.}--"{Formatted: Strikethrough
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a-shifipremium-o£ $0-15-per-hous-for-all-hours worked by the employee:

First shift 6:30 am. - 3:00 p.m,
Second shift 2:30 p.m. - 11:00 p.m.
Third shift 10:30 pom. - 7:00 a.m.

Lead Youth Workers will receive an additional $1,00 per hour for all hours worked in the lead
role.

(AMHS HSD)

Any employee working in the Crisis Unit or AODA Program between the hours of 7:00 pm -
7:00 am, Monday through Thursday or between 7:00 pm Friday and 7:00 am Monday will be
paid a night/weekend differential of $2.65 per hour for each night or weekend hour worked.

WEEKEND RATE
(SEIU NURSES)

An employee may be required to provide public health services on a weekend only in those
instances in which it is medically necessary. If an employee is required to provide public health
services on a weekend, that employee shall receive either two (2) hours pay paid at one and one-
half (1 ¥%) times her/his base hourly rate of pay or for the time actually worked paid at the one
and one-half (1 ¥2) times her/his hourly rate of pay, whichever amount is greater. The employee
shall also be reimbursed for mileage, which is in excess of the distance which she/he travels
from her/his residence to the Rock County Public Health Department at the mileage rate
specified by the Internal Revenue Service.

The Employer may solicit volunteers to work weekend hours for other public health
services, which are not medically necessary services. If there are no volunteers,
management will have the right to assign the work.

INCENTIVE PAY
Bilingual Pay

Bilingual Pay applies to those positions designated as such by the Department Head and
approved by the Human Resources Department. Incentive pay is applicable when an employee
uses their bilingual skills an average of 10% or more of their total work time, Employees are
eligible for this pay whether they are using such skills in a conventional, interpretation, ot
translation setting, Their position must be in a work setting where bilingual skills are required
to meet the needs of our clients/resident or the general public.
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In order to receive bilingual pay, the employee must successfully demonstrate bilingual fluency
in reading, writing, and verbal communications. Bilingual pay is available for Spanish,
Hmong, and American Sign Language.

I the position meets the criteria, and the employee has proof of fluency, then the position is
eligible to be considered for the Bilingual Incentive Pay of $100 per month,

There shall be an annual review by department heads to ensure that employees still meet the
criferia for bilingual compensation.
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy:. Sick Leave Payout

Policy No: 5.38

EffCCthC -174740-}61/1/20 19 '{ Formatted: Strikethrough
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The Rock County policy on Sick Leave can be found in the Rock County Oxdmance 18. 513 R

Listed below are exceptions to the general Sick Leave policy.

A Unilateral Correctional Supervisor, with at least ten years of service, who has accumulated more
than one hundred days of sick leave may elect to be paid in cash for those days beyond one hundred at a

rate of one day of sick leave equals one-half day pay, The employee must notify the department through _{ Deleted:

sign-up, of their intention to collect such pay for sick leave before December 1, of each year. An
employee failing to notify the department as required will not be permitted to sign up until the following
year. Said payout shall be for a time accrued as of December 31, of the year the election is made, and
shall be paid out on the second paycheck in January.

The following language only applies to employees who are in job classes that were covered by
the following collective bargaining agreements on December 31, 2011,

Sick leave will be paid out as follows:
(AFSCME 1077)

Employees who terminate or retire with ten or more years of continuous service with the
Employer shall have 100% of their accumulated sick leave days contributed to a Post
Employment Health Plan (PEHP).

The County will continue a Post Employment Health Plan (PEHP) and will contribute $6.00 per
pay period to this plan for each eligible Employee. Full-time and part-time Employees who are
eligible for health insurance coverage will receive this benefit, Administration of this plan will
be as specified in plan documents and subject to State and Federal statutes and regulations. Any
required administrative fees will be the responsibility of the Employee.

Employees-wh :
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(AMHS HSD)

Full-Time Employees. Each full-time employee shall accumulate one sick leave day for each
month or major fraction thereof of employment. Sick leave shall accumulate up to a maximum
of one hundred-thirty (130) days. Employees who terminate or retire with ten (10) or more years
of continuous service shall have fifty-nine (59%) of their accumulated sick leave days
contributed to a Post Employment Health Plan (PHEP), not to exceed a total of seventy-seven

(77) days. }n-the-eventofdeat a -County-shall meke the same-siekleave __.-{ Formatted: Strikethrough
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receive-this-benefit: : :
Part-Time Employees. All regular part-time employees shall receive sick leave credit in a pro-

rated amount based on their actual hours paid.

