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1 INTRODUCTION
11  WELCOME

WELCOME TO WASHBURN COUNTY! We are very pleased that you have chosen Washburn County as
your place of employment! Washburn County has an “Open Door” philosophy and encourages employees to
share feedback with their Supervisor, Department Head and Administration.

WASHBURN COUNTY MISSION STATEMENT
Washburn County government exists to serve and protect present and future citizens, the environment and quality
of life in a fiscally responsible way.

WASHBURN COUNTY CORE VALUES
e Needs of the public drive our priorities, and the services we provide.
e We provide a safe, welcoming environment.
e We communicate promptly, respectfully and accurately.
e We value and support competent, well-trained and empathetic staff.
e \We promote teamwork to encourage creative problem-solving and efficient use of resources.

As Washburn County employees, we strive to provide the best possible service to our customers. The County
employs quality professionals, interested in public service and motivated to help all who use our services.

We do our business in the public spotlight and promote public accountability in all County business operations.

We strive to provide the highest quality service to all of our internal and external customers and other members
of the community in a professional, respectful and courteous manner.

1.2 PURPOSE OF HANDBOOK

This summary of personnel policies is provided as a reference to the employment policies, practices and procedures
of Washburn County. The Human Resources Director is responsible for the custody, distribution and updating of
this summary. Each new employee will receive a copy upon commencement of employment. The Handbook
should be studied carefully upon commencement of employment and referred to when questions arise. Itis required
that all employees read and acknowledge receipt of this Handbook on the form specifically provided for this
purpose.

The Handbook provisions do not provide, nor shall they be construed as such, to create any express or implied
contract between the employee and Washburn County. The Handbook provisions are not guaranteed conditions
of employment. The Handbook supersedes and replaces provisions previously found in collective bargaining
agreements that have expired and/or found in any prior personnel policies and procedures. The Handbook applies
to non-represented employees as well as general municipal employees previously covered under a collective
bargaining agreement. For employees who remain covered under a collective bargaining agreement, the terms of
the bargaining agreement supersede the terms of the Handbook where applicable.

Handbook policies and procedures are subject to being changed, interpreted, withdrawn, modified or altered by
the County. Any changes made to this Handbook will be brought to the attention of employees and any revisions
to the provisions of this Handbook will supersede the provisions contained herein. Changes to Handbook
provisions require the approval of the Board.



1.3  APPLICATION

The employment policies as set forth in this summary are made in accordance with existing State and Federal
laws and regulations. All policies in this summary are to be interpreted and construed on that basis. Should any
definitive legal inconsistency arise between the policies contained herein and State and/or Federal law, the latter
shall take precedence.

These policies are intended to help facilitate understanding, cooperation, efficiency and unity among personnel
through systematic and uniform application. Because the Employee Handbook is based on County policies and
procedures, federal and state mandated policies and procedures, and present employee fringe benefit programs
which are all subject to change, this Handbook is also subject to change. Washburn County expressly reserves
the right to modify, revoke, suspend, terminate, or change any or all policies in whole or in part, at any time, with
or without prior notice.

Washburn County encourages an open door philosophy between employees and management. Management will
be committed to continually review policies and procedures to improve communication and ensure appropriate
responsiveness to changing needs of employees and the County. Employees should feel free to discuss workplace
problems or concerns with their respective Supervisor, Department Head, Human Resources Director or the
Administrative Coordinator.

1.4  GENERAL POLICY

Unless otherwise agreed to in writing by the Washburn County Board of Supervisors, or pursuant to a specific
state statute applicable to the position, employment with the County is for no definite period of time and may,
regardless of the date and method of payment of salary or wages, be terminated by the County or by the employee
at any time, with or without cause, and with or without prior notice. No personnel policy, procedure, practice or
representation, oral or written, shall alter this condition of employment. Nothing contained herein or in any other
document provided to County employees is intended to be, nor should it be construed as, a guarantee of
employment or any employment benefit (except as otherwise mandated by state or federal statute). Titles used
herein are for convenience of reference only and have no substantive or procedural function. Committees or
Boards not reporting to the County Board and with direct oversight of County employees may adopt the policies
established herein for application.

1.5 THE ROLE OF MANAGEMENT

Certain rights and responsibilities are imposed by state and federal laws and regulations. Many of these rights
and responsibilities have implications for policies and procedures governing employment. For this reason, the
Employer reserves any and all management rights regarding employees’ employment status.

General Guidelines: The role of management includes, but is not limited to, the right to:
Manage and direct the employees;

Hire, promote, schedule, transfer and assign employees;

Lay off and recall employees;

Discharge employees or take disciplinary action;

Schedule overtime as required,

Develop job descriptions;

Determine work schedules;

Assign work duties and on-call time;

Introduce new or improved methods or facilities or change existing methods or facilities;
Contract out for goods and services;

Discontinue certain operations;

Direct all operations of the County.

rXC-"IONMMUO®m»



1.6 PERSONNEL COVERED BY THIS HANDBOOK

The Handbook applies to all non-represented employees as well as general municipal employees previously
covered under a collective bargaining agreement. For employees who remained covered under a collective
bargaining agreement, the terms of the bargaining agreement supersede the terms of the Handbook where
applicable.

