
1. Call to Order 

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 

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" 
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 

Account Number Account Name 

01-1320-0000-63100 OFC SUPP & EXP 

01-1320-0000-64200 TRAINING EXP 

COMMITTEE REVIEW REPORT 
FOR THE MONTH OF OCTOBER 2018 

PO# Check Date Vendor Name 

P1801846 10/18/2018 US BANK 

P1801846 10/18/2018 US BANK 

COUNTY ADMINISTRATOR PROG TOTAL 

10/25/2018 

Inv/Enc Amt 

40,57 

98.74 

139.31 

I have reviewed the preceding payments in the total amount of$139.31 

Date: 

COMMITTEE: CB- COUNTY ADMINISTRATOR 

Dept Head-,------------------

Committee Chair 

Page: 1 



Rock County 

Account Number Account Name 

03-1110-0000-63107 PUBL & LEGAL 

03-1110-0000-64201 CONVENTION EXP 

COMMITTEE REVIEW REPORT 
FOR THE MONTH OF OCTOBER 2018 

PO# Check Date Vendor Name 

P1800068 10/11/2018 BLISS COMMUNICATIONS INC 

P1801846 10/18/2018 US BANK 

COUNTY BOARD PROG TOTAL 

10/25/2018 

Inv/Enc Amt 

208.73 

2,511.00 

2,719.73 

I have reviewed the preceqing payments in the total amount of$2,719.73 

Date: Dept Head __________________ _ 

Committee Chair 

COMMITTEE: CB - COUNTY BOARD Page: 2 



Rock County 

Account Number Account Name 

06-1620-0000-63300 TRAVEL 

COMMITTEE REVIEW REPORT 
FOR THE MONTH OF OCTOBER 2018 

PO# Check Date Vendor Name 

P1802361 10/18/2018 US BANK 

CORPORATION COUNSEL PROG TOTAL 

I have reviewed the preceding payments in the total amount of$89.00 

10/25/2018 

Inv/Enc Amt 

89.00 

89.00 

Date: 
Dept Head __________________ _ 

Committee Chair 

COMMITTEE: CB- CORPORATION COUNSEL Page: 3 



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 

08-1420-0000-61920 PHYSICALS 
P1800119 10/18/2018 WISCONSIN DEPARTMENT OF JUSTIC 253,30 
P1801806 10/18/2018 US BANK 136.15 
P1802501 10/25/2018 STANARD AND ASSOCIATES 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) 

0 8-1420-0000-64200 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 COM PENT 
P1802442 10/11/2018 COMMUNITY ACTION INC OF ROCK A 1,200.00 
P1802443 10/11/2018 COMMUNITY ACTION INC OF ROCK & 40D.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 44.70 
P1802465 10/11/2018 HOMETOWN NEWS LIMITED PARTNERS 371.50 

HUMAN RESOURCES PROG TOTAL 20,658.49 

COMMITTEE; CB. HUMAN RESOURCES Page: 4 



Rock County 

Account Number Account Name 

COMMITTEE REVIEW REPORT 
FOR THE MONTH OF OCTOBER 2018 

PO# Check Date Vendor Name 

10/25/2018 

Inv/Enc Amt 

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

Date: Dept Head __________________ _ 

Committee Chair 

COMMITTEE: CB - HUMAN RESOURCES Page: 5 



Rock County 

Account Number Account Name 

19-1910-0000-65103 PUBLIC LIABILITY 

19-1932-0000-64904 SUNDRY EXPENSE 

COMMITTEE REVIEW REPORT 
FOR THE MONTH OF OCTOBER 2018 

PO# Check Date Vendor Name 

P1801887 10/04/2018 STRANG PATTESON RENNING LEWIS 

PROPERTY & LIABILiTY INSURANCE PROG TOTAL 

P1801807 10/18/2018 US BANK 

EMPLOYEE RECOGNITION ACTIVITY PROG TOTAL 

I have reviewed the preceding payments In the total amount of$2,277.35 

10/25/2018 

Inv/Enc Amt 

1,952.50 

1,952.50 

324.85 

324.85 

Date: 
Dept Head __________________ _ 

Committee Chair 

COMMITTEE: CB - ALL OTHER GENERAL GOVERNMENT Page: 6 



RESOLUTIONNO. lS-lOA-lOl AGENDA NO. __ 12_· ._F_. (_l-,-) __ _ 

RESOLUTION 
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 

1 WHEREAS, a major focus of the recently concluded work of the Ad Hoc Committee on the Airport 
2 Future was analyzing the management structure; and 
3 

4 WHEREAS, the final report of the Ad Hoc Committee to Study the Future of the Airport (Southern 
5 Wisconsin Regional Airport or SWRA) recommended: 
6 

7 

8 

9 
10 
11 

12 

13 

14 

15 

16 

" ... 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. 

1 7 The Ad Hoc Committee in recommending this option requested the Corporation Counsel to 
18 determine its feasibility. Subsequently, Rock County Corporation Counsel Rich Greenlee stated 
19 that County Board Rule IV (F) states that "each committee shall be composed of a majority of 
20 County Supervisors and such additional members as required by law and approved by the 
21 County Board. In order to have an "Airport Board" have more citizen members than County 
22 Board supervisors, this rule would also need to be amended. Amending the County Board rules 
2 3 normally occurs during the election of a new term of county board members which would be in 
24 April of 2020. Amending the Board rule prior to this date would require a 2/3rds vote of the 
25 County Board." 
26 

27 NOW, THEREFORE, BE IT RESOLVED that the Rock County )3oard of Supervisors in session this 
2 8 __ day of _____ ~ 2018, does hereby Amend the Rock County Board Rules of Procedure 
2 9 as follows (new language is tmderlined; deleted laHguage is showil with a strikethrough): 
30 

31 

32 

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

33 F. Except-for the Airport Board as articulated in Rule V.O., or when uniformly mandated to 
3 4 the contrary by law, each committee shall be composed of a majority of County Supervisors 
35 and such additional members as required by law-these Rules and approved by the County 
36 Board. No committee may create sub-committees or otherwise subdivide committee 
37 responsibilities, unless authorized by the whole County Board. Any committee may rely on 
38 its members, County staff, or other individuals ·or organizations to conduct research and 
3 9 provide additional information to the committee for. the purpose of fulfillirig its 
4 o responsibilities. Such research or information gathering, when conducted cooperatively 
41 without a quorum of the committee, shall not be considered a sub-committee or 
4 2 governmental body unless creation of a sub-committee has been previously approved by the 
4 3 County Board. 
44 
45 2. RULE V.A. is amended to read as follows: 
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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 Public Works that includes 
highway, atff3el4,- parks and motor pool operation. 

4. RULE V.O. is created to read as follows: 

82 0, Airport Board 
83 (I) The committee shall be composed of nine members, of which three shall be County 
8 4 Board Supervisors. Six members shall be drawn from the community, and not elected to 
8 5 any county office, or employed by Rock County, and shall have a demonstrated interest or 
8 6 competence in the field of aviation. 
87 

8 8 (2) The Airport Board shall have policy supervision over the Southern Wisconsin Regional 
89 . Airport 
90 

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



Respectfully submitted, 

PUBLIC WORKS COMMITTEE 

~) 

Betty 1o Bussie, Chair\.../ 

~F 
Brent Fox, Vice Chair 

6-a--:?=-=-~ 
Brenton Dris<\011 

~R&:14 
Ab sen+ 

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 IV-J. 

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. 

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 

f~~ 
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 Airpoti 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 "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. 

(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 Airport Board and include: 

(1) The Board shall consist of nine (9) members: three County Board of Supervisors and s.ix 
community members - specifically those possessing aviation-related expertise and said 
experience. 
(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. 



RESOLUTION NO. ------- AGENDA NO, _____ _ 

RESOLUTION 
ROCK COUNTY BOARD OF SUPERVISORS 

Public Safety & Justice Committee 
INITIATED BY 

Public Safety & Justice Committee 
SUBMITTED BY 

Randy Terronez 
DRAFTED BY 

October 30, 2018 
DATE DRAFTED 

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

WHEREAS, the Rock County Board of Supervisors approved Resolution #16-l0A-13 l on October 13, 
2 2016 which continued Rock County's relationship with Dane County to provide Medical Examiners 
3 services, contained within an intergovernmental agreement; and 
4 
5 WHEREAS, the Intergovernmental Agreement expires on December 31, 2018; and, 
6 
7 WHEREAS, Dane County has been providing professional and administrative services to Rock County 
8 since the transition from a coroner system to a medical examiner system in late 2014; and, 
9 

1 0 WHEREAS, Dane County is agreeable to another two-year agreement to provide professional and 
1 1 administrative services which have been incorporated into the preliminary 2019 budget. 
12 
13 NOW, THEREFORE, BE IT RESOLVED, that the Rock County Board of Supervisors duly 
14 assembled this __ day of _____ , 2018 approves the Dane County Intergovernmental 
15 Agreement that delineates the roles and responsibilities of each county for the period January 1, 2019 
16 through December 31, 2020, 

Respectfully Submitted, 

PUBLIC SAFETY & JUSTICE COMMITTEE 



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 

Terry Thomas 

Bob Yeomans 

FISCAL NOTE: 

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

Sherry Oja 
Finance Director 

LEGAL NOTE: 

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

---



Executive Summary 

Approving the Intergovernmental Agreement with Dane County for Medical 
Examiner Services 

Effective in 2015, 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 Janumy 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 Medico legal 
Investigators) and a pmi-time office person. 

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

Caseload Budget 
2019 2020 2019 2020 

A. Office Admin./Oversight 12 hrs/wk 12 hrs/wk $ 46,420 $ 48,049 
B. Forensic Case Review 900 900 $ 39,016 $ 40,376 
C. Management - Pathologists 2 hrs/wk 2 hrs/wk $ 14,623 $ 15,081 
D. Autopsy Medicine 152 152 $ 166,408 $ 171,152 
E. Transportation - Autopsies 304 304 $ 37,108 $ 37,980 
F. External Exams 10 10 $ 4,085 $ 4,224 
G. Transportation - External Exams 20 20 $ 2,441 $ 2,499 

Total - IGA Services $ 310,101 $ 319,361 

H. Autopsy Fee - Additional $ 1,339 $ 1,376 
I. External Exam - Additional $ 835 $ 854 



RESOLUTION NO. ______ _ AGENDA NO. _______ _ 

RESOLUTION 
ROCK COUNTY BOARD OF SUPERVISORS 

Criminal Justice Coordinating 
Council 
INITIATED BY 

Public Safety & Justice 
Committee 
SUBMITTED BY 

Elizabeth Pohlman McOuillen 
DRAFTED BY 

October 16, 2018 
DATE DRAFTED 

SUPPORT FOR INCREASED PUBLIC DEFENDER ACCESS AND COMPENSATION 

1 WHEREAS, the Sixth Amendment to the United States Constitution guarantees those charged with 
2 crimes the right to a speedy, public trial by jury, the right to confront accusers, and the right to the 
3 assistance of counsel; and, 
4 

5 WHEREAS, the United States Supreme Court in 1963 established that the government must provide 
6 counsel if a defendant cannot afford it and other cases have established that the assistance must be 
7 effective, not merely a lawyer appearing, unprepared, for a defendant; and 
8 

9 WHEREAS, the State Public Defender often provides representation to indigent defendants using 
10 certified private attorneys who are reimbursed at the nation's lowest hourly rate of$40, which was set by 
11 the Legislature more than 20 years ago in 1995 when the rate was reduced from $50; and, 
12 

13 WHEREAS, lack of representation for indigent clients causes a backlog in the criminal justice system, 
14 leads to longer pre-trial periods of detention in county jails, inefficiency for courts, and slower justice for 
15 victims, creating a burden on the courts and Wisconsin Counties. 
16 

1 7 NOW, THEREFORE, BE IT RESOLVED that the Rock County Board of Supervisors duly assembled 
1s this __ ·_ day of ______ , 2018, does hereby implore the Wisconsin legislature to provide 
19 adequate resources to the State Public Defender's Office for representation of indigent clients by 
20 increasing the rate ofreimbursement for assigned attorneys consiste11t with the reasoning of the 
21 Wisconsin Supreme Court in its Decision in In re the Petition to Amend SCR 81. 02, decided and filed by 
22 the Court on June 27; 2018, to $100/hour, which will ensure the prompt appointment of counsel. 
23 

24 BE IT FURTHER RESOLVED that the County Clerk be authorized and directed to send a copy of this 
25 resolution to Governor Walker, the Rock County L~gislative Delegation and the Wisconsin Counties 
2 6 Association. 

Respectfully submitted, 

PUBLIC SAFETY & JUSTICE COMMITTEE 

K raHawes 

~v--'f~ 
Brian Knudson 



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 ~mµ 
County Administrator 

FISCAL NOTE: 

This resolution is advisory only and has no direct fiscal impact on Rock County operations in and by 
itself. 

Sherry Oja 
Finance Director 

LEGAL NOTE: 

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 victims. 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 servicesr 



RESOLUTION NO. ______ _ AGENDA NO. ______ _ 

RESOLUTION 
ROCK COUNTY BOARD OF SUPERVISORS 

County Board Staff Committee 
INITIATED BY 

County Board Staff Committee 
SUBMITTED BY 

Annette Mikula, HR Director 
DRAFTED BY 

November 6, 2018 
DA TE DRAFTED 

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

PERSONNEL POLICY WAGE APPENDIXES 

1 WHEREAS, it is necessary to adjust the Employee Pay Plans periodically to ensure that they continue 
2 to reflect salary rates which are competitive for those job classes covered by the Plans; and, 
3 
4 WHEREAS, the County has already settled with the Deputy Sheriffs Association, and the Deputy 
5 Sheriffs Supervisor Association, where they have received 2019 total package increases of2.00% 
6 effective January 1, 2019 for Supervisors, and February 15, 2019 for Deputy Sheriffs; and, 
7 
8 WHEREAS, it is proposed to increase all employee Pay Plans by 2.00% effective January 1, 2019. 
9 

10 NOW, THEREFORE, BE IT RESOLVED, that the Rock County Board of Supervisors duly 
11 assembled this . day of _______ , 2018 does hereby approve the County's 2019 Pay 
12 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 Sweeney 

Richard Bostwick Terry Thomas 

Henry Brill Bob Yeomans 

Betty Jo Bussie 



APPROVING THE 2019 WAGE RA TES FOR EMPLOYEES, EXCEPT REPRESENTED LAW 
ENFORCEMENT EMPLOYEES, AND AMENDING THE PERSONNEL POLICY WAGE 
APPENDIXES 
Page 2 

FISCAL NOTE: 

2019. 

Projected Base 
Compensation 

$58,097,312.37 

f¥ 
Sherry Oja 
Finance Director 

LEGAL NOTE: 

Add'! Base 
Compensation 

$1,161,906 

Wage 
Increase 

2.00% 

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

~"d Green!:{ /_ 
Corporation Counsel 

ADMINISTRATIVE NOTE: 

~::~ 
County Administrator 



APPROVING THE 2019 WAGE RA TES 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 Sheriffs Association, and the Deputy Sheriffs 
Supervisor Association, where they have received 2019 total package increases of 2.00% effective 
January I, 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. 



RESOLUTION NO. ______ _ AGENDA NO. _____ _ 

RESOLUTION 
ROCK COUNTY BOARD OF SUPERVISORS 

County Board Staff Committee 
INITIATED BY 

County Board Staff Committee 
SUBMITTED BY 

Annette Mikula, HR Director 
DRAFTED BY 

November 6, 2018 
DA TE DRAFTED 

SETTING THE 2019 SALARY OF THE COUNTY ADMINISTRATOR 

1 WHEREAS, the County Administrator's current salary is $135,321.39; and, 
2 
3 WHEREAS, the County Board Staff Committee reviewed the County Administrator's salary, other benefits, 
4 and the annual adjustments recommended and received by other County employees for 2019; and, 
5 
6 WHERAS, the County Board Staff Committee recommends a 2.00% increase to the County Administrator's 
7 salary and benefits effective 1-1-19, which is consistent with adjustments for other County employees. 
8 
9 NOW, THEREFORE, BE IT RESOLVED, that the Rock County Board of Supervisors duly assembled on 

10 this ___ day of ________ , 2018 does hereby authorize that the County Administrator's salary 
11 be adjusted by 2.00% effective 1-1-19. 
12 
13 BE IT FURTHER RESOLVED, that the health insurance plan granted other Unilateral employees be 
14 continued. 
15 
16 BE IT FURTHER RESOLVED, that the dental plan available to Unilateral employ·ees be continued. 
17 
18 BE IT FURTHER RESOLVED, that the current car allowance of $6,000 annually be continued and the 
19 current expense allowance of $2,000 annually be continued. 
20 
21 BE IT FURTHER RESOLVED, that the County continues to contribute annually to a deferred compensation 
22 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. 

Corporation Counsel 

FISCAL NOTE: 
2018 

Base Compensation 
$135,321.39 

6,000.00 
Expense Allowance 2,000.00 
Deferred Compensation 5,500.00 

Salary 
Car Allowance 

/y:~ 
Sherry Oja 
Finance Director 

ADMINISTRATIVE NOTE: 

M~attec ofpo~ 

ith 
ty Administrator 

Increase 
2.00% 

$500.00 

2019 Base 
Compensation 

$138,027.82 
6,000.00 
2,000.00 
6,000.00 
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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 Sheriffs 
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. 



RESOLUTION NO. 18-llD-124 AGENDANO. 12.C,(l) 

RESOLUTION 
ROCK COUNTY BOARD OF SUPERVISORS 

FORMER SUPERVISOR 
BILLY BOB GRAHN 
INITIATED BY 

SUPERVISORS STEPHANIE 
AEGERTER AND VICKI BROWN 

SUBMITTED BY 

SOUTHERN WISCONSIN ALLIES 
OF NATIVE NA TIO NS 
DRAFTED BY 

OCTOBER 16, 2018 
DATE DRAFTED 

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

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

3 repression; and 
4 

5 WHEREAS, the Rock County Board of Supervisors recognizes that the Indigenous people of this 
6 hemisphere, that would later be known as the Americas, have lived on these lands since time 
7 immemorial and the Rock County Board of Supervisors recognizes the fact that Rock County is built 
s upon the homelands of the Indigenous people of this region; and 
9 

10 WHEREAS, the Rock County Board of Supervisors values the many contributions made to our 
11 community through Indigenous people's knowledge, labor, technology, science, philosophy, arts, land 
12 conservation techniques, along with deep spiritual cultural practice helped shaped the character of the 
13 land known as Rock County; and 
14 

1s WHEREAS, the Rock County Board of Supervisors will continue to support Indigenous Nations 
16 social and environmental justice, religious freedom and tribal sovereignty efforts; and 
17 

18 WHEREAS, the Rock County Board of Supervisors honors our country's indigenous roots and correct 
19 history, and seeks with this celebration to bring greater understanding of diversity by inclusion of 
20 indigenous people's culture and voice to the table in Rock County, Wisconsin; and 
21 

22 WHEREAS, the Rock County Board of Supervisors will recognize the desire of all Indigenous people 
23 representing all 567 tribal nations to celebrate the second Monday in October as indigenous peoples 
24 day, with special attention to Wisconsin's 12 federally-recognized tribal nations, and 
25 

26 NOW, THEREFORE, BE IT RESOLVED by the Rock County Board of Supervisors duly 
2 7 assembled this __ day of ____ 2018, to affirm and proclaim that the second Monday in October 
28 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 IO I 8 
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00 
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FISCAL NOTE: 

No fiscal impact. 

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: 

County Administrator 

12.C. (2) 
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RESOLUTION NO. ____ _ AGENDA NO. ______ _ 

Annette Mikula 
INITIATED BY 

County Board 
Staff Committee 
SUBMITTED BY 

ORDINANCE 
ROCK COUNTY BOARD OF SUPERVISORS 

Amy Spoden. Asst. Human Resource Director 
DRAFTED BY 

November 6. 2018 
DA TE DRAFTED 

AMENDING THE COUNTY'S PERSONNEL ORDINANCE 

WHEREAS, 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 Depaiiment 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 Couilty Board of Supervisors assembled this 
___ day of _______ , 2018 does hereby amend Chapter XVIII, the County's Personnel 
Ordinance as follows: 

Section 4: Salary Administration 
Produetivity/Ineentivc ,"',wards 

18.406 

Extraordinary productivity/incentive awards may be granted in recognition of exceptional performance in 
addition to an employee's regular pay. Recommendations for such pay shall be initiated by the employee's 
supervisor and/or Department Head, revievv'ed and approved by the Human Resources Director, County 
Administrator, appropriate Governing Committee-and-the County Board Staff Committee~ecifie 
guidelines for the administration of the Productivity/Incentive Awards Program shall be the responsibility 
ef-the Human Resources Director to establish and maintain subject to approval by the County 
Administrator and County Board Staff Committee. Such requests shall be in v,riting and supported-by 
evidence of the follovling; · 

(a) The employee has personally conceived and suggested a procedure or--aevice 
which has resulted in substantially greater operating efficiency or in a mm·ked 
decrease in operating eicpensef¥,-Bf; 

~~erformed extensive collateral d,ities or has continually 
completed difficult work assignments, which significantly increased the efficiency 
and effectiveness of his/her~rogram or the County service. 

Section 5: Fringe Benefits 
Holidays 

18.501 

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

(a) 
(b) 

(c) 
(d) 
(e) 
(f) 

New Year's Day 
Spring Holiday to be observed the Friday immediately preceding 
Easter 
Memorial Day 
July 4th 
Labor Day 
Thanksgiving Day 
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(g) 
(h) 
(i) 
(j) 
(k) 
(I) 

Friday following Thanksgiving 
Day before Christmas 
Christmas Day 

One Floating Holiday 
Any additional holiday granted by the County Board. 
The County Administrator may designate additional holidays in 
1mus1ial 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 who are required to work a holiday, will be pahl or granted compensatory time off at a 
rate of time and one half and reeeiV&!llHl<lditional day in lieu thereof', 

Pool/Relief of Unilateral A positions who are required to work a holiday will be paid at a rate of time and one 
ltal-f. 

Fef-s-upervisors working at the 911 Communication Cehter, '.Vho are required to work on a holiday, they will-be 
paid or grante&-00fl1pensatory time off at a rate of time and one half for all hours worked between 7:00 a.m. the 
day of the holiday through 6:59 a.m. the day after the holiday, and earn 8 hours of holiday time in lieu of 

Whenever a designated holiday falls on an employee's scheduled day off, an additional day shall be granted in 
lieu thereof, 
Unilateral C Employees (FLSA ei,empt) who work on a holiday shall receive a day in lieu thereof. 