(AMHS RH)

Full-Time Employees. Each full-time employee shall accumulate one sick leave day for each
month or major fraction thereof of employment. Sick leave shall accumulate up to a maximum
of one hundred-thirty (130) days. Employees who terminate or retire with ten (10) or inore years
of continuous service shall have fifty-nine percent (59%) of their accumulated sick leave days
contributed to a Post Employment Health Plan (PHEP), not to exceed a total of seventy seven

‘{ Formatted: Strikethrough
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Part-Time Employees. All regular part-time employees shall receive sick leave credit in a pro-
rated amount based on their actual hours paid.

(ATTORNEYS)

Employees who terminate or retire with ten or more years of continuous service shall have 100%
of their accumulated sick leave days contributed to a Post Employment Health Plan (PEHP),

The County will establish a Post Employment Health Plan (PEHP) and will contribute $11.91 per
pay period to this plan for each eligible employee. Full-time and part-time employees who are
eligible for health-insurance coverage will receive this benefit. Administration of this plan will be
a specified in plan documents and subject to State and Federal statutes and regulations. Any
required administrative fees will be the responsibility of the employee.
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Administrative Policy & Procedure Manual
' Section: Human Resources

Policy: Step Progression
Policy No: 5.40 -

Effective: 10402048 1/1/2019

[

STEP PROGRESSIONS:

Step increases will be granted as per the individual pay grids for each unit. Pay grids for all
county positions, with the exception of those law enforcement positions covered by a labor
agreement, are located in the Appendixes of the Administrative Policy and Procedure Manual.

Examples of Budgetary Changes

-Reclassification - An employee that is selected for a reclassified position shall normally be
advanced to the step with the next highest dollar amount in the new pay range. Persons in
positions reclassified shall normally be advanced to the step with the next highest dollar amount
in the new pay range. Future step increases will be paid according to the employee’s new
employee group or pay grid. In unusual circumstances, the reclassified individual may be
placed in a higher step upon approval of the Human Resources Director and the County
Administrator. Future step progress is based off the date the employee assumed the new position,
which in most cases is January 1 of the new fiscal year.

-Reallocation - An employee whose position is reallocated shall normally be advanced to the step
with the next highest dollar amount in the new pay range. In unusual circumstances, the
reallocated individual may be placed in a higher step upon approval of the Human Resources
Director and the County Administrator. Future step progress will be paid according to the
employee’s new employee group or pay grid

STEP PROGRESSIONS ON PROMOTION

(Employees who are placed in acting status, per Ordinance 18.306 (5))

Employees who are in acting status who then are permanently appointed to the position shall
receive step progressions based on the date of the permanent appointment.

The following language only applies to employees who are in job classes that were covered by
the following collective bargaining agreements on December 31, 201 1:

STEP PROGRESSIONS ON PROMOTION:

(AFSCME 1077, 2489, 1258)

Employees other than probationary, shall start at the lowest pay step of the new position, which
is an improvement over their prior pay rate. Upon satisfactory completion of the probationary
period specified in the Administrative Policy and Procedures, the employee shall be advanced
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one step, unless the next step exceeds their longevity with the County. If the rate of pay to
which the employee is promoted upon completion of the probationary period is less than the
highest rate within the new position, the employee shall receive future increases on their job
seniority date unless they are entitled to a longevity step which occurs based on their county
hire date. The determination of successful completion shall rest in the discretion of the
Employer. During said probationary period, either the Employer or the employee may request
the employee be returned to his/her former position,

AMHS pay matrix is updated with a January 1, 2018 effective date. Employees will be placed
on the new matrix based on the reallocation language described above.

Progression through the ranges is only intended to include the certifications and licenses that are
noted bélow:

Range I: Non-degreed positions
Range 2: Positions which require a Bachelor’s degree

Range 3: Positions which a require Bachelor’s degree and the employee also has a relevant
Master’s degree or Certification as a Social Worker or Substance Abuse Counselor

“Range 4: A. Lead Workers (Bachelot’s Level) OR B. Positions which require a Bachelor’s
degree and the employee has obtained both a Master’s Degree and a Social Work or Substance
Abuse certification.