Regular part time e~es-whe-+1ormally work siKteen or more hours per week shall be paid for holidays 
wh-ich fall on days for which they would otheiwi-se- be scheduled to work, according to the m1mber of hours for 
which they woald be scheduled to work on that day. 

Whe-n-a-holiday falls within a pcr-iod--B-f leave with pay, the employee shall receive pay for tho holiday, 

When a holiday falls v,ithin a pay period of leave '.vithoat pay, the employee shall receive no pay for the 
lIBlWay, 

In order to receive holiday pay, employees must normally be scheduled to '.vork for not less than 4 hours the 
regular •.vorkday before and not less than 4 hours the regular v,•orkday after the holiday, unless o·n auth~ 
i,aid-time off (sick leave, vac-afiootor on paid FMLA. 

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 1st 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 
January 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 

payro 11 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--ye-ar six months except for an 
educational leave, subject to the following conditions: 
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(I) 

(2) 

(3) 

(4) 

(5) 

(6) 

(7) 

(8) 

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 vAthout 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 leav~ without pay of more than thirty (30) consecutive days is taken, the 
employee's anniversary date shall be moved ahead by the total mimber 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 
Res0tirces Director. 

Employees on leave of absence from the County may not be 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. However, 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 ofthirty
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 increments 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, 

(1) 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, ' 

(2) 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: 

(a) Illness of the employee. 

(b) Illness ofan 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. 

(3) Sick leave shall accrue to a maximum of one hundred thirty days, 

(4) Employees who are absent from work for reasons which entitle them to 
sick leave shall notify their supervisor as close to their regular starting time 
as possible in accordance with Department Work Rules. 

(5) 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, 

c) 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. 

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

(7) 

(8) 

(9) 

(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. 

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 poi'tion 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 f;employees who resign or retire with ten or more years of con
tiirnous 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 Employment 

Discipline/Investigations 
18.607 

285 The purpose of discipline is correcting job behavior and performance problems of employees. 
286 Employees shall be informed of standards of conduct and performance. All staff must notify their 
287 immediate supervisor within twenty-four (24) hours of all arrests and convictions for any ordinance 
288 (other than minor traffic violations), misdemeanor or felony violations that may impact their ability to 
289 complete the essential functions of their position. 
290 
291 No disciplinary action will be taken until a thorough investigation has been completed. Employees 
292 under investigation shall have the right to representation during the investigatory process. The 
293 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 (Grounds for) 
18.608 

The followii1g 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. 

( c) Unauthorized use or abuse of County equipment or prope1iy. 

(d) Theft or destruction of County equipment or property, 

(e) Work stoppages such as strikes or slowdowns. 

(f) Insubordination or refusal to comply with the proper order of an authorized 
supervisor, 

(g) 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. 

(i) Use of official position or authority for personal or political profit or advantage. 

(j) Disregard or repeated violations of safety rules and regulations, 

(k) Incompetence, unprofessional or poor work performance, 

(l) 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". 

(n) Failure to call in or report to work. 

(o) Sleeping during scheduled work hours. 

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

(q) Failure to exercise good professional judgment and/or failure to conform to the 
County's or your Department's goals and mission. 

(r) 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. 

(a) Lunch Periods. 

Lunch Periods and Break Time 
18.614 

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

(b) 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 Depmiment 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'd shift shall 
follow Department Work Rules for lunches and breaks. 

( c )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 

Each employee shall be evaluated at the following periods: 

(a) Probationmy Period (ofone year). 

Administration 
18.702 

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

(b) Probationary Period (ofless than one year). 
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Each employee shall be evaluated one month 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. 

(d) Special. 

A special performance evaluation shall be completed: 

(1) Whenever there is significant change in the employee's performance, 

(2) 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 

441 This grievance procedure is available to all unilateral County employees ( except Department Heads 
442 and elected County Officials), members ofa bargaining unit that previously contained a grievance 
443 J7FOcedure, seasonal and temporary employees of the County. 
444 
445 Limitations: 
446 
44 7 1. A grievance that may be brought by or on behalf of a law enforcement officer using 
448 the procedure specific in Wis. Stat. Section 59.26(8) may not be brought under this 
449 section. 
450 
451 2. A grievance that may be brought by or on behalf of an employee under a grievance 
452 procedure that is contained in a collective bargaining agreement may not be brought 
453 under this section. 
454 
455 3. A grievance filed outside of the specified time lines in 18.806 will be denied. The 
456 employee will forfeit all rights to participate in the grievance procedure as spelled out 
457 in 18.806. 
458 
459 Grievance Procedure 
460 18.806 

461 
462 A formal grievance of an employee shall be handled in accordance with the following procedure. 
463 
464 STEP I. Supervisor. 
465 
466 The employee shall, within seven (7) calendar days of the event giving rise to the grievance or within ten 
467 calendar days of the date he/she could reasonably be expected to have knowledge of the grievance, 
468 present his/her formal grievance in writing on the form designated by the County to his/her immediate 
469 
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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 ilmnediately 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 (I 0) 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 Human 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. Impmiial Hearing Officer (IHO). 

In the event the decision of the Human Resources Director does not resolve the grievance, the employee 
may, within seven (7) calendar clays, 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 pmiies. 

a. The I Iuman Resourees DirectBF Office of Corporation Counsel shall upon receipt of 
a written hearing 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. 

c. The Human Resources 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 Directer-'-s attempt to schedule the meeting or does not attend a 
schec\ulec\ 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 pmiies. 
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e. The Impmiial Hearing Officer, with the consent of both parties, may use his/her best 
efforts to mediate the grievance. 

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

g. 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. 

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

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

j. Formal rnles of civil procedure will not be followed. 

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

I. The Impartial Hearing Officer shall provide a written decision within thiiiy (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. 

111. The Impmiial 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 detern1ination 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 ofreceipt 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. 

b. 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. 

c. 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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d, 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. 

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

f, The County Board's consideration of the appeal will be limited to a review of 
the Impartial Hearing 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, 

g. 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. 

h, The County Board shall give due deference to the decision and recommendation 
of the Impartial Hearing Officer and his/her decision shall not be overturned 
unless the Board finds by a simple majority vote----tflat by a simple majority vote 
the appealing party has established by evidence that is clear, satisfactory, and 
convincing: (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. 

i. 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. 

j, 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 employee 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. 

Corporation 

FfSCAL NOTE: 

Minimal fiscal impact 

Sherry Oja 
Finance Director 

ADMINISTRATIVE NOTE: 

Rccommeod,~ 

Jo h Smith 
c~, ty Admii~istrator 



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 persotmel 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 proposed 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 

• 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 shin 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 (S)(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 
Adels new language on consequence of failure to follow grievance procedure. 



Memo 

DATE: 

TO: 

FROM: 

CC: 

November 13, 2018 

County Board Staff Committee 

Annette Mikula 

Josh Smith 
Rich Greenlee 

Rock County 
Human Resources 
Department 

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. 

• Policy 4.06 - Social Media 

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

• 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. 

• 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 language 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. 
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• 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 Absence 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 an'51 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 oflanguage. 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 employee'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. 
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• 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 

Oeletes 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). 
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• 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. 
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APPENDIXF 
AMHS-HUMANSERVICES 

Ra~e 1 
Human Services Professional I 

Step 1 Step2 Step3 Step4 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 23.73 24.53 25.29 25.86 

Range2 
Human Services Professional II 

Step 1 Step2 Step3 Step4 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 25.19 26.05 26.86 27.40 

Range3 
Human Services Professional ID 

Step 1 Step2 Step3 Step4 Step 5 Step 6 Step 7 Step 8 Step 9 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 29.22 

Range4 
Human Services Professional IV; Lead Worker 

Step 1 Step2 Step3 Step4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 15 Years 20 Years 
1/1/2018 21.11 21.64 21.98 22.99 24.01 25.00 26.04 27.o7 28.05 29.08 29.96 30.54 

Ra~e5 
Hnman Services Professional V; Lead Worker 

Step 1 Step2 Step3 Step4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 15 Years 20 Years 
1/1/2018 21.85 22.40 22.75 23.80 24.85 25.88 26.95 28.02 29.03 30.10 31.01 31.61 

Range6 
Human Services Professional VI 

Step 1 Step2 Step3 Step4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 15 Years 20 Years 
1/1/2018 I 23.44 24.32 25.22 26.10 27.02 27.88 28.77 29.68 30.60 31.48 32.41 33.06 

Range7 
Hnman Services Professional VII 

Step 1 Step2 Step3 Step4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 15 Years 20 Years 
1/1/2018 I 24.48 25.40 26.35 27.27 28.23 29.12 30.06 31.00 31.96 32.88 33.85 34.52 

Range8 
Human Services Professional vm 

Step 1 Step 2 Step3 Step4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 15 Years 20 Years 
1/1/2018 I 25.41 26.37 27.36 28.31 29.31 30.23 31.21 32.19 33.18 34.14 35.15 35.85 

Range9 
Human Services Professional IX; Lead Worker; R istered Nurse 

Step 1 Step2 Step3 Step4 Step 5 Step 6 Step 7 Step 8 Step9 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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Policy: Cancelled/Voided Checks - · .· · 
Policy 1-lo: 2.0 l 

Effective 3/1/2009 
Revising: I i/1995 

Background 

Each year the County Clerk prepares a resolution identifying checks outstanding for tvlo years 
or more. The County Boai·d considers the resolution at-its annual session pursuant to 
59.64(4)(e) Wis Stats. The payee has siJ( years from the date of the cancellation to request a 
new check be issued. 

Purpose of the Procedure 

This-policy is to clarify when a check is to be cancelled by resolution and when a check is to be 
¥0ffiOO. 

Procedure· 

For any County check issued through the Financial Services Department that is returned to the 
issuing department due to an incorrect address, the issuing department should attempt to verify 
the correct address of the payee/vendor. If a more correct address is ascertained, the department 
will inform Financial Services efthe address c1'1ange for the payee/vendor, and the original 
check ·,viii be resent. 

If t1'1e payee/vendor returns a c1'1eck because the goods or services were not rendered, the check 
shall be timely forwarded to Financial Services, which shall void the check for credit to the 
budget appropriation from which it was drawn. 

Any check returned to any department by the postal service for which no other address is 
known, and the eheek represents a legitimate claim against the eounty, shall be timely 
forwarded in the original envelope to the County Treasurer to be rntai11ed a11d i11cluded i11 tho 
ca11cellatio11 resolution. 

All checks that will 110t be sei:t to the payee/vendor when issued are to be he1,d in the Cotmty 
Treasurer's vault until requested. 
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Background 

Administrative Policy & Procedure Manual 
Section: AFP 

Policy: Carryover of Funds Reque3t 
PolieyNo: 2.02 

Effective 12/1/2016 
Revising: 6/1/2009 

Under Generally Accepted Accounting Principles (GAAP), funds budgeted in one fiscal year, 
but not e)(pended until the succeeding budget year for goods and services received in the 
succeeding year, must be carried over to the succeeding budget year as an amendment to the 
succeeding year's budget. That is, ifa department has committed current year appropriations for 
a good or service on or before-December 31, but has not yet received the goods-or services priOf 
to December 3 I, the CJ,pense must be recognized in the subsequent budget year. In order to 
provide funding for these commitments, it is necessary to carry over the une)(pended 
appropriation. 

For eJrnmple, Resolution 09 I B 186 authorized a contract for the installation of a toilet at Gibbs 
Lake Park budgeted in 2008. The toilet will not be installed until the spring of 2009. 
Resolution 09 2A 195, adopted February 12, 2009, was necessary to carryover the 2008 budget 
apprnpriation to 2009. 

Please note that if goods or services are received in the current budget year but not vouchered 
until the succeeding year, they are recognized as a current year e1,pense as long as they are 
vouchered and approved by the governing committee on or before-the last day of February of 
the succeeding year. In this case, a carryover of funds is filtl required. For e1rnmple, if a 
eepartment orders and receives~ a piece of equipment by December 31, 2008, but is not invoiced 
by the vendor until February 2009, it is still recognized as a 2008--e)(pense as long as the 
payment is approved by the last date in February 2009. 

This carryover prncedure does not apply to state or federal grants that have fiscal years other 
than the calendar year. These grants are automatically carriee over to the succeeding County 
bueget year in accordance with the grant contract. Also, generally speaking, this proceeu're does 
net-apply to non lapsing bueget accounts such as the Arrowhead Library System because these 
uneKpended funds are closed to their own equity account (identified as Funds Forwarded, 
Object Code 46400). Carryover requests are not required for long term capital projects. Long 
term capital pr$ets-are-automatically carried over year to year until the pro;iect is completed. 

Purpose of the Standare Form 

All departments must use the standard form, which is available on the Intranet. The standard 
form is intended to prnvide the basis for the resolution and to inform the Finance Committee 
ane-Geunty Bo are of the reasons for carrying over funds. This information will also facilitate 
the year end closing of the County's books in accordance ·.vith GAAP. The requests approvee 
by the County Administrator will be combined into one resolution for County Board approval, 
whkh--typka-l-ly-o€00rs in February. The County Board will give favorable consieeration to only 
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those earryoveHequests in whieh funds have already been eommitted or specifieally antieipated 
in the adoption of the sueeeeding budget. 

Fill out the form eompletely in the seetion headed 'These seetions to be eompleted by 
requesting department'. Completed forms must be submitted to Finaneial Services no later than 
the third Friday in January. 

II 
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AS , • • , "' mm1strat1ve Polley & PrnceElure Manual 
8ection: AFP 

Policy: Check EnElorsement Proceettre 
Polic:x No: 2.03 

Effective e/1/2009 

Fedefal- legislation, entitleEI the Ex edited C' • d . . . Revising: 3/!/2009 
enElorsements by all parties. /fJ did s Ava.-k,•eillty Act, requires stanElarElizeEI cheek 

This law requires that our enElorsement( ) 8 , preforreEl.s maye m any color ink except purple. Black ink is 

AdElitionally, the payee (endorser) endorsement( ) . 
of the cheek. This includes the Elepartmental <ls must ee 111 the first 1 112 inches on the eaek d en orsement lW!§ the c t , r 
en orsement. The space !imitation "'oulEI als I I loun )reasurer's " o app y o e'lecks with thirEI party endorsements. 

In orEler to comply with the law, it is imperati··e that en . 
possiele, yet contain sufficient information to 'kee ti Elo~se_ments ee m ~he_ smallest type 
Deposit Only'' or "Pay to the orEler of R I C p ;e en o1 sement restnct1ve, such as ·'For oc c ounty reasurer." 

Wlie•, e•61e-:·,g e· , . '": n.,u.orsement stamps, please orde,• as folliJws. 
Lme 011e: your depa.-tme~,t · 
~~ne Two: Cou~,ty of-Reek 
Lme Tflree: For Deposit Only 

Failure to comply with the enElorsement placement El . 
endorsement unreaElaele, which coulEI re;t lt. s an: color stanElarEls coulEI renEler the eank's 
Goonty. 1 111 process111g Elelays anEI fees charged--to-tha 

A ' n_ny quest~ons on proper cheek enElorsements shoulEI Fmanee 01Feetor.e aEldresseEI to the County Treasurer or 
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Administrative Policy & Procedure Manual . 
· Section: f,fllJ\d1nin /·~{F~;~~tte_d_: S-tr-ik-et_h_ro_u;;;···• 

Policy: Contract Review 
Policy No:2.02 ~ .. ,;••"' Formatted: Strikethrough 

. Effective,!?/}l?(ll_6.1(_lj_20_19 __ .... -·;,-F-o_r_m_a_tt-ed_:_S_tr-ik-et-h-ro-u~g-h-------~--=< 

Before any county official signs a legal document, they should ask ~::~~!:fv!~·
1
{11~~:

9q!~~~·:~~~:16 
···""1:F=·~=;m=·····=at=~e=d=;=s~=~i=ke=··~=hr=··~=~g=·h=····===============· .... = ... ~ .... ...,J 

First, has the County Board and/or the appropriate standing committee authorized the action? 
Second, h~s 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. 
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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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j\tjn1inistrati.ve .. P<lliC.1y&. I'rocedu.re. Ma11ual .•··· •·{F~;~~tted; Strik~th~~~~h ····················· ········ ·· ··· ) 
8eetioH: l\FP .. ,, .. _ ........... ,, ............... . 

Policy:· Deposit Requirements 
Policy No: 2.05 

Effective: 12/1/2016 
Revising: 11/1/20 I 6 

• All County departments must make deposits at least weekly, regardless of the amount. 
• Cash receipts totaling $100 or more must be-deposited the day received. 
• Check receipts totaling $1,000 or more must be deposited the day received. 

The County Treasurer balances out at 2:30 p.m. daily. Therefore, to ma)(imize potential interest 
earnings, all departments should make their deposits no later than 2:00 p.m. daily. 

The County Treasurer's daily deposit receipts are reviewed on a regular basis to ensure 
001tipliance with this procedure. 

Standard Deposit Transmittal Form 

I. Deposits by County departments can only be accepted by the County Treasurer when 
accompanied by the Ei,cel spreadsheet Standard Deposit Transmittal Form (SDTF). 

b--The8DTF must be-€00tp1etely filled out (see detailed instructions below). 
3. There are specific SDTFs for each County department (e1rnept for Human Services, Rock 

Haven, and Department of Public \1/orks due to their unique receipting requirements). 
4.--Eaeh department is responsible for completing and printing copies of the SDTF for their 

depofrits.: 
5. Financial Services can assist you with ernating or maintaining your SDTF. You may add, 

delete or modify-aeeeunts as needed. Contact Financial Services if you need assistance. 
6. The SDTF is not used for internal charges for services as these transactions do not involve 

cash eirnhanges. These revenues are recorded by journal entry. 
7. Print three copies of the SDTF and submit two copies to the County Treasurer. The-third 

copy is retained by the department for its files. 

Completing the SDTF: Field Explanations and Detailed Instruetiens 

I. DEPARTME~lT: Printed on your Eirnel SDTF 
2. DATE: Date of Deposit 
3. PAID BY: Identify Payee(s) (e.g. State of Wisconsin) 
4. CASH: Currency and coins. 
5. CHECKS: Personal checks, vendor checks, money orders, ete. 
6. OTHER: Used infrequently; this is for items are that are not cash or cheeks (e.g. Food 
~ 

7. TOTAL: Total of this deposit (formula). 
8. ACCOUNT NUMBER: If you have an account number not included on the form, please 

enter it on the form. 
9. ACCOUNT NAME: Enter the same-as-#& 
10. AMOUNT: The amount of your receipt by revenue account. 

15 

Return.to.Top 



11. DESCRIPTION: The account name typically provides a .b..!:iM description of the transact-ietr. 
However, it~ completed even if it is the same as the account name, as it is imperative 
to have a proper description identifying all receipts. This field is what will appear in General 
Ledger and on reports. The description field will allow 30 characters. If the receipt-pertains 
to an accounts receivable, the first eight (8) characters of the description field ~the 
County's AIR Invoice Number which is being paid. The A/R balance is made up of debits 
by--f;peeific invoice entries. Therefore, eaeh-aeeounts receivable payment must be entered 
separately. 

12. PREV. YR. ACCTS.: Only used in January and February ofeaeh year. This boK is cheeked 
when a receipt must be recorded in the accounts of the prior year's budget. For eimmple, 
&tat&-rei-mbursement is received in January 2006 for services provided in December 2005. 

13. AIR Update: This box is checked when the deposit relates to a collection billed through the 
County's accounts receivable program. Do not cheek prev. yr. aects if they ha,'e been billed 
thru the County's Accounts Receivables program. 

1'1. TOTAL: Total of deposits by account m1mber (formula). This total must be the same as the 
tetal-klentified in item #8 abovea-

Also, the SDTF must be accompanied by an adding machine tape which sums the deposit, 
tmless----the deposit ineludes only one cheek. Both cheeks and cash must be accounted for on 
adding machine tapes. lf tl:e department includes cheeks and cash OR one tape, checks are to be 
listed .!.lrfil and sub totaled, followed by the cash portion of the deposit. 
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. & Procedure Manual Admmistrative Polley Section: AFP 

, ed Checks n~"ey: DishonoredrRet~rn 1-lo· 2 07 
rtm Po icy · · 

Effective: 3/l/2009 
Revising: 3/1997 

lfflEl d tho CoHnty Treasmer an d (NSF) bank aeeount -,. . addresses cheeks retmn~ t:t due to non sufficient fun s, , Tl11S po icy . b k for non Pl?t) me .. 
County's workmgan ek of endorsement, ete. 

d Clerk ofComt by the 

"""'"''"""""'"e<Hcffi r hes the ~, ''"'"' 
t . ed Chec-k--Fee .. , Board of S upcr-¥isors estab is harge represents tho D!sh•""""Rehm, ·tt e efthe Reek C,enl) ~ d .,,. .. payment. The; h;,k. Torn-at 

The µ;,,ne, ~•-;;:; ~oke,· ef ,aeh eheek .-:~:, • .,, te prneess • "'."'7e ,,:; naOOes te .,i,;,, 
by"" Ceeal) '" ad e,peMe, "''""'' "' t ' 200,. D"'""'""'"''•!·" p ak '"" wrn be 
""""~j~~e ;:;::: ,,,. ;, ,ireet ,;,.,, r,'.;.:~~y the ,heek make, ''::~~ ~: seek a,;"'''"'"""

1 
fee of .. f I . fee. Cheeks returne .'.',11 be the maker's respons1 the pubhe o t llSL tu1·ned cheeks. It" I d II Otllef rern 
handle ?s a I due to bank error. from their bani: . 

. durcs h I charged to its bank Policy and P1oee . 'ble for all dishonored e ele ~ osited into the 
, hall be respons1 " , of bad ehee,s uep 

goo d,. on the check p1 10 
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Background 

Administrative Policy & Procedure Manual 
Section: AFP 

Policy: Distribution of Pay Checks and Pay Stubs 
' Policy No: 2.08 

Effective: 1/1/2014 
Revising: 1/1/2012 

The Human Resources and Payroll departments believe there is no difference between a 
paycheck and a pay stub as both contain your personal information concerning accrued-oonks 
for vacation, sick and holiday time. Also, the one sure 'Nay for Administration or HR to get 
important information out to every employee, such as changes in benefits or open enrollment 
times. is through the payroll system, whether that be a pay check or a pay stub., 

Procedure 

Employees shall be paid once every two weeks on Friday. Paychecks and Pay Stubs will not be 
released to employees prior to the Friday pay day. \¥hen a pay day falls on a holiday employees 
shall receive their paycheck or pay stub on the day preceding the holiday. 

Employees working the third shift at Rock Haven shall be paid at appro)(imately 6:45 a.m., on 
pay dates. 

An employee who will not be ·.vorking on payday due to vacation, funeral leave, military leave, 
medical leave, etc, is to obtain a "Paycheck Authorization" form from their department head or 
supervisor. The employee authorizes staff in the Treasurer's Office to mail the paycheck or pay 
stub the day before payday to the address specified by the employee, or the employee indicates 
they will be picking up the paycheck or pay stub from the Treasurer's Office on pll)•day. The 
form must be to the Treasurer's Office by 11:00 PM on the Wednesday before payday. A copy 
of the form is attached. The reason the employee is to obtain the authorization form from their 
dej3artment head or supervisor is so the department head or supervisor knows they-shoukl-not-be 
e)(pecting a check or stub for that employee on that payday. 

!fan employee docs not complete a Paycheck Authorization form then, per policy, checks or 
stubs not distributed on payday are to be returned to the Treasurer's Office no later than the 
Friday following payday. In the event a department does not have a locked, secure place to 
keep the checks or pay stubs, they-shOUtd-be brought to the Treasurer's Office before the close 
of business on payday. The Treasurer's Office retains pay stubs for tv,•o full payroll cycles and 
then shreds the stubs. After that time, employees may obtain a copy of their six week old pay 
stub---lrem the Payroll Office for a nominal fee. 

The only office or department that may mail out a pa;,•roll cheek or stub to an emploxee is the 
Treasurer's Office. The only elwcptions are the volunteer drivers-being paid mileage only for 
GOA. (Return address is the Treasurer's Office.) If any department allows fellow employees 
or family members to pick up a paycheck or pay stub, the department should obtain written 
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authorization,ldoeumentation from the employee in advance ofpayda-y. The person authorized 
ey the employee to pick up the paycheck or stue shoula proviae idernification. 

Vicki L. Brown 
County Treasurer 

Denise C. Cole 
Deputy Treasurer 

OP1'ION#l 

ROCKCOUN1'Y, JVJSCONSlN 

PAYCH~X:K AUTHORIZATION 

l1nyduy of 

Office of County ireasurer 
51 South Main Street 

P.O, Box 1608 
Janeavlllo, Wisconsin 53647~1508 

Office: 606-757-5070 
Fax: 608-757-65TT 

~-~--------Wl$h to have my pny check/ plly Ktul) malled t_o mo the dny 
bafol'c rmyd11y to: 

NAMlt: _______________ _ 

ADDRESS: ______________ _ 

GITY
1 
STATE,ZIP: ___________ _ 

___ · I wlll ho on v11cation on vnyduy, 

0th8
r renson __ (FUN ____ E_R_A=L-, s=E-t,-u;=::,-AR~,-c=LAS--s,-E~1~'C) 

OPTION #2 

r __________ wlll bo pJcldng U(> my pll)' check / pny stub lit the Rock County 
Treiuuror'lf Office. 51 8011th Mnln Street, Jant1svillo, 11ftur H:00 AM on Pnydny, 

'fbls form MUST HE In (lte,irnnds uf the Rock County '[reasunit• before 410Q PM mt the Wcdne11dny 
nrior to pnydny, 

The Rock County Tremmrer'11, Offke wll,1 not be l'C8ponsJblti for any lost clleck.s malled from tho 
'l'teasuror's Office, If your cbe~k Js loollt by the Post Office you will be aubjed to l\ $10 Stop Payment 
fee, Please co us Ider Dll'cct Deposit for your pnyroU chcclt11, 

F.mtilc,yoos Signature Dopu.rtmeut 

,. .. . .............................. -- ...... --.......... --- --- -- -- -- -- ........ ---- --- .. -- .. -- -- .. --- ... --- .... --- .. -- .. --- -- --- -- -- -- -- .. -- --- .... L 
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Administrative Policy & Procedure Manual 
Section: AFP 

Policy: N~n Discriminating Language for Service Provider Contracts 
Policy No: 2.09 

Effective: 1/1/2012 
Revising: 3/2009 (4.14) 

The following is language that should be included in serviee-pro-vklef-OOffifficts. Please review 
any service contracts that you have. If there is not any non discrimination language, 13\ease 
make sure it is included as soon as 13ossible. 

In connection with the performance of work under this contract, the contractor agrees not to 
discriminate against any employee or applicant for employment because of age, race, religion, 
oolor, handicap, sel,, physical condition, developmental disability as defined in s.51.01 (5)(-at; 
se1mal orientation or national origin. This provisioR shall include, but not be lin,ited to the 
following: employment, upgrading, demotion, or transfer; recruitment or recruitment 
advertising; layoff or termination; rates of pay or other forms of compensation; and selection for 
training, including apprenticeship. Elleept with respect to selrual orientation, the controotor 
further agrees to take affirmative action to ensure equal employment opportunities. The 
eefl-tractor agrees to post in conspicuous places, available for employees and applicants for 
employment, notices to be provided by the contracting officer setting forth the previsions of the 
non discrimination clause, \.Visconsin Statutes 8.16.765 (2). 
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Mministrative Policy & Procedure Manual 
Section: AFP 

Policy: Prompt Payment of Bills and Contracts 
PolicyNo: 2.10 

Effective: 12/1/2016 
Revising: 3/1/2009 

Seet-ian-66.0135, Wis. Stats., reqaires interest to be paid to vendors/contractors if payments are 
not timely made. Timely payment is defined as within ~ upon receipt of a properly 
completed invoice or receipt and acceptance of the property or service, whichever is later, 
~ the contract or purchase order specifies a different timeframe. In that case, a payment is 
timely if the payment is mailed, delivered, or transferred by the date specified on a proper-ly 
completed invoice for the amount specified in the order or contract. Municipalities must also 
nat+fy--vendors/contractors within IO working days of--impraperly completed invateeS-;-

Any interest payable under s. 66.0135, Wis. Stats., shall be paid from the department -
appropriaoon to which the original contract or purchase order was charged. The iRterest rate to 
be used is the same rate charged for delinquent tax payments, which is currently 12 percent 
annually (per s. 71.82(1 )(a), Wis. Stats.). Statutes also contain certain eitceptions to the pRymcnt 
OHR-terest which include: 

I. any portion of an order or contract for which the payment from federal monies has not been 
received; 

2. an order or contract betv,'een two or more agencies of the same local government unit; and 
3. an order or contract under which the amount due is subject to good faith dispute if prnper 

notices is given. 

Procedure 

A. All orders for goods or services shall be by properly completed purchase orders or contracts. 
B. All purchase orders shall contain the following language on the front of the vendor (white) 

copy: ·'By supplytn-g----the above described article, materials,Br----services, vendor agrees not to 
charge any interest assessment for bills paid by the County within 60 days of acceptance of 
the goods or services or receipt of a properly completed invoice, ·.vhichever date is later." 

C. All contracts must include the follov.'ing language: "Contractor tmpressly agrees that no 
interest assessment will be charged for goods and/or services provided payment is made by 
the-Gaun-ty within 60 days of acceptance of the goods---ooe/or services or receipt by the 
County of a properly completed invoice, whichever date is later." 

D. All invoices should be date stamped upon receipt. This procedure will allow proper tracking 
of invoices to ensure timely payment. 

E. When an improperly completed invoice is received, notice shall be given to 
vendors/contractors within 10 working days by sending the following letter, which should 
be-an----Rock-Gottt1ty letterhead and signed by the department-head or his/her dcsignee+ 
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Dear (Vendor Name): 

On (date), we received the enclosed invBice from your company. The invoiee(s) were 
improperly completed for the following reason(s): 

This bill cannot be processed until we receive a properlJ: completed invoice. 

(Sfgna-tHre}'-' 

If you send the original invoice(s) to the vendor, be sure to retain a copy for your records. 

F. If a department fails to make timely payment as defined in the contract or order, the 
department head or his/her designee shall contact the Finance Director to establish the 
me#iedology for payment of interest. 
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Background 

Administrative Policy & Procedure Manual 
Section: AFP 

PeJ.i.ey+- Replacement of Employee Payroll Checks 
Policyl-lo: 2.11 

Effective: 1/1/2012 
Revising: 6/1/2009 

It is County policy not to replace most County issued checks which are reported lost or stolen 
t!flti+.a--s-top payment order has beeR-IB-SBed to the County's working bank and one subsequent 
bank statement has been received and reconciled by the County Treasurer. This procedure can 
take up to <\ 5 days. 

A very small percentage of the thousands of checks issued annually a.re reported lost or stolen, 
including a few employee payroll checks. It has been recognized that a lost payroll check that 
could not be replaced for up to 4 5 days could create an undue hardship to County employees. 
Additionally, recognizing that the County issues payroll checks on a two week delay basis and 
the County's mtposure to monetary loss ifa missing payroll check were to slip through the bank 
is minimal, it is in the best interest of the County and its employees to replace payroll checks in 
a timelier manner. The policy of reissaing lost checks after one bank statement remains in effect 
for all non payroll County issued checks, i.e. vendor payments, child support payments, etc. 

Employees are strongly encouraged to use direct deposit to eliminate the possibility that payroll 
cl1ecks may be lost or stolen. lt should be noted that all employees hired after March 31, 2002, 
are required to use direct depes#; 

Purpose of the Procedure 

The purpose of this procedure is to clarify County policy for the re issuance of employee 
payroll checks. It is also intended to alleviate hardships incurred by employees who have had 
the-misfortune to lose their payroll checks. 

Detailed Procedure for Reissuing Lost Employee Payroll Cheeks 

A. Employee immediately notifies departmental payroll clerk that payroll check is lost. 
B. Payroll clerk notifies County Treasurer. 
C. Employee signs affidavit certifying that the payroll check was lost-ol' stolen and pays the 

stop payment fee (currently$ IO). Affidavits must be filled out at the County Treasurer's 
Office. NOTE: If the employee picked up their check prior to losing it, a stop payment order 
can be issued immediately, If the check was fil.fil!fill to the employee, the Treasurer's Office 
waits 10 business days to allow for the U.S. Postal Service to deliver the check prior to 
issuing a stop payment order. 

J;).-.f:oun,ty Treasurer issues stop payment order on lost payroll check. 
E. Payroll, using affidavit as supporting documentation, voids original check k payroll records 

and reissues payroll chock in the same amount as the original. 
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F. Payroll Clerk types-on negotiable portion of replacement check, "This cheek replaces cheek 
number ____ [insert number]" and puts flag on employee payroll register identifying 
that a replacement check was issued for the specific employee. 

G. Employee picks up replacement check at County Treasurer's Office and shows 
identification to pick up check. 
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Administrative Policy & Procedure Manual 
Section: AFP 

Policy: Standards Transfer Request---Ferm 
PolicyJ!>lo: 2.12 

Effective: 12/1/2016 
Revising: 1/1/2012 

Rule VA. ofthc Rock County Bollrd of8upervisors Rules of Procedure details the 
requirements of depllrtmental transfers between detail accounts within a department's program 
budget. In order to streamline the transfer request procedure, the use of the tvm standard transfer 
request forms are required. The transfer request forms can be found on the Intranet. 

For transfers of $5,000 or less, use the form titled "Rock County Transfer Request $5,000 or 
Less." Fill in the date, your nllme, title, account numbers and descriptions for both the transfer 
from and transfer to, and specific reasons funds are available for transfer and the.need for the 
transfer. Do not fill in the Current Balance line as this will be completed by Financial Services. 
Email the fillable .pdfform to the Finllnce Director Hnd Assistant Finance Director. 

For transfers over $5,000, use the form titled "Rock County Transfer Requests $5,000 or more''. 
Like transfers of $3-;-000 or less, fill in the appropriate data, mwept ~ 
sure to include specific reasons funds are available for transfer and are needed. Transfer request 
forms that do not include the specific reasons for the transfer request will be returned to the 
department prior to con-si<leration. Email the fillllble .pdf form to the-Finance Director and 
Assistant Finance Director. ' 

Pursuant to Section 65.90(5)(b), Wisconsin Statutes and County Bollrd Rule V G.(5), the 
Finance Committee must approve any transfer from the Contingency Fund, regardless of the 
amount. · 

Transfers must be in 1,vhole dollars only [elwept for transfers from the Compensation for the 
Loss of Fixed Assets account (insurance proceeds)]. The reason for whole dollars is that all 
budget api,rej7Fiations are in whole dollars only. Transfers from insurance proceeds are credited 
back to the e1,penditme object code from which the original costs were incurred and therefore · 
may be in dollars and cents. 

Please note that if a department is requesting a transfer for a capital item that is not included in 
current year's budget, a memorandum must be sent to the County Administrator requesting 
authority-fo.r the acquisition prior to consideration of the transfer. 
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Administrative Policy & Procedure Manual 
Section: AFP 

Policy: Ta)( Exemption 
Poliey1'lo: 2.13 

Effective: 1/1/2010 
Revising: 1/1991 

Reek----Geunty is ei(empt from paying sales and use taxes in Wisconsin under s. 77.54(9a)(b), 
Wis. Stats. Consequently, •,vhen County employees are traveling in '.l/isconsin for a convention 
or training, it is not necessary to pay room tmc 

The County's Certificate ofEirnmption, issued by the Wisconsin Department of Revenue, 
contains the County's tmc eJrnmpt number and provides proof of the County's taJ( mrnmpt status. 
Certificates are available from the Purc_hasing Manager. When reserving a room, inform the 
motel/hotel of our tmc e)(empt status and give them the taJ( e)(empt number. You may also be 
required to furnish a copy of Certificate when cheeking in. 

The county is also mwmpt from the State of Illinois' sales taJtes for items purchased for Rook 
County business purposes. To claim this sales tm( eJrnmption a county employee must provide 
the county's C)(emption number E9934 7598..oi. 
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Background: 

Administrative Policy & Procedure Manttal 
£ection: AFP 

Policy: Taxability of Meal Reimbursement 
Policy No: 2.14 

Effective: 1/1/2012 
Revising: 6/2009 (4 .21) 

ROCK COUNTY 
£TANDARD OPERATil'lG PROCEDURE 

TAXABILITY OF MEAL REIMBUR£EMENT£ 

A letter from the Internal Revenue £ervice (IR£) to the County Clerk states in pertinent 
·pam 

''Employer reimbursement for non deductible meal ei,penses must be treated as 
ta)(able wages of the employees. These reimbursements are reported as other 
compensation in Bo)( 10 on Form W 2. Meals are non deductible if they are 
i-»eurred while-Bot traveling aV,'El)' from homC7---Traveling av,'El)' from home 
requires that the employee stop for rest or sleep." 

Basee----upon this letter, Rock County must include reimbursed meal costs incurred---whi-le 
nQ1 traveling a\VEl)' from home in-employee taxable wages. 

The-1-nternal Revenue--Geee (!RC) does provide for exclasion of meal costs ifQQJh of the 
.fol-lBwing tests are met: 1) The meals are furnished on the business premises; !!ill!, 2) the 
meals are furnished for the employers convenience. Reimbursed meal costs are not 
tMtUded in wages if traveling aWEl)' from home (as defined above) or if thc---meaHtl 
included as a part of a registration fee. 

£PECIF!C EXAMPLE£: 
A. The $3.00 meal allo•,vance provided to volunteer drivers by the Council on Aging is 

not included as wages based upon Revenue Rulings 80 99 ( 1980 1 C.B. IO) and 67 
30 (1967 I C. B. 9). 

B. The$ 1.50 meal allowance provided to Highway Patrol £uperintendents is inoluded 
in wages as this allowance is not provided at the employer's premises or for the 
employer's convenience, does not meet the definition of traveling away from home 
and is Rot specifically addressed by a Revenue Ruling eirnluding these paymet1ts 
from ta)(able wages. 

PROCEDURE 
Reimbursement for all med and travel costs are to be processed through thei¾i)'FOl-1 
syst-e-m-. 

Meal costs shall net-be reimbursed through-the-petty cash system. 
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Administrative Poliey & Procedure Manual 
Section: AFP 

Policy: Timesheets 
PolicyNo: 2.15 

____________ C_o_u_n-t·-,,-P-o-licy--R--eg_a_r_d_il_1g_T_i_m_~..,-heets-----..:~~?~:~~s~t:n~v;~::;:~:-G~-:!;1,.~~-~~-l~'.;_~::::::f,a __ ~-:-::-:-::-:-_~-;t_:-g-'~---____ = ___ -____ -____ -__ ===== __ -__ -_____ =-3-___ ---=:_ 

+imesheets and all correspon<li-ng-dooumentation must be receiYed in the Payroll office by 5 pm 
on-the-Tuesday following payday. Deadlines ooukl-b~e to holidays. 

Timeshoets and any oorrespone-ing-ferms must be signed by tho employee and the supervisor. If a 
signature is missing, we will send the original to the employee/supervisor who failed to sign the 
timesheet. The employee will always get a copy so they are aware of the delay. 

Any changes made by the supervisor must be initialed. 

Reek-Geunl)' uses tho 7 minute rule for rounding eaoh indivi~ual's in/out time for pay purposesJIB!:t, 
The seven minute rule is as fullows: 

Minutes into new hour 
I 7 
8 22 
23 37 
38 52 
53 59 

Rounds 
To beginning of hour 
To first quarter llour 
To half hour 
To third quarter llour 
To ne1tt llour 

N-0te-c_-An-01n p[_9yo-,-rnp01:ting-lat\l:{Q r.cWQrk,9r-J<eav-ing y,,9rk-~1,txc-11£\l::~t1 ll jetltQ 
diseit1lit10-for-t-ardinoss-0r-!eav-ing-oarlY:;::howov-10-H)dHetio11--iru,ay-will-bo 
made ifrmeh is le-ss-than seven minuteSc 

The timesheet must sllow "in" and "out" times under the columns fur Regular Hours (In) and~ 
I-lours (Out) for all time worked. Lunch times "out" and "in" must be included under the Lunch I-lours 
f-lfr-;lnd Out). If 110 lunch is taken, leave these eolumns blank, Any overtime on timosheets must have 
oorresponding "in" and "out" times under-the OT I-lours (In) and OT Hours fQy!)_ and an attached 
"Oyertime 'Nork Permit". If the "in" and "out" times and/or benefit time used by the employee do oot 
mateh the total-hours listed 011-tlw-if-ti+Hesheot-for a partieular day, we will first pay beoom-time-uwd, 
then total work hours as computed by in/out times listed on their time-shoot-for that day, up to normal 
work day llours. When usi11g vacation, sielc, holiday, comp, or leave without pay you are not to put "in" 
a11Ei "out" times on the timeslleet fur that day. 

List a11y "Paid Benefit Time" to be used under the com:iet column. If there is insuffieient time available 
payroll will ill!! sail the employee to use another benefit, it will be entered as "Leave Without Pay". 

lt-is-the-i!-mployee's respon.sibilitv to aeeumtelv fill out the time-sheet and verii)' th~d-c'o~ 
times before forwarding the timesheet to the super>risor. Supervisors should be Yerifying the ill and Q.!!! 
ti111es before signing the time sheet and should verify that the employee and supervisor llave signed the 
limesheet before submitting lo payroll. The signatures are an affidavit for the eounty auditors, 
"certifying the infurmation on the timesheet is true and correct". Timesheets must be submitted to 
payroll by 5 pm on the Tuesday following payday. Deadlines eould be adjusted due to holidays. 
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If payroll reeeiyes timesheets by 5 pm on the Tuesday following payday, an attempt will be made to 
ooataet-t!te-ernployee one time for any missing or ineorrnot information that may have beffi-fu1md-en-the 
sulmtitted timesheet. If them is a prompt--fCsj}onse, payroll will oorreot the error on that oheok. This 
aoes not include it1suffieient benefit tim . 

Any timesheets reeei,;ed after 5 pm on the Tuesday following payday will be paid "as is". If payroll 
finds an error, a copy of the timesheet in question will be sent to the employee on the Thursday before 
payday. The employee ean "Amend" the timesheet with the oorreotions, get the sic!per,•isors b1itia!s, and 
resubmit to payroll. The ,·erified correction will not be paid until the following paycheck. 

If payroll makes an error on your check, the cheek will be re out on payday if payrolHS--fllade aware of 
the mistake by 11 :30 am on payday. If payroll is notifi~e--mistake later than 11 :30 am, the ohec--k 
will be re out on Monday following payday. 
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Mm-ifl.istrative Policy & Procedure Manual 
Section: AFP 

Policy: Travel and Meal ReimbufSement 
Policy No: 2. I 6 

Effective: 4/1/2016 
Re\'ising: 1/1/2012 

Trayel and Meal Reimbursement 

The County will reimburse employees for actual and reasonable itemized travel easts incurred 
while on offieial County business. · 

GENERAL GUIDELINES 

1. 

2. 

3. 

\\ULEAGE 

I. 

2. 

3. 

All travel must-be-atlthorized by the Department Head and submitted on-the 
official County travel voucher form in order to be reimbursed. The voucher form 
ean be found on the Intranet. Handwrillen voucher forms will not be accepted 

Department Heads shall inform the County Administrator of any out of County 

Original receipts are required for air, train, bus, or taid travel, hotels/motels, 
conference registration, and-meal& 

Mileage when traveling by personal automobile on official Count)' business shall 
be reimbursed at the IRS allowed rate. Section I g,626 of the Personnel 
Gfatnat10e requires mileage reimbursement be paid through the payroll 
system. Parking and tolls may also be reimbursed through the payroll system on 
a non taxable basis. Employees are eneouraged to obtain receipts where 
possfut&.. 

Commating el(pcnses between an employee's residenee and his/her normal plaee 
of employment is not reimbursable. This includes reporting to the work site on a 
non seheduled day of work. 

Department Heads and supervisors-who have an office in Beloit and Janesville 
shall not be reimbursed for mileage from one of those offiees to their residence. 

4c------ff an employee is directed to a work site other than t~ermal" site for a 
period of days (more than I day), then that employee will not be eligible fur 
milet:ge. k this ease, the employee was transferred, albeit fur a short period of 
time. That short term trnnsfer means that the new work site beeomc:Hhetr · 
·'normal" 'n'ork place. 
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5. 

6. 

7. 

8. 

When traveling out--ef-.Gounty (i.e., conference in Madison, etc), mileage will be 
eemputed from the employee's residence or normal work site, whichever is the 
shortest distance. If there is a question on this, the County will use MapQuest to 
determine the shortest distance. 