Range 5: A. Lead Workers (Bachelor’s Level) AND the employee has obtained both a quter K]
Degree and a Social Work or Substance Abuse certification

Range 6: Position requires a Master’s Degree (in addition employees may also have CSW,
APSW or a training license)

Range 7: Position requires a Master’s degree and the employee also has a credential to provide
Substance Abuse Treatment (such as a CSAC, SAC)

Range 8: Position requires a Master’s degree and the individual is licensed as an LCSW, LPC,
or LMFT

Range 9: RN Positions; Lead worker (Masters, Licensed)

Movement through Ranges

Progression between ranges based on a degree and/or certification (in-training does not qualify)
which does not result in a new position description (ex. Range 2 to Range 3 after carning a
relevant Master’s Degree) will occur when the employee submits the verification of the degree
and/or license to Human Resources, This progression will not be treated as a promotion. The
employee’s wage rate will be increased to the step in the appropriate range with the next highest
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dollar amount that provides an increase of at least four percent (4%).The employee will be
eligible for subsequent step increases each anniversary date of the movement thereafter.

Progression into a higher range that results in a new position description, either due to
additional licensute or selection for a new position will be treated as a promotion. When this
promotion occurs as the result of additional licensure/certification, the promotion will take
effect when the employee submits the verification of the license/certification to Human
Resources. The employee’s wage will be increased to the step in the appropriate range with the
next highest dollar amount that provides an increase of at least four percent (4%). 1n unusual
circumstances, the employee may be placed in a higher step upon approval of the Human
Resources Director and the County Administrator. -

Employees in Range 2, 3, 4, or 5 in the Behavioral Health Division may move to a new position
in Range 6/7 upon the completion of a relevant Master’s Degree under all of the following
circumstances: (this is a promotion) _
a. The employee has demonstrated the skills and competencies associated with
working in a Master’s Level position, )
b. The employee is a valid candidate to work toward clinical licensure as an LCSW,
LPC, or LMFT as determined by Department Policy.
¢. The move meets the operational needs of the Department as determined by the
division manager and approved by the HS Director.

An employee must have 15 or 20 years of service to move to the 15 or 20 year step. Movement
to the other steps does not require the actual years of service associated with the step if the
employee started at or was promoted to a higher step prior to serving the years associated with
that step.

For Registered Nurses in Range 9, newly hired nurses with no experience and possessing a
bachelor's Degree will be hired at the 2 year step of the range. Nurses with no experience and
without a Bachelor's Degree will be hired at the start step.

STEP PROGRESSIONS ON VOLUNTARY OR INVOLUNTARY DEMOTIONS:

Demotion within the same unit: Employees will be placed at the corresponding step in the
lower range. (Example: In Unit 1258, If you dre a C.N.A, Range 25, Step E and are demoted to
Food Service Worker, Range 28 you would be placed at Step E.)

Demotion outside of the unit: Employees who are demoted from one unit to another will be
placed at the step in the new unit that is one step below what they are making in the current unit.
(Example: If you were a Call Taker in AFSCME 2489 in Range 4, at Step C and are demoted to
a Release of Information Coordinator in AFSCME 1258 you will be placed in, Range 13 at Step
E.)
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Upon satisfactory completion of the trial period specified in the Ordinance, the employee shall
be advanced one step. If the rate of pay to which the employee is moved upon completion of
the probationary period is less than the highest rate within the new position, the employee shall
remain at the rate for one year before receiving any further increase other than all across the
board increases. The determination of successful completion shall rest in the discretion of the
Employer. During said trial period, either the Employer or the employee may request the
employee be returned to his/her former position.
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In order to expedite the hiring process and fill vacancies more quickly, the Employer may use
the internal transfer process prior to declaring a position vacant. In this situation, all employees
in the same job classification in the same work unit shall be notified by e-mail or
communication avenue conducive to the department that there is an opening and asked if they
would be interested in transferring into the opening. The Employer will consider any transfer
requests and may grant one of them to fill the opening. If there is more than one acceptable
transfer request and the employees are equally qualified to do the job, the employer will use
seniority to fill the opening. If there are no requests to transfer, or the employer does not feel
that any of the candidates asking to transfer into the opening are suited for the position, the
Employer will use the job posting section (5.22) and the filling vacancy section (5.13) of the
policies and procedures.

Employees other than probationary, who voluntarily request to be transferred to a classification
in the same pay range shall receive no reduction in pay. Lateral transfers requested by an
employee shall be limited to one transfer per employee in a six month period.

In event an employee accepts a transfer to another program, that employee shall serve a sixty - SR
(60) day probationary period. The determination of successful completion shall rest in the i
discretion of the Employer.