Internal Revenue Service Regulations require substantiated reimbursable 
Cli-j3ffises must be adequately-neeounted for----vi'ithin a reasonable amount of time 
to be considered under the Aeeounta-b!e Plan rules. Amounts paid under an 
Accountable Plan are not wages and are not subject to tUJrns. A reasonable 
amount of time de-pends on the foots and circumstances. Generally, it is 
considered reasonable if employees adequately account for the ei(penses ·,vi thin 
60 days after the ei(penses \Vere paid or incurred. Reimbursement requests for 
county business expenses, such as mileage or meals, that are not accounted for 
within the 60 day~ "reasonable time" limitations will be included in tho 
employee's taxable wages. In addition, the county will be required to pay the 
employer's share of FICA taxes (curreRt!y at 7.65%). Employees are m,pected to 
turn in substantiated reimbursa-blc expenses within the reasonable time limits 
established by the IRS. 

If an employee is out in the field at the end of their workday, they are to ody 
submit mileage either back to the work site or their residence whichever is the 
SRBrtest distance. 

For departments that have motor pool cars, employees are required to follow 
department policy regarding the use of these vehicles prior to using their own 
personal automobile. 

lW-E-A-bS 

I. 

2. 

3. 

4. 

5. 

Return.to Top 

Meals are allowed when you are on County basiness out of Rock County. Out of 
· County meals will be reimbursed at the IRS M&IE allowed rates. lRS M&IE 
allowed rates can be found at .vvVYw,gs,t'.gov/pc?rdiem, C)rjg_i11t1\ r~c~ipts a~~- ________________ ,.-c--{ Formatted: Strikethrough 

required for all meals. It is not the intent that employees should always spend-the ---.. ,i Formatted: Strikethrough 

maximum allowed. 

Mmdmum meal reimbursements include tips. Tips shall not exceed 20% of the 
total cost of the meal and non alcoholic drink. Tips Cl(Cceding the 20% 
ma)(imum shall be at the employee's expe-ns&.-

Only employee meals are reimbursable. 

~lo reimbursement shall be authorized for alcoholic beverages. 

There is no reimbursement for meals within Rock County, unless the-meal 
ei(pense is covered as part of a registration fee, or ei(cept as authorized by the 
Board Chair or Vice Chair. 
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6. 

7 .. 

Travel el(pe11ses are reimbursed through the County payroll system and must be 
submitted on proper forms with the,ofiginaI receipt§,ElttElche~ .. 1'ht3 yot1cher form. __ . ---{j;~~;;;~~t~ci;·st;ik~th;~~-gh -- · 
can be found on the Intranet. Handwritten voucherforms will not /Jc eeeepled. 

Refer to the Taxability of Meal Reimbursement Policy No. 2.14 as to the 
taxability of employee meal reimbl!rsement. This procedure was initiated to 
give written guidelines for the inclusion or e1cclusion of meal cost reimbursement 
in County employees' taJrnble wages. This procedure g(ves specific e1mmples; 
however, does not-address all situations. 

AIR TRAVEL 

-'-l.---"'R-eH1Wl!f5ettieitt-for-wmmercial air travel shall be limited to the least costly 
coach fare that uses a regularly scheduled commercial carrier and that prohibits 
preference for any airline, type of aircraft and connecting airports. Flights shall 
be pur,chased far enough in advance so as to achieve the lov,•est possible fares. 

2. 

3. 

Rett1rnJo.Jop 

The additional cost of premium class (first class or business class) travel is not 
reimbursable. !fa situation should arise ,.,,,here premium class travel is the only 
alternative available, such travel must be cleared by the Finance Director pl'ior to 
booking the flight. 

No other upgrades will be reimbursed, Fees such as for advanced boarding or 
scat assignments will not be-reimoorsed, 

Flight1travel insurance will not be reimbursed. 
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Administrative Policy & Procedure Mantia-I 
Section: AFP 

Policy: VendBl'-Gheek---Rei-ssuan 
PolicyNo: 2.17 

Effective: 3/1/2009 
Revising: 2/2004 

It is County policy not to replace most County issued checks that are reported lost or stolen 
until a stop payment order has been issued to the County's working bank and one subsequeflt 
bank statement has been received and reconciled by the County Treasurer. This prncedure can 
take up to 45 days. 

In reissuing a County check, the key points to remember arc: 
I. Only the County Treasurer's office can reissue Vendor checks. Departments may not 

request a new check by creating a new voucher request for the original amount due to a 
'feROOf;-

2. If a vendor claims they did not receive the County's check, the stop payment fee is 
charged to each department, (Form I). 

3. If a vendor acknowledge·s they received the County's check but misplaced the check, 
they are responsible for the stop payment fee, (Form 2). 

4. The Payroll department reissues payroll checks. (Refer to Polic~ 

A. Vendor el11ims they did not rcech•e County issued cheek: 

I. Vendor notifies department that they did not receive County issued check for 
services rendc-rea-

2. Department (or County Treasurer) provides vendor affidavit (Form I) attesting they 
did not receive check. 

3. Department sends completed affidavit to County Treasurer's Office showing which 
aceount number is to be charged the actual bt:nk service charge for stop payments 
(currently $10.00). Recommend using Object Code 63100, Office Supplies and 
E)(penses. Signature of Department Head is required on form. On the form, the 
department instructs the Trnasurer's Office whether to directly mail the new check, 
have the vendor pick the check up or have the department send the check to the 
'feROOf;-

4. After one bank statement (appro)(imately 30 days) the County Treasurer will reissue 
check. The Treasurer will type on the new check "This check replaces check 
number ... ". 

B. Vendor nelrnowleclges receipt of county issued eh eek but cheek hns been 
misplaced: 
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d s abo"e but in this mstance • e ' +.-8-ame---prece ure a y • 

. the bank service charge (For~ 2)i°he stop payment must not be initiated until 14 . the request ~r 
2 In both mstanees 'Jed to the vendor. . days after the original cheek V!'as mai 

. . tl "ender is responsible for paying 
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Administrative ~ocedure Manual 
Section: AFP 

Policy: Write off of Uncollectible Accounts Receivable 
Policy No: 2.18 

Effective: 3/1/2009 
Revising: 4/1989 

The purpose of this procedure is to standardize the methodology for writing off uncollectiblc 
receivables. This procedure is intended to provide sufficient information for administrative 
control of receivables, conform to Generally Accepted Accounting Principles (GAAP), and 
meet legal requirements, This precedure is not intended to be used for collection of delinquent 
property taKes as these are subject to specific state statutory requirements. 

Eac-lt department that has-accounts receivable is responsible for diligent collection efforts. These 
efforts shall include ·,vritten statements of account balances, person to person contact and the 
use of a collection agency if the department's governing committee approves such contract. 
f>ej3UFl!nents should also consider using the State of Wisconsin Department of Revenue's Tal( 
Refund Intercept Program (TRIP) in its collection efforts. Questions on this program shoule---be 
addressed to the Finance Director. 

If the department's oollection efforts are not successful, the delinquent accounts shall be 
forwarded to the Corporation Counsel's Office, with sufficient detail of the arrearages, for 
eonsideration of legal action. If the Corporation Counsel's Office determines that legal action is 
not warranted or if legal action is not successful, they shall forward their recommendation to the 
Finance Committee fur final disposition of the delinquent account. Upon approval of the 
F-inance Committee, the delinquent accounts shall be credited from the County's General 
hedger. 

36 

Return .. to.Top 



Administrative Policy & Procedure Manual 
Section: .A-F:P:-.Aqn1i11 .. _ .... •{i=_<>~~atte~:Strike5h~~~~h . · - ·1 

Policy: Community Agency Initiative Policy ·····{ Formatted: Not strikethrough ····· - -j 
Policy No: 2.19 

Effective: p,4-,4+_ 1/1/2019 ........ ::! Formatted: Strikethrough ) 

__ 
1 
____ 

8
_c_o_p_e_: ___________________ .::_:R;.:e.::.:v:.:is..:.:in.:aga.:.:...!f:..:.l . .:;.~.:.;v!.._' .... s .. 1 l"'/_2""0""_ .;;.I 7i:s--· .. _ ·{"'F=·~=;~=a=-t=t~=d=;-5;=;;=k~=;h--.~-·~·=~~=;,=··· =======~==--.. -.... -<_] 

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

II. Areas Excluded: 

This policy does not address nor affect: 

I. 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 ot: 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: 

I. 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. 
3. Allocation of resources furthers the County's Mission. 
4. The allocation would be provided primarily with tax levy funding. 
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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: 
A. Amount requested 
B. Proposed use of county funds 
C. Number of and type of clients served 
D. Description of how county funding will improve service to county clients 
E. Description of how county funding will decrease county costs 
F. If the agency received funding in the prior year, the agency would submit a written 

report on services provided for the funds allocated. 

V. Process for Determining Resource Allocation: 

I. 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. 
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Administrative Policy & Procedure Manual 
Section: IT Policies 

Policy: Social Media 

Policy No: 4.06 .. . ,----~· -----~-------

_P_o_l_ic_y_S_t_a_te_m_e_n_t ___________________ ....:i:..:.~:..f~:..:.~:..:::.:.:~:a.;;:.::!s:t--.. ~~ ... ;;"'_ i~.:..:.:.:::::~~(>=:=:=::=::=:=: .. =~=:~=
20

=1=
5

=··· ========-== .... = ... _.= ..... = ....... = ..... = ..... = .... = ... = ..... ...._J 

POLICY STATEMENT 

Social media, defined as various forms of user-created content such as social networks, biogs, video 
sharing, pod casts, wikis, message boards, and online forums, is fondamentally 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 in-volvement, 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 

• 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. 

• 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. ' 

• 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 .. ormanagemefl(.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. 

72 

Return. to .. Top 



• 

• 

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 Coun_t:,; has developeq a centralized. arc_hivain1ec_ha11i~m. .to _ensu_re _appropriate retention anq .. ,.,. Deleted: It is the County's intention to develop 
retrieval of social media records. J;)ie Rock County Administrator's_ Office will advise the_ user , _ .... 1,··•· .. = .. =D=e=le-te=d=:=0=

11
=
0
e=t=hi=s=op=t=io-n-is-a-va-il-ab=I=e,~=~-==-< 

about how to properly use it. · '•--,, p=-==================< 
Wisconsin State law and relevant Rock County records retention schedules apply to social media 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 public 
records requests shall be directed to Rock County Corporation Counsel. 
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. 
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 (http://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: 

• All content is subject to the Wisconsin public records law. 

• Content should be related to the subject matter of the social media site where it is posted. 

• If your post falls into a category listed below, it will be deleted: 
o Graphic, obscene, or explicit. 
o Abusive, threatening, hateful, or intended to defame anyone or any organization. 
o Clearly off topic 
o Suggests or encourages illegal activity. 
o 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-governmental 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. 

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

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

• Please note that the views expressed on the social media website may not reflect the views of Rock 
County or the Cotmty 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: ___ _ 

agree to use County-approved social media websites for County business as appropriate and in 
compliance with the Social Media Policy, I 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, l also understand that I am responsible for all postings made by me on 
County social media sites, including those made in the comments sections, · 

l 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. I further agree to immediately forward all public records requests 
to Corporation Counsel for response, 

l understand that content on County social media websites shall be managed according to the Social Media 
Terms of Use Agreement. l 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. 

l agree to review the County social media websites periodically and update the site when needed. 

Printed Name 

Printed Name 

Printed Name 

CC: Human Resources 
Department Head 

Retqrn __ to . .Top 

Employee Signature 

Department Head Signature 

Rock County Administration Signature 
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Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Americans with Disabilities Act 
PolicyNo: 5.01 

Effective: ,I /1/2019 _.-,·,,•·! Deleted: 3/2009 1 
_____________________________ R_ev_i_s_in..::g ... :_.,.1"'/_"'~""90 .. 9 .. ___ ... "'•·'()=D=e=le=t=ed=:=4=/1=99=3==============<) 
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendment --,..· • __ · •-· _-_-_--·_--.. _·-··_· ~-----------.. -·_·· 

~cd·t. (~dDA
1
Af\lhaid·e. febd~

1
:~l lawsdthaht requird;ed.111tpl_qyer~dtCJ.not dis~bri

1
111ina,te aga,ind_stf.ll!~Jjf!~~--·--·-<•"-~,_D=e=le=t=ed=:=s===·==-===-===···-·.J 

111 1v1 ua s wit 1sa 1 1t1es an w en nee e , o prov1 e reasona e accommo at1ons to "••··t D I t d bl ct · J , , . ·. e e e : reasona y accommo ate 
applicants and employees who are qualified for a 10b, with or without reasonable ·_ -· ··--~-..;..,..------~ ,, ... 
accommodations so that they mav perform the essential functions of the position. ,_It is County ....... • Deleted: Rock County is committed to providing equal 
policy Jo comply with. all federal_ and .state_ laws_ concerning the emp1oyment of persons with _____ ... , opportunities for persons with disabilities in full compliance 
disabilities and to act in accordance with regulations and guidance issued by the Equal '•, w

0
!th bth,~ RehAabtilitatdiorh, Awct_of 19:3,FA'.neEricar,,s wi th 

• • 
1 

, • • ,,. 1sa I lttes c , an t e 1Sconsm • a1r mp oyment Act. 
Employment Opportunity Co1111111ss10n (EEOC). Furthermore, Rock County will not ··•J 
discriminate against qualified individuals with disabilities in regard to application procedures, lc...D __ e_le_t_ed_:_n_ot ______________ i 
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 unQ\!JeJl§J:.gship or causing q direct threat .to workplace 
~_q_fr_ty,J1e or she will be given the same consideratjo11_[Q.Lv.!PPioyment as <l!)Y.,Q.tl:!~rnp_plk@t. , _ ....... -· 
A reasonable accommodation is any modification or adjustment to a job or the work 
environment that will enable a qualified applicant or employee with a disability to participate in 
the application process or to perform the functions of that position without undue hardship to 
the County. 

Deleted: The County will make a reasonable ....... j .. 
accommodation to the physical or mental limitations ofan 
otherwise qualified disabled_ applica~t or.employee ....... ··- .... 

To determine the appropriate reasonable accommodation,Jhe aprlicant or emrloyee must_make ........... · Deleted: it m~t?:ne~e_s~my for ) 
a request for accommodation and Rock County will engage in,a_n __ ~n!~!.U:C:!\Y_~p~o_c:ess __ _'Y}Jh_1J1e ______ .......... Deleted: 10 initiate · J 

~~~~i1~1~~~~~t~~;~
1
~::tev~-f17~i1l~tl~:r~~jf~j~{;~(t~(;~~rTo~~~tfit~~;;s~~f1~\~tl~;;tf~~{or'tile·poshion·.-... •·····1:D--=e-·=i-e=t:e=d=::R:o:ck:C:o:u:n;=·;,,Y=:=:::::::::::::::: .. =·=i 

This process should identity the precise limitations resulting from the disability and potential -----··[,.__ .. D_e_le_t_ed_:_. _____________ ] 

reasonable accommodations that could overcome those limitations. The County is required to 

~i~!(iJ:;~~iiit;ii;ii ;;~f f ~tr~~;~:J:~ki~;a~;:~~ir:~~(&!£Zti~~;1it~~~--1t:;:~d1~{J:~~~::: ::.
0

:::::t)=.~=--:"":::=:=:d=d:=~s=r=e,=,u=i;=~d=··"··=· ·=============='"'] 
.nrnx1i~Jr!~~~il.l. v_~r! nc:ii_tiO_l}.)Vi!h. st1g_gesJ~.0!~!1_t_i_aJ _ _a_C:C_()l11.)_]:t()~~!!CJt~~. !9r. !h~ _d)~!L_b)[tty .!CJ __ -....... :>-{ ~eleted: T ............. - ... J 
Human Resources. -.... •·-·····-······-··-·-·~---=-'""""==-~-~--==-< 

' Deleted: turn in a doctor's note indicating 
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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. 

St•rvice Animals ___ . _____ --· _______ .. ____ .. _. _______________________________________________________________________ ........ ·{~F_o_rm_a_t_te_d_: _Fo_n_t:_B_o_ld __________ ...., 

A service animal is anv animal individually trained to work 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 em..12lgyee's disability. Service animals must 
nK1;t lhe following_r~g~1J!:<;:J.!1Y_llt§.i 

• All animals need to be in good health, and immunized against rabies and other diseases 
common to that type of anin1._ql_and all vaccinations must be current, and records of such 
must be su_bmlt~fi_to Human ResQYf.9§, 

• Animals must wear a rabies vaccination tag. 
• All dogs must be licensed. 
• Service animals must wear an owner identification tag. 
!__ __ 6_nirn;i.b. must be on a leash, harness, or other type of restraint at all times, unless the 

employee is unable to retain the animal on a leqsh_gq~ tQlli!i~l.1~.ill!Y.,_ 
• The owner must be in control of the animal at all time. The care and supervision of the 

rn1irrrnL inclui;!JngJQj_\1;\jng and feeding, is solely the resQoosibility of the (;mlQJ.Qyee. 
• 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 

Effe?t!ve: ,,l_L/1@12
6 

_,., .. .--·)==D=el=et=e=d:=l=/l=/2=0=16======================-···~J 
____________________________ ..::R.::e:..:v..::1s:.:1.:.:ng!a.::...,!i!i.__l::.a/ . .;ii;2i.0;;;;;.I ______ , .. Deleted: 1/1/2014 

Employees may need to use their personal vehicle,s while performing official County business. 
· 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 
until 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 causit1g 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 arbitrary, capricious or discriminatory, 

This policy onlv applies to employees who are in job classes that were covered by the 
following collective bargaining agreements on December 31, 2011: 

J--!uman Services_Q£J?,l:Jitnl~JJt .. 

Deleted: (AFSCME 2489), 

1 
Mileage. Any employee who is required to travel in his~1er 
personally owned automobile in the course and discharge of 
his/her official duties will be reimbursed at maximum IRS 

, · rate per mile actually traveled by the most direct route, 
The Employer will pay to each employee any additional premit.UTI 'increment for· ' provided that such travel has been authorized by the 

bodily injury and property which increment is incurred by such employee as a result appropriate department head or supervisors. If use ofan 
fl' /h I t b'] b · J 'f d "f b · 11 b h 1 , ', employee's personal automobile in the course of County 

o 11s er persona au omo I e emg c asst te or usmess use Y sue emp oyee s , business, except for commuting 10 and from the employee's 

insurance carrier due to the requirement for client transpo1tation .. Such increment payment \ work location and his/her home, requires an increase in 

shallpe limited to the dollar_charge _forJhe _clifference _in_said _premiums limited_to a maximum _____ , \ ~~~~1;~i~~1 ;~~~:;:~~i~~; !::~ ~~~:ii~~/~~ec~:~~c1~;i~;~s-

coverage of $100,000/$300,000. The dollar amount of such premium increment shall be \ \ Employer will pay to each 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 claimii1g benefits pursuant to this Section. '\ \ incurred by the employee as assessed by the employee's 
, , insurance carrier. Such payment shall be limited to the 
1

~1. \ dollar charge for the difference in said premiums limited to 
t, \ the dollar coverage for$ 100,000/$300,000 when said 
t \ insurance is classified ''for business use" the dollar amount 

\
1
1 \ of such premium payment difference shall be verified to the 

· ~:\ \ Employer by an appropriate affidavit from the employee's 
\\ l insurance agent.~ · 

\i Deleted: (AMHS HSD), 

\l---""'·~::_·-::_·-:_:=:_--: __ -,,..~·-·-.. ::::::::::::::~:::::::::·"·_,--=(J 
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Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Benefit Contribution for Seriously Ill Employees 
· Policy No: 5.03 

Effective: ,1/1/2019 _ .. •······j Deleted: 11112017 .. _J 
___________________________ R:.::.ev:...:i.:;si::.:n.2g:....: ..:::1;:;/l:c:/2;;;;0;;;;1;;;;;I7 .. -····l""·i,-· e-,~-t=ed=:=11=11=20=1=2========-=====1 
It shall be the policy of Rock County to allow a County employee to contribute earned benefit ··F ······•··········•d·········F····· .. ··················•·- ·······--·· . .J 

· I d' · k · h c I ( I h ,, II d h . ,( ormatte : ant: 12 pt tune, exc u mg sic time, to anot er aunty emp oyee w10 as success,u y complete t e1r /:=============~=====================< 
initial probationary period) under the following terms and conditions: //[ Format~ed: List Paragraph, Numbered + Le~el: 1 + 

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

I. Tl· · b d I · · I· , I 'II , , d·c ,/ Left+Alignedat: 0.25"+Indentat: 0.5'' ~e~!;[ t~~t ;ar~:t ~ic1u{~ ~~-~~~1 ~-<!~~-~ _1n y_()_Vln.g. ~- ~~_r_I_()ll_S )'. ~- _ 9.r _InJ.ll!"~- .. -. o_unt)' ___ . -.. _•J __ ,,,{ ;~;~~;;~d: I~d~~t: L~ft; ~:s::: N~~~i~~i.i:Clr_:;~~~-~i1~QJ 
2. ,The receiving employee will haveno.more.tlrnn_eighty hours_of their own combined 

available benefit time in their time off bank prior to the request for donations. 

• / ;,/ Formatted: Font: 12 pt 
... ; .... ,,,~- .. 

Formatted: List Paragraph, Numbered+ Level: 1 + 
Numbering Style: 1, 2, 3, .. , + Start at: 1 + Alignment: 

~e~_:'" Aligne~-a~-0,25" + Indent at: 0.5" 

3
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0
Jt~ib:s~~!%~~[t ~~

1
~iai1s\et~~~t;i~l~tt1/hJ::~, and \Viii • ,>,.,,. Formatted: Font: 
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pt 

be credited to the recipient employee on an hour for hour basis. Formatted: LiSt Paragraph, Numbered+ Level: 1 + ·1 

Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment: 
· "'·c.,, Left + Aii9..ned at 0,25" + Indent at: 0.5'' 

4, ,Contribution requests_ must be aprroved by the Human Resources _Director. _________________ ._\_ Formatted: Indent Left: 0.0B", First line: 
0

.. · ······ ··) 

\:-' 
LOn~e. arproved_ the Human Resources _Director will notify the requestor_and the----------·;, \ Formatted: Font: 12 pt j 

rec1p1ent. \ Formatted: List Paragraph, Numbered+ Level: 1 + I 
\', Numbering Style: 1, 2, 3, ... + Start at 1 + Alignment: 

6. .C::<:int~i_b~1t_i9.1_1s_~~e _irr(!V_C!~.a~l~_,_and shaJ)_re1n_a[nJ'!11_k~ci_i_n_t~e_re.~ipi~.~!'.~.~jc]<_l_ea\l(! ____ . __ :':\ \:-. Left+ Aligned at: 0,25" + Indent at o.~"- --- --·········-' 

account until used, '\ \::h~~;,:;,;;;/~~~;:'1:t;;''"'"''.''''""''"''"'''"'''""''''''"'"'''''"""'i 
LflK1~:c;hie~1;;;i! lite h~:~:t1~ii~:~;rt:eeib~

1z~:t:11:1~0
a6;:itttid 

st
atus for th~ period\ \ ', Formatted: -~ist Paragraph, N.um·b~;~;;-~ ·i:~~;i: ~-+·· - _, 

· \ \'. Numbering Style: 1, 2, 3, .. , + Start at 1 + Alignment: 
•\ ',\ Left + Aligned at: 0.25" + Indent at: 0.5'' 

~,_.,.E_mp_loyees who receiv_e donat.ed.tjrne may re_ceiv_el1() ll]Orethan .48.0.110L1rs within<\.. .\.., \\ \" .......... . ··················J 

rolling 12-month period. '\\ ~, \,FFo,~r=m=a=tt=e=d=: F=o=n=t:=·1=2~p~t-==-==--==-'"' 
.. , '\\ li, Formatted: List Paragraph, Numbered+ Level: 1 + 

Nothing in this policv will be conslrued to limit or extend maximum allowable absences under \ \ \\ Numbering Style: 1, 2, 3; ... + Start at 1 + Alignment: 
': \\ •,:-, Left + Aligned at: 0.25" + Indent at 0.5'' the state or federal Family and Medical Leave Acts. \ •, '.'-f 
\ I\ \ Formatted: Font 12 pt ) 
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Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Compensatory Time 
Policy No: 5.04 

Effective: ,1/1/2019 _ ... / Deleted: 1111201s 
______________________ .......;. ___ ___;R..:;e:...:v..:;is:.:i::.:;ngs.::...J,~l/"'.l""/2"".0""1""'8 .... -······,.o-e-le-t-ed_:_1;-11-20_1_7==========~ 

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 overtirne 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 ifan 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 o~ 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 it 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, 2011: 

COMP TIME BANK ACCUMULATION: 

(JDC.YSC) 

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 shall be 
required to perform the overtime work. Refusals shall not apply to required evening and weekend 
meetings. 

All time worked 
0

in excess of eight (8) hours 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 1258i _ __ ... ---f Deleted: 

Time and one-half shall be paid for all time worked over eight hours per day f'.11_dJ<?!'J)'_~9_ur~_ .... •:- ·.---1 F~~;,;;;;;d;L;;~;:;;-~-h;~~t;;·i:~-b stops: Not ~1-0:33;:·:1 
per week. The only exception would be those employees assigned to the night shift who will ',\ 0.67" + 1" + 1.33" + 1.58" + 2.17" + 2.92" + 3.67" + 
receive overtime after 8 hours in a day and 80 hours in a pay period. Employees will be · '\ 4.42" + 5.17" + 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 
occm 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 (I 00) hours each calendar 
year. 

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

Administrative Policy & Procedure Manual 
Section: Human Resources 

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

Effective: ,!!_1!_29_19 __ ., •. .-·'(_~eleted: J/W016 ) 

_D_R_U_G ___ F_R-EE_W_O_R_K_P_L_A_C_E_A_N_D_S_U_B_S_T_A_N_C_E_A_B_U_S_E _____ ..:.R::.:.e..:.vi::;si:.:.:ns.:g:_i;,!;;.0""!2""·0~1""'6 .. ••···l;-.D-e-le-te-d:-3/-U-zo-,o9==------=-··=J 

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. 

,I~(!_ legal _11s_e_C>f_pr_es~r_i~<!~ c!rllg~_ is p~rfI!it1_(!sl ~n !~.e j_C>b_ ~11ly.Jf it .d.o_(!s _ n_ot_i_n1pc1ir c111 __ .............. _ ___. · 
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 
drng_use are not prohibit~.9-lYb.~JlJl\ken in standard closag~J.Jm1/m~.\l..C.£Q.ffill).gJQ.l\ .. P11Y.Sid'1\1.~S. 
prescription. Any emplovee_taking prescribed or over.the counter medication will be 
r~ .. S.P.Rnsi\?J\'!JQL9Qtl?.Lllti.1.)gJht:..Pr~s<::JJ!?.ingphx;;L.,:i[\!]J!!.1Q{QLPlrnrmacist to as<:::ic!f![\J11wJ1etl1er tl1e. 
medication max 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 emp_~e's 
responsibility to use appropriate personnel procedures (e.g., call in sick, use leave, request 
change of duty, notify supervisor, notify compmw doctor) to avoid unsafe workplace practices. 

The illegal or unauthorized use of prescription drugs is prohibited. It is a violation of our drug
free 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 participation in a substance abuse rehabilitation or treatment 
program. 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. 

Deleted: While on Rock County premises and while 
conducting business-related activities off Rock County 
premises, no employee shall use, possess. distribute, sell, or 

-~-"-~!.t~~r the influence."E~:l_':".~ol or illegal drugs. 

•· .... _ .............. _. _ ........ _ .............. _ ........... _ ............. _ ................................. ___ ... _ ........ __ ..... , ...... •·· Deleted: Ally-emj>leyee-wl,&is-e<>H¥ieted ef a eriminal drng 
Employees using prescription medications according to a physician's instructions or using over- \ statH!e-14elalioo,wltieit-adses lfom ee_MlleHIHhe 
the-counter drugs for medicinal purposes should in the event such drugs would impair their \ wefkt>laoo,imist-11_e!ity-lnsllH,Hupei,viso...with"'·fwo-f"1 • 

' · \ days efsueh ee,mooen. The Count) slmll-lake-af'llffiP'Hlle 
physical, mental, emotional, or other faculties, notify their department supervisor, who is \ <liseirlit1ary aetien against the emple;ee and/or re~uire the 
responsible to notify Human Resources., \ employee te u1tde1'g<l-S\ll,s1aHee-abllS1Hreatment within thirty 

\ (JO) days frem-tho-emrleyeEHHleavietieH-Hotiee.11 

The organization's substance abuse program includes several components to support its efforts Y~~;;;;~~~~d; S~rik~~hr~~~h · · · 
to remain drug/alcohol-free, including: 

• supervisory training; 
• employee awareness program; 
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• drug/alcohol testing for accidents involving injury and/or property damage; 
• 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 offsite 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 himse!Uherselfto the testing facility. 

Employees 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 employ~e 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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.. . .. . .... -·· .. ·-

PROCEDURE 

I. Employees wishiRg to enroll in courses must submit the following information to their 
Department Head for preliminary approval prior to the departmental budget submission 
.fof-the forthcoming year (apprOlffiWtely July of each year) detailing: 

• Hov,· the course or degree program will improve the skills required for the 
emp I oyee' s c uffeflt-f}os+tfflfl. 

• Title, description of course, and institution offering eoursea-
• Estimated cost of tuition. 
• Estimated date of course completion. 

2. Upon receipt of preliminary approval, monies necessary for educational-reimbursement 
shall be submitted as part of the Departmental Budget Request. 

3. Prior to enrolling in the course for which educational reimbursement is sought, the 
employee shall submit an updated request identifying that the elements of the request 
that received prelin:ii:ary approval are still true and correct, and identifying any cpanges 
thc.t may have occurred that might have bearing on the decision to approve educational 
reimbursement-

Courses taken must be directly related to the employee's current position, or part of un 
Hndergraduate or graduate program for a degree that is directly job related. 

The employee shall pay for course tuition. The County shall reimburse the employee upon 
presenting evidence of successful completion of the course(s). 

Reimbursement for tuitkm--will be limited to a cost not to C)(cecd the in stut~'per credit" tuition 
rate at UW Whitewater. Further, per credit reimkJrsement shall be limited to the per credit 
tuition rate charged to a full time student. 

Reimbursement is not available if the course is being paid for by another source (e.g., Veteran's 
Administration, or Vocational Rehabilitation benefits, etc.). Reimbursement is limited to tuition 
und books only. 

The following language only applies to Unilaterals and employees who are in i'ob classes that 
were covered by the following collective bargaining agreements on-Oeeember 31, 2011. 
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Uni laterals 

Reimbursement for Unilaternl employees shall be pro rated based on final cou1·se grade as 
~ 

GRADE PERCE}ff REIMBURSEMENT 

A. 100~~ 
B &0% 
C 509~ 

Dor below 0% 

Reimbursement-i-s not available to employees in an "educational leave without pay'' status. 

If a unilateral employee terminates employment within one year of completion of the course, 
the-et~-reimburse the Cout1tya-

Depa1·tment Heads must submit their request to the Human Resource Director for his/her review 
and approval by the .COOnty Administrator. Approval of County Board Staff Committee is 
necessary for Elected Department Heads subsequent to the reviev,' of the Human Resource 
Director. 

(AMHS HSD) 

Educational. A foll time employee enrolling at an accredited institution in one or mere 
courses which contribute to professional grov,th and services, may be entitled to 
reimbursement of seventy five percent a year for tuition aRd books upon submission of 
proof of satisfactory completion (grade---8-or equivalent;-ef-s'.,uch a course or courses. Total 
reimbursement to the employee shall not exceed $2,000.00 per calendar year. Such 
reimbursement shall only be available when the employee remains in active employment. 
~urses, and other course work require the prior approval of the Director of 
Human Services. Upon accepting an educational leave the employee agrees to work ·..vith the 
County of Reek for a period of three days for every one day that said leave of absence for 
e4IBat-ioooi--ptwposes is granted. 

When an employee obtains a higher degree through the process set forth above, he(she 
may-receive consideration for said advanced degree in the promotional process. Part time 
employees may be entitled to this benefit on a pro rated basis. 

(AMHS RH) 

A Registered Nurse enrolling at an accredited institution pursing a Bachelor's Degree in 
Nursing to further their career at Rock County may be entitled to reimbursement for tuition and 
books--upon-sttbmission of proof of satisfactory complet-ioo-fgmde of B or equivalent)-for--eaeh 
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eourse, Total reimbursement to the employee shall not O)(ceed $500.00 per calendar year 
($250,00 for part time employees). Such reimbursement shall be available whether such nurse 
remains in active employment or is on leave of absence. Educational leaves require the prior 
approval of the Nursing Home Administrator. In accepting an educational leave, the employee 
agrees to work V,'ith the County of Rook for a period of three days for every one day that said 
leave of absence for educational purposes is granted. 

Education & Professional Meeting Payment. 

Each employee, who as of January I st of each year, has successfully completed his/her 
probationary period, may receive $400.00 for purposes ofattcndanee-at--J,FO.fess-ienal 
meetings, seminars, or other job related educational classes/courses. Allocated funds shall be 
µsod for programs requested by the employee or directed by the Health Officer. Employee 
training requests will not be-unreasonably denie4--Bmployecs authorized to attend programs 
shall be reimbursed for mileage at the cu1Tent IRS. The Health Officer may grant scheduled 
work time off for attendance at said programs. For all required training, employees shall be 
eempensated for all applicable overtime in excess of eight hours peH!ay, 

Requests to attend programs allowed under this section will be submitted no earlier than three 
we!'k-weeks-13rior to the scheduled date of the program, The Health Officer will respone-te-the 
employee no later than one week following the date the request v,'as submitted. 

The Health Officer may grant scheduled work time off for attendance at programs to be paid fer 
at the employee's own expense, subject to Department staffing needs and the timeliness of the 
feEttlCSf. 
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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: 5/22/2018 _J 
Rock County is committed to providing a safe and secure environment for t:ee::~1~~;:;~lQ_lS ___ .... •·t""'·_°.=.!=.~e=~e= ____ ~=:_=t_~=I!=:1_~=-16=----=--•. = ........ -=============== ___ '""'J 

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; 

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

Requirements For Wear 
All Rock County employees (temp, full-time, paii-time) shall be issued an Identification Badge. 
Identification 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 separation or retirement 
from the County. On a terminating or retiring employee's last workday, 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 
Identification Badges are to be worn at all times unless otherwise determined by the Department 
Head. If an employee reports 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 

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

2. Visitor access tailgating- Exterior and interior doors that are equ_ipped 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 will be 
subject to discipline up to and including termination. 

3. Employee access tailgating 
Exterior and interior doors that are equipped with card readers §hQpJrj_Qe_§_\yipeILCeJ!<:h <------·{Formatted: Indent: Left: 0.5'', No bullets or numbering l 
time an emlllil~ IIB§ses through. ,.Each em]Jloyee '-¥ill bl;) reqtlired. tCJ baqg_e t_he readl;)r tCJ ______ 0; 1e;ed-: .;.~ n-ot ;

0 
·;,;h;ld-fo~ ;ther employees, and ' 

enter the building or department. Holding the door for another employee does put the other employees are notto be allowed to follow anotl,er 

~Qllill.Y.Jl.t risk. If you are unsure about an employee you held the door for please notify employee who has badge-activated the door to enter the 
I-IR f l · building or deparhnent. It is the responsibility oftl1e 

O t 118 concern., __________ ---------- ---- ---- ---- ---------- -------------- --- --------------------------. employee who has badge-activated a door for not letting 
'••·,,,, another staff tailgate, 

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 Human Resources Departn1ent 
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: ,1/1/20 I 9 _.: ... --· Deleted: 1/1/2016 j 
__________________________ __:R:.:.e:..v:.:.is:..:i:.:.ng~:~,t,;;l/""_1""/2""_0"'_!;;;;,.6 ...... _ •. ""o=e=,e=t=ed=:=11=1,=20=,=2=============--..-/.· 

EQUAL EMPLOYMENT OPPORTUNITY & AFFIRMATIVE ACTION 

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, policies, plans, rules, regulations and 
ordinances. 

Rock County does not and will not discriminate on the basis of protected status as defined by 
State or federal law, and Rock County Personnel Ordinance 18.102(84). 

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 witl1in 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 offinal 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 review 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) 

I. 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,,?3708. _(698)2_6~~6~69_ __ _. _ _ __ .,-,·{~ __ D_e_le_te_d_:~53_70_7_-7_9,_16 _______ ~ 
Note: Must be filed within 300 days of date of alleged discrimination. 

b. Equal Employment Opportunities Commission, 310 W. Wisconsin Avenue, 
SuitejQQ, Milwaukee,_Wisconsin, 53203.(414)_297-l l_l l _________________________ .,_ .. -{ ____ o_e_le_te_d_:_so_o __________ _, 
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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 complaint: ____________ _ 
(Include the protected status category(s) defined in Rock County Personnel Ordinance 18.102(84)). 
Description ofthe 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. In 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. 

** * **********************For Office Use Only****************************** 

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 --"-··•' Deleted: 1/1/2016 
_____________________________ R __ e __ v __ is:...i:...ng;:.:;_,:.;l .. /_1"'/_"'20"' __ "'l9,,, ____ ., .... :=D-e-,e-t-ed_:_3_/l_/2_00-9============< 

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 letl 

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..__ ____________________ ---\~::.·_·t~~;=;;;;,;:;;;::;;~:~;,:;1!,~.;::~;~.~~s __ J 
\ 'j Formatted: Strikethrough j 

\l Formatted: Striketh;o~~h ] 
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Effective: 3/1/2009 
Revising: 

Gmrent County employees are able to voluntarily have their name listed on the foreign language 
list. Tke purpose of the list is to utilii:e these employees for interpretiRg. If an employee is 
requested to interpret during their normal working hours, they will be paid their hourly rate of 
pay. Employees asked to interpret at a location other than their work site, will be paid mileage 
during work hours only. Interpreting during working hours must be approved by their · 
immediate supervisor. If an employee is required to interpret during non work hours, they must 
first receive approval of their immediate supervisor for working overtime or fleidng-theif 
schedule. Interpreting needs to be pre scheduled, especially if the request is for an interpreter 
from another County department. All other options must be exhausted before using a County 
employee on normal work hours. [fat any time an employee wants to remove their name from 
the list, they must contact the Human Resources Department to do so. 
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Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Health Insurance 
Policy No: 5, 17 

Effective;_ 1/1/2018Jfil'.illl.2_.,,-----{ Formatted: Strikethrough ] 
_______________________ ___;R:..:.:.ev,;,,;i;:.s.::.in~g::.:..!.J ... /.;.1,..0, ... '2 .. 0,..l..,7"""'1""/""l/"'2""0""l""'8 ·---_?'F~o-··~-;,;-·a-tt-ed_:_N_o_t_St-ri~ke_t.;;.hr-o-ug-h----~-.-...... -... •--···-·····=1• 

A. Medical Insurance, A group comprehensive and major medical insurance plan shall be ., · .-.·······l 
in force for all employees that enroll for such coverage, Regularly scheduled part-time Formatted: Slrike_lh_ro_u_g_h_____ .... _ 

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 

B. Premium while on approved leave of absence. Any employee on a leave of absence for 
more than thirty continuous calendar days unpaid.shall be allowed to continue their 
health, dental, and life insurance coverage provided they reimburse the County for the 
premium. In the case of an FMLA absence or approved paid medical leave of absence
Non FMLA, the County will continue to pay health, dental, and life insurance premiums 
for no more than three months. 

C. 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. 

D. 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 month for employees who qualify for the County's retirement 
benefit. 

E. 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 I, 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 foll 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 

Policy: Holiday Pay 
PolicyNo: 5.18 

Effective: l/1/20181/1/2019 
Revising: 1/1/20171/1/2018 

lloliclay -~a~lc _______ -•· -···· ............ ···•·- ................................................................... , .. ;, (~F_o_rm_a_t_te_d_: F_o_nt_: B_o_ld _________ ~ 

Effective January I, 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. 

JJ1~.Penart111ent Hea~ shall atte)llilt to_rot<1te emQloxees called _to,vor\on)1olidays insofar_a.s .. >/1 Formatted: Font color: Dark Red 
such rotation is not inconsistent with efficient operation of the department. 

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

Non-Exempt Employees in non 24/7 Positions. 

EmPlQY<'!~s (.4 FTE or more), shall rec~!Y<'!DQJi.~laym1ya<::9Qt:<1ingJ9Jl1y number of hours f01: 
which they would be scheduled to work on that day. If a holiday falls on an employee's 

.. _>···{ Forrn_~!t~d: Font: 12 P'. 

.. •--·"···--(Formatted: Font: Bold 

scheduled day oft: the employee shall be entitled to a compensatory day off with pay pro-rated . 
based on their FTE. ············------·----·········-·--·-·······--·---································----·--·-····•··; ... -·:(~F-o_rm_a_t_te_d_: N_o_u_n_d_er_lin_e ________ _, 

Employees who work on a holiday shall be compensated at the rate of time and one-half their 
hourlv rate of pay for hours worked and will bank holiday hours equal to all hours worked up to 
eight (8) hours. 

Employees shall l~e paid at the rate of two and one-half (2 ½) times their regular rate of pay_f9l 
all hours worke\l on a holidayJ.!]_<'!2(.£~~Qf ti)J~ir normally ~9heduled shift. No aclditiQ!If:lcl 
]JQJl\faY.i!me will be bank"d, 

!;.mnJoyees not scheduled to work, but required to work on holiday, shall be compensated at the 
rat('..9.f.time and one-half their hourly rate of pay for hours worked in addition to the holiday 
1my.,_ 
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Non-Exempt Employees in 24/7 Positions {············•····•···•····•·· 
.... -· ·• Formatted: Font: Bold, Underline 

·-······· ............. -....... .,.-•-·······"· 

················.•··············:·_·J 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 at a time that is mutually convenient to the Employer and employee. _For purposes of__ .•. ---·{ Formatted: Strikethrough 
computing overtime, a holiday shall be counted as eight hours worked in computing the 40 ~-----------,---------' 
hours v,'orkweek. 

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. 

!f.£l.b.9JilllU:'..1hlL·rnD .. mL~rnpJQY.t,':.f_~_ scheduled c!av_Qff,Jbs:_~mp_\.Qyee sha II be ent it l.<e.9J.QJ! 
£Q!IlIJ.~n.§Jli9.t:Y.s!nv off with pay pro-rated based.on their FTE, 

For the purpose of computing holiday pay, the followi.ng_guidelines shall be applied: 

L_for.each holiday enumerated_ a full twenty-four hour.period shall_be subject.to_wemium_ •·:,-:···'( Formatted: Font: 12 pt 

~ -~~-----~---------~] Formatted: List Paragraph, Numbered + Level: 1 + 
, Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment: 

,\V_l_le!e .(ttl_~t_lml.o.ye.e.:~ ~b_i_f! ((l)!s. <:o.111pl_e.te.!y_,v.i!!1_i_t) the_)19Jjslay,.~l_1~_e.r_112~ox.e~.?)!O~!l(! ~-e ... :•, , Left+ Aligned at: 0.25" + Indent at: 0.5'' 
paid at the premium rate for the entire shift, "'\··[ Formatted: Font: 12 pt ········ · ·· ) 

3 ...• \VQere. (l t~tJl,1r_ sh iftf(llls 0.11 t:,v°- cal~r1~ilr 4,iy~,}he F;111R19;z;e.r sh9JLP.ax.,,pren1i Ut11.J?~X. .... ,.., Formatted: List Paragraph, Numbered + Level: 1 + l 
forJhe full shift.of which the majgrity of hours fall on the holidf)y. This shall relieve tt\~ \,

1
, Numbering stY1e: 1· 2• 3, ... + start at: 1 + Alignment: 

Left + Aligned at: 0.25" + Indent at: 0.5'' 
f:,mployer from payjng any premium pay for the shift for which the minority Qf hot1rs '', ······· · ·· · · ········· · ·· ···· · · .... , \~l Formatted: Font: 12 pt ) 
fall on 

th
e holi~Jay, ., [Formatted: List Paragraph, Numbered+ Level: 1 + j 

.t9H\!ru?I.Y)~~..9_!ifriifi"tti1e·9yi·c;;n;i11til1icatfol1"c"ent~~e<l·to"wclr"l<·o;.;·a········~~,\,,, ~e~m~:/ing~=J~~: ~-~~~·; .. I;d!~at~::\\: Alignment: 
holiday,_they will be paid or granted compensatory time off at a rate of time and one half for all '' 
hours worked between 7:00 a.rn. the day of the holiday through 6:59 a.m. the clay after the \ \:G=~;~~~;~d: Font: 12 p;·················· ·· ····· ·-··············· ···· ·· .J 
holiday, and earn 8 hours of holiday time in lieu of \ ' Formatted: Indent: Left: 0.5'', No bullets or 

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

\ numbering, Hyphenate, Tab stops: Not at 0.56" + 
\, 0.58" + 0.92" 

Formatted: Font: 12 .Pt,.Not .strikethrough 

.Pool/Rel iefpositions. ,vho. are rt;m!i@o .vVork .~ _hojjgax_':"iJl be p,ttid at a rate of time a11d one .... ..-·· {Formatted: Font: 12 pt, Not Strikethrough 
half. 

) 
··········i 

~.m.Pl~~•~e~:;.,,,\ih:~~.~~,~-IJ.t?I~a;'._\;,;~~E:~ot~_t}rigj~he~u.l~)_;~focii_}ri()!~:~~~:~.~eE~ri~~J:~·dH:.::.::.::::~:-.:::1=:=:-;:-:-:-::-:-\-~;-;;-:~-:-:-:u-B;-~-
9
=--=~·-·· -··-· -···-·····-··-····J 

celebrate the day before Christmas on December 24, Christmas Day on December 25, and New · - ····---------- ---- .J 
Year's Day on January I. 

L ................................ ............................................................................. ................................ -··{Formatted: Strikethrough 
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.Holiday Pay while on a Leave _ ....... __ _,. : .. { Forrnatted:Font:_Bold·--· 

In order to receive holiday pg_v, emplovees must normally be ~cheduled to work for not less than 
fQuxJ.41.bqurs the 1·egt11nr}YQIKdf1Y.1'ef9r.e.Jm<J.n9t!e~~Jil.mL[Qut:.J'1:LbRJJrntbec.rnguJ,:1r_w_QI)<:c;!ay 
after the holiday, unless on authori~aid 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 pav, the employee shall receive no pay for 
the holidav. 

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: 

Jt.. - - . 

(SEIU Nurses) 
_ ..... _ ..... •"(Formatted:Strikethrough 

Any empleyee--whe-is-rcquired to work on a holiday shall be compensated for all 
hours worked on the holiday at the rate of time and one half the regular rate of 
pay. Each employee's hourly overtime rate shall be determined by multiplying the 
hourly rate by 1.5. Holiday compensation shall be paid either in cash or 
compensatory time, at the option of the Health Officer. In the event that a holiday 
falls on a regular workday ·..vithin the week or weeks taken as vacation or sick 
leave, such holiday shall not count as vae\ltion or sick leave. 

(AFSCME 1258) (AMHS-RJ::D 

_ ... --·{Deleted:~ 

)r a ho Iida~; falls on an_employee's scheduled day of work, the_en-iployee shall be_· ................... -----{ Formatted: Strikethrough 
paid time and one half for all hours worked and shall be entitled to a compCRSatery 
day off with pay. If a holiday falls on an employee's scheduled day oft: the employee 
shaJ..1-be entitled to a compensatory day off with pay. 

The Department Head shall attempt to rotate employees ealled t9 work on holidays 
insofar as sueh rntation is not inconsistent with efficient operation of the 
,iefiartment. Employees-whe-wefk..en-a-holiday shall be-oompensat-ed at the rate of 
time and one half their hourly rate of pay for hours worked and will have the option 

of taking holiday pay for the hours worked or banking the equivalent hours as 
holiday time, not to mcceed eight (a) hours. If the employee works beyond eight (8) 
hours on the holiday, he/she shall continue to be compensated at the rate of time and 
one half for hours worked and will receive eompensatory time for all hours ·.vorked 
over eight (8) on the holiday. 

Regular part time employees shall be granted holidays on a pro rated basis. 
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Employees shal-1- be allowed to combine pro rated time off to total of eight (8) flffilf& 
Regular 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 hour equal to all hours worked, with any-hours worked paid at the rate of 
time and one half plus holiday pay (to equal a rate of 2 1/2). 

If a holiday falls on an employee's scheduled day of work, the employee shall be 
paid time and one half for all hours worked and shall be entitled to a compensa-!ofy 
day off with pay. !fa holiday falls on an employee's scheduled day off, the employee 
shall be entitled to a compensatory day off with pay. 

The Department Head shall attempt to rotate employees required to work on 
holidays insofar as such rotation is not inconsistent with efficient operation of the 
~a#ment. Employees not---seheduled to work, but required to work on a holiday, 
shall be compensated at the rate of time and one half their hourly rate of pay for 
hours worked in addition to the holiday pay. 

Overtime on a Holiday. Employees shall be paid at the rate of two and one half 
(2 1/2) times their regular rate of pay for all hours worked on a holiday in e1wess of 
th€-i-f---nBrmally worked shm.-

(AFSCME 1077) 

,The Department I lea~ shl¼II_ ltttempt.to f()tate_E11113.loyee~ c_alled to_worl( onholidll)'s ..... 
insofar as such rntation is not inconsistent with efficient operation of the department. 
Employees not schedule<l to work, but called in to work on a holiday shall be 
compensated at the rate of time and one half their hourly rate of pay for hours 
worked in addition to the holiday pay. 

_ .--·-e•--i Formatted: Strikethr~ugh 

Employee's working holidays shall be paid at the rate of time and one half for all hours worked 
on said days. 

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. 

.(AMHSIU-I). 

For Nurses at Rock Haven if a holiday falls on an employee's scheduled day of work they 
shall receive a compensatory day effwith pay which they can take within the neid 365 days. 
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Part Time Employees, All regular part time employees shall receive holidays off with pay at a 
prn rated amount, provided however, that a part time nurse ·.vho v,'orks eight or more hours on a 
holiday shall be paid eight hours for his/her day offin lieu thereof. 

Proration. Pro rated time off of part time employees may be taken in time or money--aHhe 
option of the employee. In the event the employee chooses time off in lieu of money, such time 
shal-1-ee--authorized in eight hour blocks, except where the scheduled hours of work art71ess----than 
eight hours, This shall not operate to prohibit an employee who has earned less than eight hours 
holiday time from taking time off as part ofa scheduled workday. As an ,nmmple, an employee 
may work part of a regularly scheduled day and take the balance off as accrued holiday time, 