Employees serving a probationary period who have voluntarily moved to a new classification, e
are ineligible to apply for other County classifications. B R}

The following language only applies to employees who are in job classes that were covered by
the following collective bargaining agreements on December 31, 2011.

(AFSCME 1258)

Lateral Transfers within the same job, classifications yithin-the-bargaining-unit shall be granted _-{ Formatted: Not Highlight

based exclusively on seniority. ( Formatted: Not Highlight

(AMHS-HSD) - "{ Formatted: Strikethrough
Employees other than probationary, who accept a lateral transfer may return to their former

position within sixty (60)days of said transfer, if the position is still vacant, and if either the
Employer or the employee decides he/she is not suitable for that position,
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A

Some departments in Rock County require their employees to wear uniforms, logo wear, or
personal protective equipment. If a Department Head determines that this requirement is in the
best interest of the County for operational purposes, the County will provide the uniforms or
logo wear attire to staff. Department Heads will order the attire through central purchasing
from the County’s authorized clothing vendor,

The exceptions to this policy are for those employees that have negotiated agreements through
current collective bargaining and those listed below:

Correctional Supervisor - yéarly allowance in a separate check of $635.00

The Employer will pay to each Public Works Superintendent, Shop Supetintendent, or Store
- Keeper, a one-time annual payment of $250.00, in return for which each Employee shall be
required to wear approved safety glasses and safety shoes during all working hours in
accordance with posted work rules.

As determined by the Information Technology Director, Information Technology staff with responmbllxtlus for
after-hours support. will be reimbursed $510 per year for the cost of home Internet service,

The following language only applies to employees who are in job classes that were covered by
the following collective bargaining agreements on December 31, 2011,

(AFSCME 1258)

The Employer will pay a yearly uniform allowance of $50 to each LPN, CNA, ESW, ATA and
to each employee working in the food service department, at Rock Haven. $25 will be paid-to
materials supply clerks.

All employees will receive the uniform allowance on the first paycheck of the year.

Newly hired employees will receive the uniform allowance on their first paycheck after date of
hire.

(AFSCME 1077)
The Employer will provide and clean all uniforms it requires for Employees of the
Department of Facilities Management, and those Employees of the Department of Public Works

assigned to Parks and Airport, Public Works — Shop Crew Leader, Maintenance Worker,-
Parks/Highway Patrol Worker, Machinists, Mechanics and Welders at no cost to the Employee.
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" The Employer will pay to each Employee a one-time annual payment of $250.00, in return for
which each Employee shall be required to wear approved safety glasses and safety shoes during
all working hours in accordance with posted work rules.

Damage to Personal Articles & Clothing. In the event that personal clothing/articles of an

employee are damaged in the employee’s normal course of duties and as a result of the actions of -~

a third party, the County will replace the clothing or articles by payment to the employee of a sum
that represents a fair market value of clothing or articles at the time of damage. Employees

receiving a clothing allowance shall be incligible for reimbursement for items damaged that are - :

eligible for purchase under the allowance. The amount of reimbursement shall not exceed $150
per employee per incident.

The incident causing such damage and the value of the clothing or articles damaged, may be
subject to verification by a competent witness at the request of the Employer. It will be the sole
Jjudgment of the Employer what market value is attached to the particular article or piece of
clothing, which shall not be arbitrary, capricious or discriminatory.

YSC
Employees will be reimbursed up to $50 for damage to personal articles and clothing; and up to

$150 for damage to corrective lens replacement by acts occurring while acting within their
official capacity.
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy: Union/Association/Employee Group
Policy No: 5.46

Effective: 1/1/2017

Revising: 1/1/2015

Bulletin Boards. The Employer shall provide bulletin boards or bulletin board space in
designated areas that all employees going about their normal duties shall be able to see. The
group representative shall have the right to post group related notices on such bulletin board.

Collective Bargaining/Labor Management. Group representatives shall be permitted to
participate in collective bargaining sessions and labor management sessions. If the sessions are
conducted during the regular and normal schedule of daily working hours for such
representative, ot in the case of a representative who works a 2™ or 3% shift, the County shall
pay straight time wages for the time spent in such sessions to two representatives from the
employee group.

s v-»f'ﬁormatted: Strikethrough

Seniority Roster ﬂ%e—gfeupﬂrepfes_, tative-will

upon request,

Union/Association/Employee Group. The Union /Association/Employee group shall not
conduct union / association/employee group business during working hours of employees.
Whenever a uaten representative is conducting unien business with the employer they will be
paid at straight time. This tlme will not be used to calculate overtime.