Procedure 1'lurscs. For the purpose of computing holiday pay, the following guidelines shall 
be applied: 

For each holiday enumerated a full twenty four hour period shall be subject to premium pay. 

\!/here an employee's shift falls eomplctely within the holiday, the nurse should be paid at the 
premium rate for the entire shift, 

Where a regular shift falls on two calendar days, the Employer shall pay premium 
pay for the full shift of which the majority of hours fall on the holiday. This 
shall relieve the Employer from paying any premium pay for the shift for which 
the minority of hours fall on the holiday. 

(AMHS HSD) 

Formatted: Indent Left: 0", Hanging: 1", Tab stops: 
0", Left + Not at 0.58" 

l PrCJeedure .. 8hift \1/ork E:fflployees: .F.or the 13urpos.c .of e.01nputinK hCJlidll)' pay~ _the f()ll()\.Vi11g .. .,. --'{For,;;aued: Strikethr~ugh 

gBkjcl+nes shall be applied: 
······••,o••··· ...... ,, .. ___ ·•·······-· ·········-./ 

For eaeh holiday enumerated a full twenty four hour period shall be subject to premium pay. 

\!/here un employee's shift falls eompletely ·.vithin the holiday, the employee should be paid at 
the premium rate for the entire shift. · 

Where a regular shift falls on two calendar days, the Employer shall pay premium pay for the 
full shift of which the majority of hours fall on the holiday. This shall relieve the Employer 
from paying any premium pay for the shift for which the minority of hours fall on the holiday. 

for employees working the Crisis Intervention shifts, premium pay shall be paid for the entire 
shift for shift beginning on the holiday. Premium pay will not-ee-paie-forany-hours on any shift 
toot-begins outside of the holiday . 

.12~1't.l~~~~~-fl_l!e.~.H~~.!3.ff.C?f rar!J~t~J.C?t~~s_.e,[_lrn_ed_~ll)'..~sl __ tll.~sl.1}.in"!i111.e,_C?r_111_on_ey __ at_.,-·•-{ Fo.rmatted: Strikethrough 
the option of the employee. In the event the employee chooses time off in lieu of money, such '--------~---------' 
time shall be authorized in eight hour blocks, mrnept where the scheduled hours of work are less 
than eight hours. This shall not operate to prohibit an employee who has earned less than 
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eigltt-hOOl'S---floliday time from taking time off as part of a sch~ 
example, an employee may v,'ork part of a regularly scheduled day and take the 
balance off as accrued holiday time. 

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: I) 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 remaining 
holiday hours to the total 80 hours, may be used as floating holidays, upon the employee's request 
and approval of their superv_isor. 

(YSC) 

,Regular_ fIE E111ployees Vi'or_king Eln a}ioliday shaII be ____ ... _ ... ___ ....... _ .. ___ . _ .. _ ....... _ . _ 
paid time and one half for all hours worked and shall be entitled to a compensatory 
day-Bffwith pay. If a holiday falls on an employee's scheduled day off, the employee 

.... .. .>··{Formatted: Strikethrough 

shall be entitled to a compensatory day off with pay. The compensatory day off is to be 
scheduled at a time that is mutually convenient to the Employer and employee. For purposes of 
computing, overtime holiday shall be counted as eight hours worked in computing 40-hoors 
work>.veek or 8.5 hours •.vorked in a 5/2 5/3 schedule. · 

Gvertime on a I loliday. Employees shall be paid at the rate of two and one-half 
(2 1/2) times the_ir regular rate of pay for all hours •,vorked on a holiday in eJwess of 
their normally worked shift. 

Relief employees working on a holiday shall receive compensation at the rate of time and one 
half their regular rate for all hours worked. 
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Policy: 

Administrative Policy & Procedure Manual 
Section: Human Resources 

Insurance Coverage - Conditions After Initial Refusal 
Policy No: 5.21 

Effective: ,1/1/2019 .. , ... --·j Deleted: I/l/2018 ) 

__________________________ __:R.:.e:..;v.:.is:.:.in:.::ga.::..l'""l/""_l""/_2""_9,;;.l;.;.8 ___ : ___ :l-D=e.=le=te=_d=_:_3=/_=,_/2=?=.?9= __ ============ ___ =<J 

HEAL TH 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 benefits) 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 INSllRANCE 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 
ineligible for dental coverage until the following open emollment 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 COVERAGE 

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 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 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 eligible for retirement 

Deleted:~ 
~ 

Formatted: Pattern: Clear 

benefits. Life Insurance coverage becomes effective ,for_ most _effl}J!oyees' si)(_ months after_ the .. ____ ....... -{ Formatted: Strikethrough 
.initial date of hire first of the month following 30 dav sign up period. Some new employees ~---------------~ 

131 

!~~turn.to _Top 



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 3QJ_-q~ys _ of ~111plCJytnent If _an . /,--{ F~;.;;-~ti~d-: St;ik;;;:hr~ug~ 
employee initially declines or misses the 30)-_~da)' enrollme_nt periCJd_ a_nd._vVisht::s _tCJ apply f()r__ _ .... •'"· .-fF~rmatted: Striketh~;~~h · 
coverage at a later date, the employee must fill out an Evidence oflnsurability Form and be 
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 Illness, Short or Long Term Disability) coverage 
begins the first day of the month following employment for all permanent employees working 
in a_ 0.5 FTE ~iosition or.mater (regnrdless of probationm:y period)~gible employees have 
lb .. irtv (}0) days from da_te of hire to enroll in Voluptan: benefits. F(l,l.lure to meet this 30-dJ!Y 
(i<:::_m)line will r~~ult in being in!eJigjble for Voltmta1:yJ2~n<:::fUs until the foll@iDR.QP\e.!1 
enro1Jmentperiod.J~nr91J111c;ntcluring thj~_ti.1~11;jSJlO!_!j. gug.r1111t~e_qf'~9y~rage and __ i_s, subJ/:"!St!()_ "" -----·i Formatted: Font: 12 et,_Notltalk ___ _ 
review by the c,J!rier._ 

CHANGES IN COVERAGE 

Employees shall inform Human Resources of any "life changes" such as birth, adoption, 
marriage, divorce, leave of absence, or change of address, which may affect insurance coverage 
within 30-days of the change. 

132 

Return to Top 

"""J 
) 



Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Job Posting 
Policy No: 5.22 

~:~~::~;: 1~:~;~:~:;:;;~g---::-.~:lr)=F=··~-~m=·a-.t_t~=·~.·=·.'.s-·.t.·r=!k-e.t=·.·.·~-ro.·=.u-gh_···-=-===-==l ------------------------------...a•a.,.·-~---------------=-----·· -~--=-----· Formatted. Strikethrough ··· ···· ·J 
.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. 

,Copies_ofsuchpostings will_ be sent to theloeal Union_President,_or his or_her designee. ___________ ..-·-·{ 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 parg(!inin_g_llnjt, __ .>---{ Formatted: Strikethrough 
position, including the job location, job shift, and the rate of pay, -------=------------

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. 

133 

. ____ .,--· { Deleted: ~ 



All postings will be sent to the designated management person on Tuesday afternoon to be put up on ,_ _ _ ______ _ 
Wednesday morning. ~~~_t,e_n_ _LI[_)_ 9_11_~ _ .vee_l~ _(\JO!~?_s _no!~5! _!9_ _qe _[_)9_~\ec:l_ longer)_~-._ ---- { Formatted: Strikethrough 
la ken down lhal Wednesday mor~d lo HR by fax if there are any si§flef&.- -·-- -·--- ·---- - - ------· · 

Bldg - Location MGT Person 
Back UP Dept. Responsible 

HSD 
C< . ....... -.... -,-...... ·····•·······""""'•" ................ , ............... 

l. HCC- I st floor across from Security . 8ecrntary I ,,,,-"" F~_rf!l~tt~~:Strikethroug_~------
Beloit T On C, '·-f-1-1- "" 0. " T 

Formatted: Strikethrough ) .• cu ••U U . -· ,,-.,--
... ----······-

Franklin Street ""' C< -·' n '"'"'- TT J • ,U U u -WU 
.. 1...1. ----··· Formatted: Strikethrough 

bead Econ Sup 
Job Center Break Room Gl,ild Gafe Goof M$f¥ __ .,. 

Formatted: Strikethrough 

- - _.,-· Formatted: Strikethrough 

911 Communications Center 9irectOf AssistaRl t>ireetot ... - Formatted: Seo .. -.;:.,-.~::;" 
- - --··•··· Formatted: Strikethrough 

Each team building o·utside of 
RH breakroom . ' n 

Formatted: :::~, ::..~ ~J ii"uuyl · u " ..• -••" 

On Ground Floor outside of breakroom A J... C< 

Formatted: Strikethrough u - __ .,,-----

- - .... -•••" Formatted: Strikethrough 

COA Council on Aging 9irectOf - ,,.--- Formatted: Strikethrough 
- - ---·· Formatted: Strikethrough 

Courthouse - Mailroom HR: 8ecrelal':f - --- Formatted: Strikethrough 
Courthouse - Copy Room 5th Floor nn c, ---- ·······-·-

.llJ..'\,. U -
Glerk o!cGir Formatted: Strikethrough 
.............. , ............... .......... ................. . -- ·--,,~-, 

Formatted: Strikethrough l Court Services Getlft -
- - --· -- Formatted: Strikethrough 

Pua Healt!, NHF 
.. _, _____ ···---·-··---·-··-

l &®, ..... , .... __ -- ------ ···-----··--··------ ··---· .... -~··'" Formatted: Strikethrough 
PH North Office -

Pua Healt!, ~iur , . .,- Formatted: Strikethrough &oo -- - ·---- -----------·····--· --
South Office " 

- - --· Formatted: Strikethrough l 
Sheriff Main Office A -1.,, c, 

~ - -- -- ~ Formatted: Strikethrough I 
South Office 'j. - •· .-~ -~ - -Fo~lll~tte~:Strik~t~ro~~~---- ) ---- - ----- Formatted: Strikethrough l 

~ 
' YSC Youth Service Center .S$et4ft!eflaeitt ::: .. ,.,eFiRteRElem -- Formatted: Strikethrouqh -~ ,.~ 

- - .. --·-"'' Formatted: Strikethrough 
: 
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PW Main Office Secretary I Formatted: Strikethrough j 

\--------+__'.:0:'..'.r'.'.'fo~r-':dccv~il'.'.'le::_ __________ +':.~~:.:•:..._ ____ T _____ ~;..ec..l,,::.Fo:;::r:,::m,!:'a~tt~e~d:;,,;S~tr~ik~e~th:-,;ro-;::u~g~h======-==] 

l------1-C::::.::li:.::n'..'.:to~n:.'.._ ____________ ---t'~,_=_..:.c"-'-'-------t-------~~ ,~~~,~~t~:,~: Stdkethr~~g~- 1 
1------!--='.E~v.'.:':an._._s~v"...'i:.::ll'.:::e ____________ t'=,_=_..:.:=·-------t-------~=~Fo_r_m_a_tt_e_d_: s_t_rik_e_t-hr=o-_ug"-h========--··=<:) 

1------+_'.:'.5_::9_:S::.::h.:.:e:::d:..._ ___________ -+'-'-'-· ----1 ------~~f=Fo=r_m_a=tt_ed_:_s_tr=ik=e_th=ro=u"'g_h=========, 

l--------lf-----------~---'----t'~-------t--------4 Formatted: Strikethrough I 

Land Cons. •2'nser;,;ationi st ---, -------- -------- ,,, . --~•F=o-r=m-a=tt-e-d:-S=t=rik=e=th=r=o=ug=h=-====-=·,,=·······=,..--... -•····=······=:7] 
L'::"=_:::..::=__L ____________ __1_ ______ ~-----~'. 

Airport A • n:" Formatted: Strikethrough ._J 
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Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Layoff Procedure 
Policy No: 5.24 

Effective: J/1/20I71/1/2019 ... --·:···( Formatted: Strikethrough ) 
Revising: 1/1/20161/l/2017 .,--.-.i['""'··-···-·· ..... = ....... =. ···=·· .... -.. ···-··· =:·= .... =·--··=···· ·-==-----== .. = ......... =.· •• · ..... ·=··· •.•. '""'·····) ---------------,-----...,,...-,----_!~2.:!2;~~"'t(-! .. ~ .. :!;-~ .. ~ .... ~-~--1:i.-~ .. /d .. ,J,......... Formatted: Strikethrough .. . 

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 
permanently reduced by more than 8 hours in his/her work week in a calendar year, or 
an employee who has been bumped, will have the right to bump the least senior 
employee in their classification or the least senior employee in any equal or lower 
classification~ within the bargaining unit their position is assigned to (subject to the 
conditions listed below), provided: 

I) they are quali fled 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. 

(AMI·IS 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/AO DA, 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 ;1!1.Q.!.Qy~Q, those_emplo_yees who_are laid off will _____ ,. .. --·! Deleted: bargaining unit .J 
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/or_J\~~C]v1EJ.2~81 2_18? ori\!vtl-I~ llfl _i_n 
addition to items I - 3 above, if the least senior position is on a different shift, the 
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 l 077) 

AFSCME I 077 employees that recently held a position in a higher job title (less than 3 years from 
layoff date) will be eligible to bump the least senior employee in the same title that was previously 

Deleted: covered by the labor agreements 

he!~ _providing they are still qualified and have more ,:,eniority than the _person currently in that>-· --i Deleted: bargaining unit 
pos1t1on. 

B) Options. Once the em player 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 employee 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 classification. 
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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. 

C. Re-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 are qualified. Employees on the re-employment 
lists maintain seniority and recall rights for a time equal to the length of service, notto 
exceed two years 

D. Recall from Lay-OfJ~ Employees will be recalled from layoff in accordance 
with their seniority to jobs for which they are qualified regardless 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. 

E. 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 

F. Availability. 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. An employee failing to do so may 
be considered to have forfeited his/her recall rights. 

G. 

H. 

I. 

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 layoffs. 

Loss of seniority. Employees laid off 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 
Eri1ployees. 
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J. 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 wi,11 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. If an employee resigns or their recall rights 
are exhausted, the remaining sick time will be paid according to Administrative Policy 
and Procedure 5.38. 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: J>,4~i_ea:I_ I.,e!!V~ o.ff\bseri'~-<.:;l)'aF=<>=rm=· ·=~t-t_e=d=··:·=··~·=t(=rke=t-hr=?=U=~h=_ .... _ .. ======-•=««•= .. ·=«=« =--"=··· =····=· =J 
O icy o: · · -.. __ Formatted: Strikethrough J 

Effective: 1/1/2019 -- ---- -. . .__ ___________ , ...... Deleted: 1/1/2017 J 
------~--.....,..,-----,-,------,---,---,----.,--......:.R.:.:e~v1:.:s.::m:s:g:.i:: , ... 1 /.,.l/;,:;:2;e:,0±.'..l 7 ___ ;= .... _ ...... = .. ······--· .. =···· ··=·····=·-=· -= .... ·=-·~======-==-~=--""""'·--... 
Rock County has a number of leave of absence options available to employees. When an -----(~D_e_le_t_ed_:_t_ll_/2_o_12 ____________ ] 

employee requests a leave, care should be taken to determine which leave is applicable. Leave 
options may be found in the Rock County Personnel Ordinance. 

When an employee requests a leave-of-absence, the Leave of Absence Request form .(~.t_a~h.ed) __ ...... >[ Formatted: Strikethrough 
must be completed. The leave request and all required documentation shall be submitted, if '-c--------=-----------1 
possible, fourteen calendar days prior to the start of the leave. Leaves of absence, not to exceed 
six months, may be gnmted by the Department Head, with the approval of Human Resourc.es 
Director in writ in g_to aqy_employee ,.The supervisor .a.nd dep!lftinent_ head n1ust sign .th_e form arid .• •·· -·fi:orma;ted: ~trikethrough 
then submit it to Human Resources. , 

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. 

•- .. _ .. __________ .. __ ... ____ .. __________ ..... ____ .. ______________________________________________________________ .. , .. ,:.-· Moved down [l): If there are any restrictions regarding an 
For a medical non FMLA leave of absence, Prior to returning to work, the employee shall individual's ~eturn to work, please consult the Human 
furnish the Employer with a written statement from a qualified physician who attended to the ;:R=e=so=u=rc=e=s 0=•=re=ct=o•=·.i=I ============'. 
employee in the treatment of the disability covered by the medical leave.paid statement shall be .>····{Deleted:~ ..... J 
submitted, if possible, fourteen calendar days prior to the termination date of the leave and shall · l~ _____________ . 
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.Jfthere are.apy_xesJdg!ions_regarding _./'-{Moved (lnsertl~n) [11 
an. lmj(\l,iQ},t,aJ:.~,n,tW'.!tlQ}YQ!:,~,,Pli;,a§~,i;:,9!lSJ!,\t!h1;,J,I\Im,an'",B,~§,9VI9J;~J2iJ1;,gt,9x,, ···.······ --- -····----.•- ------

'''" -••-•"•••-••-•-m<0- • 

... ---··J 

J_hefCJ_l_lq.,vi~1_g_l_a~1_g11_ag_~_(!!_1)Y_~p_Qlies_to_e_~p_l_qyees:,,1h()_§l!_e__i_nj_o!J__~l-~~!3_e_s_th~-"~'!')_~e_co_''.'~-1~e_~ !J_y _____ , ... •-(~F_o_rm_at_te_d_:_St_ri_ke_t_hr_o-'ug=-h----------'J 
the following collective bargaining agreements on December 31, 2011: 

.(A_MHS 11£D) ________ . _________________________________________________________________ ....... ____ .. _____ .. ___ .. ,>-::.[ Formatted: Strikethrough J 
~-~---'-----·----

A medical lenve of absence may be granted to any employee who is physically and/or 
mentally incnpaeitated upon presentntion to the Department Head of a ·.vritten stt:tement 
ey-a-qualified physician, giving the general nnture of the reason for such leave. The leave of 
ubsence will be continued until n release to return to work is obtained from the employee's 
physician. Such leave shall not e1rneed siJ( months. 

At the termination of the leave of absence, the employee 1n'ill upon applicntion be returned to 
his/her former position within the bargaining unit. 
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Any employee-on leave of absence fOf more than thirty calendar days shall be allowed to continue 
their health and life insurance coverage provided they reimburse the County for the premium, 
except in the case of a medical leave of absence in which case the County 1.vill continue to pay 
said premium. The matter of co!ffiffiled payment of premiums will be discussed. by the Employer 
and employee at least thirty days prior to the commencement of the leave of absence, 

'f ..... ,. -- ···-··- ... 

.(,6<F.~0.~4!3 __ 1977) 

Leaves of absence, without pay, for periods not in e1wess of sbt months in any year, may in the 
dtseretion-m:-the--Oepartment+k'Ud, be granted in writing to any Employee who has completed 
his/her probationary period, providing such Employee does not accept employment elsewhern. 
Leaves of absence without pay may be granted to employees to enable such employees to eittend 
their annual vacation, provided the leave of absence shall not mrneed fifteen working days. 
Fdlure to grant leave of absence shall not be subject to the grievance procedure. The Employee 
to whom written leave of absence has been granted shall be entitled at the m,piration of the time 
Stated-en-such leave, to be reinstated to the position in which he/she was employed at the time the 
leave was granted. The Union shall be provided with a copy of tho written leave by the Employer 
at the time such leave is granted. 

".-~-··L _ ~-eleted:.~ . . -·-··--·· ··-··------··--- __ 

····---,1 Formatted: Strikethrough 

_____ . __ .. >-i Formatted: Strikethrough 

Leaves of absence, without pay, for periods of medical disability as defined herein not to 
e)[ceed six months may be granted by the Department Head in writing to any em~ 
who has completed their probationary period. Said leave shall be applied for in writing at 
least fourteen calendar days prior to the effective date of said leave, if possible. Said notice 
period may be waived by the Department Head. Requests for said leave shall include a written 
statement from a qualified physician citing the specific medical condition necessitating the 
leave and also setting forth the prognosis relative to the probability of the employees return to 
the performance ofjob duties required by the employer. 

-~-··----··-···-·,······-····-········-···-·--·-·····-·-·--··-·--·····-··-··-····----··-·---------·-·-·-- ··-·-··-·-··-"'···i~F-o....,rm.,...a,--t_te_d_:S_t_rik_e_th_ro_u_~_h ________ _ 

A leave of absence 1.vithout pay for period not in e,<cess of six (6) months in any year, C1(Cept for 
an educational leave, may be granted by the Rock County Health Officer, with notice to the 
~or, to any employee pro-v-iding said nurse does not accept employment 
e-lsewhere. The nurse, to whom the leave of absence has been granted in writing, shall be entitled 
to a comparable position in which he/she was employed at the time the leave was co1;11menced, 

Employees who ·have completed their probationary period may be granted leave of absence for 
the following reasons: I) eJttended illness; 2) injury; 3) compelling personal reasons, including 
child care immediately following birth. · 

Leaves of absence of up to thirty (30) calendar day~ shall be counted as time worked solely for 
the purpose of computing vac-a-ti-ons and accumulated sick leave. Any employee on leave of 
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absence who accepts regular full time employment with any other employer shall lose all rights 

_,,,m,loyme,t~ilklk,C,:ty...................................... .......... \I r~oo,, l 
(AFSCM!i 125&) . Ii ' eriods ofmedieal dis,bility oo OOfieed i,e,eie ,o1\, \_ ...... _J!..1 ·-· -····-·---=~=----···=····-· =·····-·· ··=·····=) 
bea-ves--ttf-absence, without pay~ P h O t nt Head .,,ith the approval of '!GF~o'..'.'rm~at~te~d'.'...:: S:'..'t~rik_::e:::_th.::._ro::u~g::.:.h ________ _ d . ti may be grnnted by tue uepar me , " . 
to eJwee Sil( man :1s~ . , em lo 'Ce ···ho has completed their probationary 
Hu~an Re~ot:rc~,s m :~~;t~~p~~d ro!in ~.-rit~~g at least fourteen calendar days . · 
pet1od. Said ~a, ~s s . . . "e if ossible Said notice period may be-waived 
prior to the effective date ~~- slaid lea:, '1 i H iman. Resources. Requests for said leave 
by the Department Head, fl lt:l appro' a O 

.L , · · itin the condition 
shrill include a written statement from a quahfied ph)_stcian : b ·f ta, f the 

' itating the leave and also setting forth the relallv7 pro a 1 1 J O 
1 

, . 
:::;1s:yees return to the performance ofjob duties reqwred by the Emp O) e1. 

~- . 
. f r eriods not in excess of six (6) months in any year, may m 

Leaves of absence, without pay,o / b t d in "'filing to rrny employee who has completed 

..... __ __ ... -•·-l~<>rmatted: Strikethrough 

the discretion of the dep~rtment h~a. , e gran e I ;· does n~t accept employment elsewhere. 
his/her probationary p_enod, prov1dm~ su~.h ~7:i,:~e:as been granted shall be entitled at the 
The cmploy?e to. whom written lea, e .~ ~o be' reinstated to the position in which he/she was 
expiration of the time stated on such lea, e,d Th U . n shall be provided with a copy of the 
em loyed at the time the leave was grante . e ?10 . 
wri~ten leave by the Employer, at the time sueh leave is granted. 

,(AMHS RH). 

.., h a , for periods not in mwess of siJ( months in ~ny 
Social \Vorkers. A leave of absence fl it abut p ,) ted b)' the ···r1'tte11 authorization of the Nursmg 

d t' I I "e may e gran " 
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Herne Admm1stra o: d 4 . al leave will lose all rights to employmellt. than part time employment while on an e uca !Oil 

. , fo efieds Hot in m(cess of six mollths ill any year, 
Nurses. A leave of absence without pba) r-pt db)' tl'e "'ritten authorization of the Nursing 

· I t' I lea··c may -e gran e ' " . . 'd 
e)rnept for a~ ?0UCEHOna~;~' ~ilm Resources Director to ally employee prov1dmg ~al nurse 
Home Admm1strator, aHeun t..~-~- n . 'd lea··e 'he Coull"' shall Pa)' applicable 

I , nt else"'u~urmg Sal ' • , 'J h dlAoe:esHt,noD1tc1al€c'eceJep'}(t~e~n'lf1pJ+oO:)Yi111
~

0Hi~:tt."'"""" £ • • d t to elweed sb( months. The nurse to w om 
d l'f · a!lce prem1u1ns ,or a peno no h . 
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1. I g: .. ,Ji' h hnleho mno o~~ioyed at the time the 
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with pay as provided for below for m se1 'we ra , , 
sieHal--meetings a!ld funeral leave. 
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I. WHO MAY USE A MOTOR POOL VEHICLE 

Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Motor Pool 
PolicyNo: 5.27 

Effective: J!_l!~O_!~l/_lj~Q_l9 ____ . .--- Formatted: Strikethrough 
Revising: ~!l1L'.?QJ§, _ , ---- FF-o-r-m-a-tt-ed-:-S-tr-ik-et-h-ro-u,;;.g-h --------aa=( 

This policy establishes the rules and guidelines for the authorized use of County Owned vehicles in 
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 
employees and contract drivers who drive a county vehicle must have the required statement on file 
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, 

Anv department that is assigned a motor pool vehicle must designate a Departmental Motor Pool 
Coordinator. 

II. VEHICLE USAGE 

Rock County vehicles shall be used for official business only. Vehicles may not be used for non
business mileage. Travel to 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_ CoordinatorJ:!~llilmay authorize an emp)oyee to_ take_ a vehicle ___ ... -·{ Formatted: Strikethrough 
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. 

III. 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 ,by the Frst with_ in. thre_e J.3 ).busi_n~ss ~ay~ ofthe ~gh111ing _ >--'{ Formatted: Strikethrough 
Qfeach month to the Public Works Department. · · · ··-·--· ······ 

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 Location Motor Pool Coordinators are responsible for scheduling maintenance/service 
... --·{ F~-;matted: Stril;;th;~~g-h · ··············· ·· ····· .every 3,000 _miles at tl1e. service. facility .desigtiatecl. b)' .. the. D.epart!il_ent .(Jr pu_blic .. \1/o.flcs -.~h()p . . ~. -------~------- .•. ~] 

Superintendent. atJhe factory recommendated intervals as supplied by~he_Depnrtment of Public 
\YQ!:hs.S.bop$_µJ?.erinten~Ien.t.Cmrent!ytl1e.Jntery[l.lrnrnevery_~., ooo miles fgrChe.vrolet.<:1mtC!lo'sle1: 
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 Depruiment 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. ~ __ : .. -·"{ Formatted: Strikethrough 
Department of Public Works is responsmle-for all maintenance/service dBn~ol ~------~---------
~ 

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 
2016, all Motor Pool vehicles were assigned Exxon/Mobil WEX fueling cards. J,4_otor_p_q9_l_y.cihi~_l~_s ___ __..,i Formatted: strikethroug,h 
are to be fueled at gas stations that accept the credit card that is assigned to the vehicle. As of January, '----------=----------
2007, all Motor Pool Vehicles were assigned Wright fapress fueling cards. The procedures.outlined 
in the following paragraph must be followed when using the county's fuel card system. 

,'.+he. Wright E1,press fue_ling eurds. are l\Ccepted at 01anx ser~'ice. statio_ns \hroughCJut the county_ .llnd ./· -·i Formatted: Strikethrough 
the state (consult Driver Guide for participating loeatioOSt,--Wright fapress cards are vehi~ 
and must be kept with the assigned vehiele. P.l.N. number (employee number) The Exxon/Mobile 
fµ~!Ln.g_cards are universally acc(;!nted aJ.filL£l!Ult:tJi9U.S-1.9.QI!.$_tJ!Uhe Driver's Guide for additjonaj 
information ........... Drivers a,re ... encouragellto.useJhe_y~ndor station$.(vendor ... name_on_cfild) .when 
£QIW\;'.!}jynt. Fuel cards are specific to each vehicle and must be kept in the vehicle it is assigned to 
P.LN number 011st four digits-9.f.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 aJld minor repairs. Repairs over$ I 00 require Public Works Superintendent or Sho12 
Foreman approval. 
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IV. TRAFFIC VIOLATIONS 

Drivers 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, if 
likely to cause further injury. CallJhe nearest police agene)'2JJ. __ Drugi A}coj1ol t_esting vVill be_ done ... . ----fr~','!l_ll_t~e~: Strik~throuQ~-- _ 
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. Fueling and Repairs). Ifthere were witnesses to the accident, obtain their names and 
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. 

VII. INSURANCE COVERAGE 

Rock County is ,.a mem~er_ of_the \Visconsin_ Municipal Insurance_ Company (WMMIC)_ and has_ ... ----·( Formatted: Strikethrough 
insurance coverage through-WMMIC for auto liability claims insured for the purposes of all auto ,__ ______ ;__ ________ _, 
liability claims. A Vehicle Insurance Identification Card shall be maintained at all times in each 
vehicle owned by Rock County pnd covered~'. the \VMMIC Auto_ Liability Policy._ This shall_be ___ , .. -·[~F_o_rm_a_t_te_d_: s_tr_ik_e_th_ro_u-=-gh ________ ~ 
placed in the vehicle's glove storage compartment. The information contained on this 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, WI 53545. 

The \Nf\4~41~ _p()lic_:t_ co_'!'e_r_ag~ is_ li_lY!it_e~_ to_thir~ j)~'-!ia\J_i)!\:z': __ R_()~c_Q_o~1n~).'_ ~9_nt\F1t1~~-!o_\np_u~e_!t_s ___ .. _, .. -{ Formatted: Strikethrough 
veh-ie-les-for-property damage-#wough-the-&ate-ef-Wiseonsin Local Government Insurance-F-ttnd, '---------"------~~--
along with other county owned property. 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 unrestricted driver's license, for reasons other than corrective lenses. 

• Using the motor vehicle for business use only. 

• Reporting any maintenance problems immediately. 

• Upholding traffic regulations. 

• Reporting all accidents. 

• Properly and accurately filling out the motor pool logbook. 

• 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: 

I. 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 responsible for 
.cleaning the vehicle when they return. 
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.. -··{·.··F······•~··;;;:;;tted: Striketh;;~gh Vehicle operators-tU~onsible for !11~~~th'l<lditio11 ofengin~ an4 trans111.ission oils and _ 
windshield washing fluid, when needed. 
Vehicle operatol'q_l1f.~.l~:§ponsible for filling windshie).Q_i:\:'.JlSh~r fluid and repqi1ing_an low t1uid level 
qrlowJluid .. life warning .. l.ightstoJhe Department of PubHc_Works .. Superintendent or Shop .. Foreman 
.as soon as possible. 

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. I possess a valid driver's license (enter# _________ , State __ ~ 

which expires on _________ _ 

2, I 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. 

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

4. 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: _.!/1/2012.1/1/2019 _.,;·<·{ Formatted: Strikethrough ) 
Revising: .,3/2009 (4 · I 6) I /1/2012 _ .. : .. , .. -[--F-~r-m=a=tt=e=d:=S-tr=ik=et-hr=o=ug=h-==-========-····""') 

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 
County. Employees in non-exempt status are to be paid time and one-half for all hours worked > 

over forty in a weekp_r_~S_O!~_erv1_'\~e-~!r_<:le~e_d_!n_1-rn._f'.C?J!cie_s __ a:11cl_~!_~~!:l_clu_n:l~,_!,S_p~-~!al_~l_lJe_s _________ __..; .. ,1~F-o_rm_a_t_te_d_: s_tr_ik_et_h_ro_u_gh _________ l. 
apply to State and local government employment involving law enforcement services, nursing - ·;--· ---'~' ~-~--·-__ ------------~ 
homes,,. V_<J[l_l!!t_e~1: §~r~j~-~~~ _a:n!1_co_l11p(:)118_f.!!O!):'_t_i_111~_ <J_ff_j11s_tea!1 _otc~s_~_<J_~~!_tifl1_~jlil)'fl1_e11~:- ___________ ...... --·[ Formatted: No underline J 
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 tf1e County would be responsible are: 

I. 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 rec,ognize 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: 

I. 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: ~ l /1/2019 __ ... ,··{ Formatted: Strikethrough 
_____________________ __:,R.:.;e_;_v.:.:.is.:.:.in~g.:...: (i.:.:/_;_12.:.:./_;_18:...,;;;9/;;;;l;;;;l/;;;;2;;;;0=18 -------=---------
Overtime for Unilateral Employees. 

,C:o_nt_ptilfl_~_u .. s.eclx,:~l_l_fl_(:lt~e-~~':1-S.i_~.e_1:~~-a~-~(3_U."_S,_',~'.CJ.".l_,.e_~-~-~-H•_~j)_U~~o_s~_c.>f.e_c.>fl_l.fl_U~!n_g ________ _,, .. -·\~F-o_rm_a_tt_e_d·_. s_tr_ik_et_h_ro_u_gh ________ ~ 
oyertime. 

!fan 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 I 
Computer Programmer/ Analyst II 
GEO Application Specialist 
Materials & Environmental Services Manager 
Network Support Administrator 
Network Technician 
.Off1ee 11,1.anager .. -- __ ..... . 
Payroll,Geeftltnater/Nl[!nager 
Planner I 
Planner II 
Planner III 

__ . _ . __ ..• ---- Formatted:· Strikethrough 

. - -----· Formatted: Strikethrough 

Public Safety Systems Manager 
,.P_ublie Works_Ac_counting_ Supervisor ________________________________________________________ . __ .. -{ Formatted: Strikethr~ugh 

Public Works Superintendent 
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Sanitarian I 

,8enillr q()n_s~rv_ati_on Sp~cialis! .. _ ... 
Shop Superintendent 
Victim/Witness Specialist 

{ ······-···--··- ··-

- "•• • • • ' •~-... •••••••••••• .. ••• .. ••••rn'"""""""'"'-•••••· ••••v•"""""''" 
-----· Formatted: Strikethrough 

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

(I) in the case of an employment services agreement, which 
contained such a provision; and 

(2) employees in the following job classifications who are eligible for overtime 
compensation on a time and one-half basis over forty hours worked __ per 
week: 

~b~~t~!: ~::sd ~~::~:r ~1 tt11agsl' .. • :~: :::t~~--~~~-~~!~.'.-,~~-~-~-=~~-~~~.9-~ ... ,,,,, ''""""""'"'" - --- J 
. . 's ' . Formatted: None, Indent: Left: 0.08", Hanging: 1.5", 

Nu1s111g uperv1sor ",,, -- Don't keep with next 
----------tl"r,dSJAFHli-tiSIBSttiO'lfflHJ'l'lftlUP.-l'S1<1e '•.,,_i>""'-==============-....! 
"- - ------- ----- --- --------- - -- -----------,----------------------- - ---------- ------------- ------------ ---------------,,, Formatted: Indent: Left: 0.08", Hanging: 1.5" 

YSC Supervisor ·••... - ...... . 

Full-time, FLSA exempt (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 

Formatted: Strikethrough 

employees may take time off when the workload of the office permits. It is not the _ ~----~-----'------.:.__ 
intent of this provision to allow time off on an hour for hour basisA 'n'hie_h Al~_ans that,._ __ .. --···{ Formatted: strikethrough J 
;'Unilateral_ C" employees_..shall take no more than eight (8) hours off per calendar week ____ , ,.c "'"'"'i;';;;;·;;;;·""'""""'"""'"""'""""'' ,,-,] 
for hours worked in e)(eess of forty (40) hOtll'S; shall follow departmental rules regarding '••.,,;=====.=========== 
time off requests in which only eight (8) hours may be accounted for by flex. To use _· ~F=o=r=m=at=t=ed=:2 .. ?=tr=ik=et=h=ro=u=gh==========: 
addition,11 hours of flex time, the emplovee must receive~ specific_supervisor _______ ... -····[ Formatted: strikethrough 

approvalpf_th~i~_sµJ3e_r_vi~~-·------------------------------····------·•------- -------··--,-··- - -------------,-l=F-o-rm_a_t-te_d_:-St-ri-ke-t-hr-o""ugaah========~ 

All employees shall keep accurate accounts of all hours worked, on time sheets 
promulgated by the County. 

Flex time may 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 employees 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 land II assigned 
after-hours on-call responsibility for Child Protective Services or Mental Health Services 
oversight shall receive J,v_CJ_)1~U!1 ~f .P~)'. _CJ~_c~n~p-~1_1_s_atCJr)'._ti!l_1_~ _fCJ~_e9:ch_ \V~-~k_da)'. _(M~1_1~------···i;=-D-el-et=e-d:-o_ne ______ ~----~ 
thru Thursdav), and thre5,.,_hours for _each_ 24-hour period_ for_ weekend_ coverage._ For ___ : ... 1 Deleted: two 
purposes of this section, "weekend coverage'" shall include Friday, Saturday, and/or Sunday. ,._ _______________ __, 
On county recognized holidays and days ofobservation, supervisors will receive four hours 
of pav 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. 

(I) Unilateral Employees in the classification of Nursing Supervisor shall be eligible for 
overtime compensation on a time and one-half basis over ,eight_(8) hollrs per da)',forty __ ,..-·{ 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 .. 

J) Employees in the Public Works Department in the classifications of Storekeeper, Public 
Works Superintendent, Shop Superintendent, and Assistant Public Works Director who is 
on call for Public Works shall receive four hours of pay for each week ofon-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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I. 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, 20 I I: 

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 as hours 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 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 daily work hours, in which event the hours act~ially 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 jclageF during non-work hours will be 
compensated at the rate of $75.00 per week for each week that the Employee carries the pttge:F._ .• --·{ Formatted: Strikethrough 
cell phone. 

(Facilities Management) Eacl:i 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 ~ .. £:'ot11:ux Is~ue_d .cell R_h()ne ~uri11g.n()n_~vVClrk ho.urs \¥ill b_e .--···i Formatted: Strikethrough J 
compensated at the rate of $75.00 per week for each week that the Employee carries the .P.agex ...... .,. ·,, ..• , ........ " '·"· ,., ... , ..... .. 
eel I phone~ . .. . .. _ .......... ····· ..................................... ··········· .......... ········· ............ ······ ........... >-F=o=rm=a=t=te_d=: s_t=rik=e=th_ro=u=g=h= .... ===========-.. =·······=·····=·. )J 

~:1:!:~:· ..... ----------· .............. .. 
(AFSCME 2489) 

~~~1:~1 !~1 ~~~~1h~n~~~~~~t~i~;y~IB~io~tfr~~~f i ~~~~~;eJ~~k~d1~· ~~~~~r1:p~.~~irh~~1~i l~e;d!;<~::.~•;=FF=o=rm=a=tt=tte=dd=: SN=tr=ik_e=thl=ro=Nu""g=hb=l=I =t =====b==. -== .. ·=·ad.· J,l 
, , , , ", orma e : orma, o u e s or num enng 

or forty hours per week; time and one-half compensatory time off shall be taken w1thm the '-,;.=========================~-==a=:] 
calendar year in which it was earned. ~F_o_rm_a_t_te_d_: F_o_nt_: _12_pc...t _________ _, 

In order to accommodate ,.Fatnil)·.Skills ... Sp.eeia_lists S~jll pevelo!lli1_ent Specia_list an~fatnily ..... >·{~ormatted: Striket~'.~.~~~ .. 
Service Coordinators, who sometimes work past 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. 

(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. 

I. 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 may be taken in cash or time and one-half compensatory time oft: at the 
option of the employee, 

(AFSCME 1258) 
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.. ..--··'{F.······o······r····m.·.·. ~tted: Striket·h· r .. o .. ·.·.·u.· .. ·.g··.·.·.j, .. ·•· ,G. .Overtime and C::omp 'fitne: Tin1e an~ one:half s_hall be p11id for_a_n tin1e_ w.()rked over eight . . . . .. _ 
hours per day and forty hours per week. The only exception 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 occur in a regular twelve-hour shift) . .UP to forty_(40).hours of.unused ..... >··{ Formatted: Strikethrough 
eompensatory time will be earried over into the following year. Each year, as of December*, ~-------=---------~ 
accumulated compensatory time in e1rness of forty (40) hours will be paid. 