Representation. [f an employee chooses to have a representative during a meeting with the
employer, it is the employee’s responsibility to make arrangements for that representative to
attend. The employee will be allowed to have a representative of their choice who is not a
supervisor or manager within Rock County. The representative will be limited to listening and
advising the employee but will not be allowed to speak in place of the employee. When an
employee is acting as a representative, the employee miust request a release from their
appropriate Supervisor at least twenty-four hours in advance of such activity. The time limit
shall be waived when the scheduling of said activity is subject to control of the County.

Payment for Representation, Whenever an employee is aclmg as a representative they will be r{ Formatted: Not Strikethrough

paid at straight time. This time will not be used to calculate overtime.

~""‘{Formatted: Not Strikethrough

Union/Association/Employee Group. The Union/Association/Employee Group agrees to notify
the Human Resource Director in writing of the names of representatives who have been selected
{o represent Employees in meetings with management. One /Representative shall be permitted
to investigate and process a grievance during working hours without loss of pay.

B e e e A e e e e T 5 e 8 S e e o b
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Deductions: Rock County will not make fair share deductions or union dues deductions from
compensation of general municipal employees.
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Administrative Policy & Procedure Manual
Section: Human Resources

Policy: Vacation Schedules
Policy No:"5.47
Effective: HH20161/1/2019

A

Revising: 11/20441/1/2016

The Unilateral Vacation Scheduled can be found in the Rock County Ordinance 18.506
(http://www.co.rock.wi.us/hr)

The following language only applies to employees who are in job classes that were covered by
the following collective bargaining agreements on December 31, 2011,

(AFSCME 1077, 1258, 2489, AMHS RH, AMHS-HSD, ATTORNEYS, YSC, Public Health
) Nurses)

Employees shall be entitled to annual paid vacation as follows: upon the completion of one
year, ten working days; in addition, Employees-shall be entitled to one

additional day of vacation per year for each additional year of employment, upto a
maximum of twenty-five working days of vacation per year according to the following
schedule:

After 2 years — 11 days After 10 years — 19 days
After 3 years — 12 days After 11 years — 20 days
After 4 years — 13 days : After 12 years— 21 days
After 5 years — 14 days After 13 years— 22 days
After 6 years — 15 days After 17 years — 23 days
After 7 years — 16 days After 18 years — 24 days.
After 8 years — 17 days After 19 years — 25 days

After 9 years — 18 days
(AMHS-HSD)

For employees who are in job classes that were covered by the AMHS HSD contract on
12/31/2011, vacation pay and/or time off, shall be earned on a pay period rate, and available for
immediate use in the following pay period and thereafter. Said time off may be used in time
blocks of eight hours or less to a minimum of thirty minutes.

Probationary Employees. Employees shall accrue, but not be entitled to utilize vacation
benefits during the first six (6) months of probation.

(ATTORNEYS)

Altorneys may take five days of vacation during the second six months of their employment,
five days during the third six months, five and one-half days during the fourth six months, five
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and one-half days during the fifth six months, and six days during the sixth'six months, if they
desire. No more than two periods of earned vacation may be accumulated or taken without the
consent of the Human Resource Director. Attorneys earn five days of vacation during both six

month penods the first year of employment, five and one-half days each six month period of the { Deleted: §
second year, six days each six month period during the third year and contmumg in the same i o
manner thereafter, up to a maximum of twenty-two working days of paid vacation per year.

F85-1-Employees, upon separation, shall have all unused and accrued vacation credits (which { Formatted: Strikethro'ugﬁ
are earned as specified above) contributed to a Post Employment Health Plan (PHEP). o

PART TIME EMPLOYEES:

(AMHS HSD)

Al regularly scheduled part-time employees will be allowed paid vacation on a pro-rated T : e
amount based on actual hours paid. i

(AFSCME 1258)

Regular part-time employees shall be entitled to vacation benefits on a pro-rata basis based on
actual hours worked, excluding over time hours,

(AMHS RH)

All regularly scheduled part-time employees will be allowed paid vacation on a pro-rated
amount based on actual hours paid.
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Administrative Policy & Procedure Manual
Section: Human Resources
Policy: Worker's Compensation/Employee on the Job Injury Procedure