, In order .. to. accomn10.date. . n()n~cdsis_ .. Rsych_iatric. Jecl1n.ic:i11ns .. \,\/ithi_n ... the. . l:f_utn11n _ ~eryice,s ... --·{ D~leted: 41 ············ ··] 
Departn1ent who son1etimes work past 5:00 pm in order to n1eet 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) 

.s~.0~ __ Qy_e.~tin1e:_.Ihe_~n)j)lCl)'.t?r_~ht1l!_ha_y~th_e._righ_t_!Clr1;:q~dre._rea,s_o~11~Je.gy_e.~!i_r11~_w.grtj~_., .... -··[~F_o_rm_.a_t_te_d_: S_t_rik_e_th~ro_u~gh ________ ____, 
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 time in a "'comp time bank". pach_ year,_ as _of _December _31, .>·•·"{ Formatted: Strikethrough 
accumulated compensatory time in eJwess of t\venty (20) hours will be paid on the nei,t pay ~------.;c_ _________ . 
pefied, ' 

,Seeti.011 C._f\n etnJJloxee require~ by n1a:11age111_ent_ to carry: a_pager shall ~e C()JTif)et1sated at. the _..-··{FormaU~d: strikethro~gh 
rate of two dollars and fitly cents ($2.50) per hour. If the employee is required 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 
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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 ½) 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 regarding the use of comp time. 

(AMHS HSD) 

14.03. Overtime Pay. 

1. For employees 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 
(l 0) 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. 

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, 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 
Tuesday, 5:00 pm to Wednesday, 8:00 am 
Wednesday, 5:00 pm to Thursday, 8:00 am 

Thursday, 5:00 pm to Friday, 8:00 am 
Fri. 5 p.m.-Sat. 8 a.m, 
Sat. 8 a.m.-Sat. 5 p.m. 
Sat. 5 p.m.-Sun. 8 a.m. 
Sun. 8 a.m.-Sun. 5 p.m. 
Sunday, 5:00 pm to Monday, 8:00 am 

(15 hrs.) 
(15 hrs.) 
(15 hrs.) 
(15 hrs.) 
(15 hrs.) 
(9 hrs) 

(15 hrs) 
(9 hrs) 
( 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. Ifno 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 during 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. 

If 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. 

) 
l /2~~JJ~~~at19ti:tor:9:i1:a:~fflio~~~:•;~,J[f~~:p:a(~:~i}~[1°:1:,:s:::::::::::::::·::::::::·::::::::::::::::::::::::::~:-.:.d::;;:ii:;:"::~" 

+he on cnll Crisis worker is compensated at a rate of$3.50-per hour while on call. • · .. ~=~~~~·--~····· .......... J 
l 

The on call worker is compensated at a rate $5.75 per hour on holidays while on call. 

The on call worker is compensated at straight time for the actual time worked on a documented 
call/response until they have worked eight (8) hours per day, or forty (<l 0) hours in a week. 
Overtime hours will be compensated at a rate of time anEl--one half their hourly wage. 
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Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Resignations and Eligibility for Rehire 

PolicyNo: 5.36 ,---'-------,--~-----~-~-~-~~~ 
Effective: )/1/20121/1/2019 _., .. >:(Formatted: Strikethrough _ ) 

. . . . . . ~evising: .._3/_20_09 _ _(~ ,2~1 l!_lf~O_ ! 2 __ .. --~·i>=_ F-_ci-rm_a_t-te_d_: S-t-rik_e_th_ro_u.;;g_h -----=-==~J 
A res1gnat10i1 ts a voluntary act m1tiated by the employee to termmate employment wtth the - - ········· 
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: J /1/20 l8J.LlL2Ql2 _ .... _..-··( Formatted: Strikethrough J 
Revisin : 7/31/20171/1/2018 .. ---(=······=········=·······=·····-·· =····=·-=:=·····=······=·······=· ·=··=-··=--=-=···=······=·····=· ····1 -----------------------~~~~g~•~ .. ~ .. ~ .. :;::!."1_ .. J.h! .. -f .. ~ .. :/.d .. ~...... .~.~~.111.atted:St~1_ke_th_r_ou~g_h_____ . 

Shift Differential 

Unilateral 

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

Employees in the classification ofi,ssist(lntpireetor of_Nursi11g and1'Jt1rsing ~llperxisor shall .. _ .. _; .. •·--fF~;;;;~tted: strikethrough-·· 
receive shift differential equal to the amount received by Registered 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 I% of their base pay as shift differential, those who work the third shift (ll: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 I% 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 Sheriffs 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 shin on or between the hours of 10:00 p.m. to 1:00 a.m. 

(AMI-IS 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, . . · 

········· .......... ··_·J 

, . . ... . ... . ....... . ........ .. . .... .. ..... .. _ ..... >·( Formatted: Highlight 
,Float .Premium_. Nurses ............................................ -..................................................... -·{>=l==·~-;;;;=·····.~-t-t~-d-;S--ir;..,ik-;t"-h=;0=u=gh-·····=-··=· =======-• 

J 
J 

171 

R~tu,nJo.Top 



A. A nurse who accepts a pos-i-t-ion that can be assigned to any unit at times such are specified in 
the section will be paid a premium of $3.00 per hour for all paid hours, in addition to any 
applicable shift differential, and such premium will be included iri a!! overtime calculations. Float 
positions will be posted as day/p.m., p.m./nights, or nights/days. A nurse who accepts such a 
position shall not be involuntarily presoheduled to work more than 8 hours a day or more than 
his/her FTE in a pay period. There shall be a minimum of 16 hours between prescheduled shifts. 

B. A limited float position is a position that may be assigned to any unit, but may only be 
assigned to work one shift days, PMs, or nights. A nurse who accepts a limited float position 
wi+!-be--paid a premium of $1.00 per hour, in addition to any applicable shift premium. 

(AFSCME 1258) 

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 shift starts after 11 :30 a.m. and before 8:00 p.m., will 
receive a shift premium of ,$.lJ)Q./or_all hours worked._,Effective January_ l,_201_1, _____ -----<_ •• -·{ Deleted: $.so _J 
8,[l _ _(!_IJ~p_l_qy_~~!_"".~_q~~-yy_q~[<__s]:1jf!_s_t[!~!~-~f!~r_?_:_Q9_Q._1_1~:-1!1_1~-~_(!_fq~~-:l_:_Q9_(l._~:,-~_i)] _______________ ----·-1'=-F=·o-=rm=a=tt=e=d:=S=tr=ik=et=h=ro=~=~h=--~--•=--=--·-=·---=--=-··-=···-=---- ) 

~~:~::e:s:::~~::1~:n;o~l:::~~Of.q~_~!l_ho_9'.~-~-o~k-~~~------_---------------------------------------·------,~~:~::}>-___ =_:=:=::=:=::=:=:=.s=o========= __ = ______ = _____ = ______ = _____ = ____ = ____ = ____ = ___ = __ = ___ = ____ = ____ =::-:J 

• Day Shift- any work shift starting at, or after 4:00 a.m. and before 12:00 noon. 

• PM Shift- any work shit1 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. 
_______________________________________________________________________________________________________________________ ... ----·i:=F=o=rm=a=t=te=d=: H=i=gh=liaagh=t====================<) 

2. ~;;,~i~~!! _'!'!'hi?_ V(O_rks_ I¼_ !'!ay/_p!1_1_ t}o_a! '"''.ii_!_ ~e_e_~j~~~ -~!l_(ldc!i_tj_(l_l_l(ll $_ ! ~9_Q _PIJ.~ _ho_ll~_fo_r __ aJJ_ h_q~ _____ .. ---{~?!.':!1.~~t~~: ?~rik~t~r?.~9~ ___ _ J 

(AFSCME I 077) 

A Rock County Airport Maintenance Worker or Facilities Management Worker IV whose 
regularly scheduled work shift starts after 11 :30am shall receive I% of their base pay as shift 
differential. 

(YSC) 

Youth Services Workers ,vho work the second shift (2:00 p.m.-l I :00 p.m.) shall receive l % 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 shift differential, 
,Em-fl-! _ · ·· · · Uffi on the seco11~d--th-ird shifts will receive _____ , .-· -·fF~~~atted: Strikethrough · ·· · -) -------------"-----------~ 
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a-shl-A---iwemium of $0.15 per hour for all hours worked by the employee, 

First shift 
Second shift 
Third shift 

6:30 a.m. - 3:00 p.m. 
2:30 p.m. - I I :00 p.m. 

10:30 p.m. - 7:00 a.m. 
.__ _______________________________________ . ______________________________________________________________________ ~-- __ .------·\ Formatted: Highlight ~----~----------~ 
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 of7:00 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 RA TE 

(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 ( I ½) times her/his base hourly rate of pay or for the time actually worked paid at the one 
and one-half (I ½) 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 

Bilinguai 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, or 
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. 

If 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 
S::Iitf.r.i::1 for bilingirnJs_omr.>ensation. 
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Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Sick Leave Payout 
Policy No: 5.38 

E~~~~~i~e:: 1~:~;~!:=---·:J,-F __ ~_-rrn-a-tt-e-~:--~--tr~'.k=et=h=ro=u"=gh====--=====.,,,,;.,.~ .. =:J 
____________________________ g:a....::"~---·----------------~--~-.. --=---·--"" l_ Formatted: Strikethrough ··· ) 
The Rock Countv policy on Sick Leave can be found in the Rock County Ordinance 18.515. · · 
lj5J§_d 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,1:h~ employ_ee_n1ust n()tify the departn1ent tl!rou_gh _ •• -·{D~l~ted: ') 
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 shal I have I 00% of their accumulated sick leave days contributed to a Post 
Employment Health Plan (PEI-IP). . 

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. 

,(AFSC::MF: _12582 

Employees who terminate or retire with ten or more years of continuous serviee with the 
Emp!Byef-Sltall-b~d in wages 0F1e half their accumulated sick leave days no~eed sixty 
tiYe days. In the event of the death of any employee the County shall make the-same sick leave 
payments to the employee's spow;e, if any, aRd then to the children if any and theR to the 
employee's estate. · 

(AFSCME 2489) 

Employees who terminate or retire with ten or more years of cont.inuous service with the 
Employer, shall be paid in wages one half their aoeumtllated siek leave days not to e,coeed siJHy 
five days. In the event of the death of any employee, the County shall make the same sick leave 
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JlB)'J11ents to the .. e11113loyee'.s SJJOuse,_ if Bil)', a11d then. _t.9 the ehildre11 if a11x .Lind th_en to Jh~. _ 
employee's estate. 

(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 
ofone hundred-thirty (130) days. Employees who terminate or retire with ten (I 0) 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 twent of de{l{h of an employee, the _County shall malrnthe same siek leave __ . ___ .-----··{ Formatted: strikethrough 
payment to the employee's estate. In the event ofEHSBhafge for cause, the employee will not -----------------~ 
rooeive-thls-aooe.fi+.. 

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 
ofone 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 
(77) days. )n .the eve_11t of the dea.th of an e1npI()yee, the C?ounty shall rn.a.lie_ the sa.m_e s_idc _leave_ . _. ----{ Formatted: Strikethrough · ] 
payment to the employee's estate. In the event ofa discharge for cause, the employee will not -----------------
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. 

(A ITORNEYS) 

Employees who terminate or retire with ten or more years of continuous service shall have I 00% 
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. 

J¥ftf;J .. _____ ........... ___ ···---····-·--···· ·-··-······- ______ ··--·-·-·-···· ·····-·--·-----· __________________________ ,--···i Formatted: Strikethrough 

Aocumulated Sick Leave. Employees who terminate or retire with ten (I 0) or more years of 
eontinuous servioe with !he Employer shall be paid in wages up to one half of their aocumulated 
sick leave, not to exceed silcty the (6S) days. In the eyent of death of any employee, the County 
shall make the same sick leave payments to the employee's spouse if any, and then to the ehildren 
if any, or to the employee's estate. 
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Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Step Progression 
Policy No: 5.40 

R~~:~~v~:111~~! ~~O %:- _;,~::{(,._F_o-rm··-····~--t-t_e __ d_: s_tr_'.k_et __ ~-r.?-~.-~h-·· .. --===-... -....... =·-·· .. -...... -... -. · ... JJ 
______________________ ..:..::.::..:..:;:.:.:.:.:g~•-:.a--;.:.;:; .. ,;:. .. .;_; .. ::_ .. --.;;--""--""--"'-±i--:ei--:e:--ci;,,-- ... ,• .F.~r.'!'.~!:ed: Strikethrough __ 
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, 2011: 

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 HSD,'AMHS _RH) ___ ----------- ______ ---------------------------------- ______ --------------·--- ____ ------- _ . ..----·[ Formatted: Strikethrough ~-------------'--~ 
AMHS pay matrix is updated with a January 1, 2018 effecti,ve 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 below: 

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 (Bachelor's Level) ORB. 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 Master's 
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 earning 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%).Ihe 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 licensure 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/cetiification 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 ofat least four percent (4%). In 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 mo.veto 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. 

c. 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 are 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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Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Transfer 
Policy No: 5.42 . . 

Effective: J/l/20181/1/2019 .. > ... •·! Formatted: $trikethrough ] 
Revisin : 1/1/20171/1/2018 ., .. .r>-···-.. ····-·······-····-· ·-···-······-········-:-·····-······-····=···;;.....~===~-= ...... ·=< .. · ..... J 

------------------......,.--------"'g-'.,.. .. -··-·-··-··~•·.e:·.:.·· .. ••;..••a.··=···•""·. l Formatted: Strikethrough 
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 
(60) day probationary period. The determination of successful completion shall rest in the 
discretion of the Employer. 

Employees serving a probationary period who have volm1tarily moved to a new classification, 
are ineligible to apply for other County classifications. 

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) 

J,J1rn..i:n1,Transfers \Y.it!1.in .th~ S(\B)~ . .L9J,clc1ssitic~ti~n~;~•;itl1i11 t.h.~. ~arg_~inin.g lll1!t .. s.h.c1l.J .. b .. ~ g~~nt~.~ .. < .. >"{Fo;·;~tt~d;No~ Highiight ...... . 
based exclusively on seniority. '>·,. ( 

(AMHS-HSD) 

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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Administrative Policy & Procedure Manual 
Section: Human Resources 

Policy: Uniform/Equipment Allowance 
· Policy No: 5.45 
Effective: J/1/20Ig.1/1/2019 __ ,,-,>( Formatted: Strikethrough ) 

Revising: 1/1/2017 1/1/2018 . ,., .. -[~··.·-····~· ···---·······-········---. -.-. -······-·.·······=·-~-····""'·· ·=······-· -=-====--~·····) 
_________ ,_,.._...;... _____________ _,_:....:....__ ·-··~··--·-----··""··.e:·e.··.a·· ... -· ... ···"" · •. Formatted: ~t~1~:~hrough 
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 - yearly allowance in a separate check of$635.00 

The Employer will pay to each Public Works Superintendent, Shop Superintendent, 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 g_\j.er111ined by the Information Technology Director, Information Technology staff with responsibilities for 
after-hours.suppor!,_ will be reimbursecl$5 IO 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 ofa sum 
that represents a fair market value of clothing or articles at the time of damage. Employees 
receiving a clothing allowance shall be ineligible 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 
judgment of the Employer what market value is attached to the particular article or piece of 
clothing, which shall not be arbitrary, capricious or discriminatory. 

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, or in the case of a representative who works a 2nd or 3rd shift, the County shall 
pay straight time wages for the time spent in such sessions to two representatives from the 
employee group. 

Seniority Rosters .• The grouj3-f_C!3!'es~ntative will post a seniority fClster \Nhich \\'i __ ~~ ..... ___ .. _,.-·· f Formatted: Strikethrough 
name, classification, and date of hire of all regular foll time and reg'tllar part time Employees. -----------------
Such roster shall be corrected and re posted on January and July of each year. Will be provided 
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 t1Rte11 representative is conducting tffitOO business with the employer they will be 
paid at straight time. This time will not be used to calculate overtime. 

Representation. If 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 maHager 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 rriust 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,: \\'henever an e111pl<Jyee is acting as a represe11tative they \Vil I _be_ . __ ,.. .. ··f i:ormatted: Not strikethrough · •··· 

paid at straight time. This time will not be used to calculate overtime. • .. . . .. -··{ F~;~~tt~d:·N~tslrik~t~rough 

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 
to represent Employees in meetings wit~ management. One /Representative shall be permitted 
to investigate and process a grievance during working hours without loss of pay . 
..... ... ... _ .............. _ ............................................................................................. .............. _ ...... --·[Formatted: Not Strikethrough 
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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 

PolicyNo: 5.47 
Effective: ~l/1/2019 _.--·····\ Formatted: Strikethrough J 
Revising: +,l-J.R.G..141/1/2016 ---·-['"'"····----. -.-...... ,.,.; ...... "'"····-·····-· -=~-=-~ 

________________________ .:..:.;,..:..:.;,.;...!a:~•~ ... _.: .. ._: ...... :.,: •. __; •. ;;:,:.,:a:-.;;;.--""-•c.;.,:a:. .. --- .·- Formatted: Strikethrough ...... ) 

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, AMI-IS 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, up to a 
maximum of twenty-five working days of vacation per year according to the following 
schedule: 

(AMI-!S-HSD) 

After 2 years - 11 days 
After 3 years - I 2 days 
After 4 years - 13 days 
After 5 years - 14 days 
After 6 years - 15 days 
After 7 years - 16 days 
After 8 years - 17 days 
After 9 years - 18 days 

After IO years - 19 days 
After 11 years - 20 days 
After 12 years- 21 days 
After 13 years- 22 days 
After 17 years - 23 days 
After 18 years - 24 days. 
After 19 years - 25 days 

For employees who are in job classes that were covered by the AMHS HSD contract on 
12/31/201 ! , vacation pay and/or time on: 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) 

Attorneys may take five days of vacation during the second six months of their employment, 
five days during the third six months, five and one-~alf 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 

~;~~~~J)y~!~:(tt~;:s~:i:~t ~~~~~~i1~~~-tr1na;1h~l1~t!t?:n,~~~:fu:1~f ~~h:i~~i~~ 'the ...... -- ·"i\__D_e_le_t_ed_:__;, ________________ J 
manner thereafter, up to a maximum of twenty-two working days of paid vacation per year . 

.?,Q~_I_. __ E.n1p_l()y~~~,_Uj)()_n_Sej)arat_i()t1,_sl1~1.u~~".~-~jl_lln_L1S_ed_~11d __ a<:~r_u~~-~~-~atio_n_c!'e(Ets__(_\V_hicp_,,_, .. , .. --{~F_o_rm_a_t_te_d_:_St_ri_ke_t_hr_o,-'ug,c_h ________ _ 
are earned as specified above) contributed to a Post Employment Health Plan (PHEP). 

PART TIME EMPLOYEES: 

(AMHS HSD) 

All regularly scheduled part-time employees will be allowed paid vacation on a pro-rated 
amount based on actual hours paid. 

(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. 

(AMI-IS 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 .-----·~· ~· -·~'------~-~ 

Effective: J/1/2017lflL2Ql2_.~;.,c-·( Formatted: Strikethrough ) . 
Revising: 1/1/20161/1/2017 ,, ... [·-············-····- ........ i ......... ··.··.···· .. - . ---------------------------~~~~-=i!:-~--t:.-::! .... :!:! .... t!:--~-b--!f--~--~-kf.----< . Formatted. Strikethrough J 

The following is procedural information employees will be expected to follow for reporting an · - ; ··· - •·-•· ·· ····· 
on the job injury and submitting a worker's compensation claim2. 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 gliide with their 
employees who sustain an on-the-job injury/illness. 

EMPLOYEE - REPORTING AN ON THE JOB INJURY/ILLNESS: 

When an employ~e is ir\i ured 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 supervisor or 
Human Resources Department or on the County Intranet under the HR Department tab and 
Safety. The direct stipervisor and Department Head must sign the form, and then submit it to 
the following: 

• Sheriffs Office: Payroll 
• Public Works: Payroll 
• .R.~<.1~ .. l:l..~_<ll_1.:.~H. .. i>a.y_~CJ~!___ ............................................. ----------···----·---··-- ............................. ,,,,-{~F_o_rm_a_t_te_d_: S_tr_ik_e_th_ro_u...=.gh ________ ____., 
• All other County Departments: Human Resources Department -

The appropriate payroll department then fills out a transmittal form (WKC) and sends that form 
to Rock County'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/Iajury 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 Physician or Chiropractor 
shall have the treating practitioner complete,a 'Norker Compensation_PhysieiElfl/8urgeongJ2.£.k ____ , .. ;>{ Formatted: Strikethrough _ .... J 
County Return to Work Form re ort form at the time of the visit. The Rock County Return to ···,,.-r·-·····-······-----····-.. •--·• .. --.--.. --. =·--.----· -. ·"'"·····----·----====--=-

=--=-;. ___ P ................................................................ -"'- ......................................................... ~ . t Formatted: Not Highlight J 
~~~~~-~;~~y r~~~~i~~~~~~:!1?~1is°-tof~~~~~rt!·~~ .. ifr:d~~~~~r~~~~~a .. ;A~~~~~()a~J:~~~~~~()! .... _'~~'<J""''F=··~-;~-:a=_t=~e=d-;·s-···~·=;ik=··~-;h=;~-~=;=;_=:=· =======···=·-·'""'] 
doctor appointment. . \\>,,F_o_rm=at_te_d_: _N_ot_H..;ig=h_lig;;;.h_t=========< 

Formatted: Strikethrough 
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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 f'lPRCJi!1_t_~e:-:!1!S _a11_4 _~_<1:\'e_11CJ_t_ re:-:turn_e.d_!o t~_~i-~j()~.3-~t:~-~~1_S_() _CJf_!~-~l~_i!1i_l_lr)'_1n~)' _i()se:-:_~_CJ11_t_i!1llj!1g ___ _ _,..-{.Deleted:~ 
benefits and also be considered absent without permission from their jobs. ·----.. ·---.----------

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 ifa 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 (~f>\VD, and.Sheriff's l)ept),.Jheerpploye~ .shCluld 11o_til~SUl11e th11t_ ~ills they_ ..... -·····{ Formatted: Strikethrnu.,,g_h __ _ 
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 niay cause a delay 
in payment of worker's compensation or loss of compensation. Disciplinary action may be 
initiated as well. Employees should contact the Human Resource Department with questions, 
regarding worker's compensation claims. 
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