Policy No: 5.51 SR

Effec‘uve -L/—IQOJ—’H/IDO 19
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The following is procedural information employees will be expected to follow for reportmg an R

on the job injury and submitting a worker’s compensation claimg. This information has been
placed in a flyer and is sent to any employee who submits an on-the-job injury/illness claim to
the County. The flyer serves as notification to all employees of the procedures they are
expected to follow. Supervisory staff should use this information as a guide with their
employees who sustain an on-the-job injury/illness. '

- EMPLOYEE - REPORTING AN ON THE JOB INJURY/ILLNESS:

When an employee is injured on the job or contracts an illness on the job, they must complete
the Employee’s First Report of Injury form. This form is available through the supervisot or
Human Resources Department or on the County Intranet under the HR Department tab and
Safety. The direct supervisor and Department Head must sign the form, and then submit it to
the following:

o Sheriff’s Office: Payroll
e Public Works: Payroll

. All other County Departments: Human Resources Department

The appropriate payroll department then fills out a transmittal form (WKC) and sends that form
to Rock Coumy s workers’ compensation carrier along with a copy of the employee’s first
report of injury form so that a file can be opened.

SUPERVISOR-REPORTING

Any time an employee is injured on the job, the employee’s immediate supervisor will conduct
an investigation within 24 hours of the time the employee reports the injury. The supervisor
will complete the Supervisor’s Accident/Injury Investigation Report and send it to the
appropriate department that completes the WKC form.

TREATMENT FOR INJURIES:

Injured employees requiring hospitalization and/or treatment by a Phystclan or Chlropractor

Formatted: Strikethrough

shall have the treating practitioner complete g { Formatted: Strikethrough

County Return to ka Form
Work Form

; {Formatted; Not Highlight

immediately after the exam, This form must be obtamed and returned after each and every N { Formatted: Strkethrough

doctor appointment. . ‘ﬂ\; { Formatted: Not Highlight

T Formatted: Strikethrough
200 R

—_—h A AL A S




Individuals who have been hospitalized for job-related injuries must call or personally report
their status to their supervisor/department head immediately upon discharge from the hospital,

FOLLOW-UP VISITS:

Employees are required to attend all scheduled follow-up visits. Individuals who miss follow-

up ,appomtments and have not returned to their jobs because of their injury may lose continuing .- { Deiefed:q

benefits and also be considered absent without permission from theirjobs.

Employees are expected to make appointments outside of work hours whenever possible,
LOST TIME:

Employees who will be off work beyond the day the injury occurred, are considered to have
sustained a “lost-time injury”. The employee is only permitted to be off work on a‘job-related
injury if a Physician/Chiropractor has certified the time off. This certification of time off may
be subject to concurrence by a Physician of the employer’s choice.

TRANSITIONAL WORK ASSIGNMENTS:

Transitional work assignments (“light duty™) allow an employee to return to work on an
accommodated basis during their healing period. Physicians/Chiropractors determine the
restrictions and physical limitations necessary to the employee’s condition. The supervisor, in
conjunction with Human Resources, will determine the employee’s transitional working
assignment. Transitional work may be assigned in a department other than the employee’s
current department and may involve a change of shift. If transitional work is not available, the
employee must remain off the job until released by the Physician/Chiropractor or restrictions
and physical limitations change to allow for a transitional work assignment, Transitional work
assignments are only available while the employee is subject to temporary restrictions and in a
healing period. Availability of transitional work assignments will be re-evaluated every ninety
(90) days, for as long as necessary. Upon this re-evaluation, the transitional work assignment
may be extended, a different transitional work assignment may be selected or the availability of
the transitional work assignment may be rescinded.

Employees are expected to comply with restrictions and physical limitations in activities outside
of work as well as on the job. ,

RELEASE OF INFORMATION:

The employee will be requested to sign a release of medical information in order for the County
and its agents to obtain pertinent medical information from private care providers or hospitals,
This information is vital to the continuation and/or payment of benefits to which the employee
may be entitled. Rock County employees are expected to comply with requests

for information from our Third Party Administrator,

.
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BILLS, MEDICAL REPORTS, ETC.:

All documents received that relate to the injury must be submitted to Human Resources or
Payroll (for-RiH-PWD, and Sheriff's Dept). The employee should not assume that bills they
receive at their residence are copies and that originals have been sent to the insurance carrier for
payment, '

These procedures apply to all employees. Failure to follow these procedures may cause a delay
in payment of worker’s compensation or loss of compensation. Diseiplinary action may be
initiated as well. Employees should contact the Human Resource Department with questions,
regarding worker’s compensation claims.
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