1.6a. PART-TIME EMPLOYEES
Regular part-time employees, normally working at least 50% FTE receive all benefits, holidays,
vacation, and sick leave on a prorated basis unless otherwise specified. Note: Temporary,
Casual, and PT Employees normally working less than 50% FTE, generally are not entitled to
benefits upon hire; however, these employees may become eligible for benefits upon meeting
eligibility requirements.

2 EMPLOYMENT

2.1 EQUAL OPPORTUNITY EMPLOYMENT/AFFIRMATIVE ACTION

Washburn County shall comply with the principles and practices of equal opportunity employment applicable by
Federal, State and local laws and regulations prohibiting employment discrimination on the basis of race, color,
age, religion, creed, sex, sexual orientation, national origin, disability, marital status, veteran status, political
affiliation, arrest record, conviction record, genetic testing, membership in the national guard, state defense force,
or any reserve component of the military forces of Wisconsin or of the United States, or other classifications
protected by law. Washburn County strives to create and maintain an environment in which all individuals are
treated with dignity, decency and respect. The environment should be characterized by mutual trust with the
absence of intimidation, oppression and exploitation. Unlawful discrimination or harassment will not be tolerated.
Discrimination is any overt or covert behavior that excludes access to, admission to, full utilization of, or benefit
from any public service because of any legally-protected class status or failure to ensure access for disabled
persons unless the public service can demonstrate that providing the access would impose an undue hardship on
its operation.

Positive action is required from all employees to help ensure that Washburn County complies with its obligations
under state and federal law with regard to equal employment opportunity for qualified applicants and employees.
Violations and/or complaints of this section shall be referred to the Administrative Coordinator/Human Resources
Director. It is the intent of the County that issues concerning equal employment opportunity be dealt with in a
timely and appropriate manner. Employees found to be in violation of this policy will be subject to disciplinary
action up to and including discharge from employment. The County prohibits any form of retaliation for making
a report, in good faith, about issues of equal employment opportunity.

In accordance with the Americans with Disabilities Act (ADA), the County will reasonably accommodate
qualified individuals with a disability so that they can perform the essential functions of their job. A qualified
individual who can be reasonably accommodated for a job without undue hardship to the County will be given
the same considerations for that position as any other applicant. If you need assistance in the performance of your
work-related duties, please contact the Human Resources Director.

2.2  HIRING and NEPOTISM

The County will not prohibit the hiring of relatives of current employees provided no relative is in a direct
administrative and/or supervisory capacity to an immediate family member. For purposes of this section,
"immediate family member" is defined to include mother, father, father-in-law, mother-in-law, husband, wife,
brother, sister, daughter, step-daughter, son, step-son, daughter-in-law, son-in-law, brother-in-law, sister-in-law,
grandson and granddaughter.
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2.3

a. All applicants for County positions will be required to list on their application form whether they have
any relative employed by Washburn County and what the relationship is.

b. No person employed by or elected to serve Washburn County may have any part in the screening or
hiring of job applicants, or have any part in the evaluation, promotion, demotion, termination,
negotiation of wages and benefits, or supervision of an employee who is a member of their immediate
family.

c. If two (2) persons employed by the County marry, the Personnel Committee shall investigate any
potential areas of conflict of interest and take whatever steps are necessary to eliminate such conflict
of interest.

d. Any Committee or Department Head action, which results in the hiring or promotion of any relative
of a County employee or elected official, shall be subject to approval of the Personnel Committee.

e. All situations involving employment of relatives shall be evaluated and, if deemed necessary, acted
upon by the Personnel Committee.

f. Decisions of the Personnel Committee in the above matters may be appealed to the County Board.

RECRUITMENT AND INTERVIEW GUIDELINES

Washburn County strives to recruit and select the best and most qualified individuals for County employment.
The Human Resources Director shall develop and conduct an active recruitment program designed to meet the
current and projected employment needs of the County. Recruitment efforts shall be tailored to the vacant position
and shall be directed to sources likely to yield qualified applicants. Recruitment, selection and interview
guidelines shall be conducted in compliance with all applicable laws.

2.4

When Washburn County determines that a vacancy or new position shall be filled, the County may post a
position both internally and externally to recruit the most qualified applicants. Internal postings will
typically remain for a 10-day minimum. The posting shall include the date the position is to be filled, if
known, title of position, requirements, range of pay, benefits and job description.

Background information checks - It is the policy of Washburn County Personnel Office to conduct
background information checks on the final candidate(s) prior to extending an offer of employment..
Additional periodic background checks shall be completed as may be required by state or federal law.
Driving Record Checks — It is the policy of Washburn County to conduct a driving record check of
employees or prospective employees, who will be driving as part of their normal day-to-day activities
(which will include, but are not limited to, i.e., Highway, Forestry, Survey, Zoning, Health, Social work)
as well as contracted/Limited Term employees who will be driving Washburn County equipment or
residents (i.e., Unit on Aging, Veteran’s). These checks are required prior to initial hire as well as on a
random check basis. Employment and/or continued employment is contingent upon a successful driving
record check. A copy of the driving record findings will be kept in the employee’s personnel file.

RESIDENCY REQUIREMENT

In general, it is the Policy of Washburn County that employees do not need to reside within the County boundaries.
However, to provide for efficiency of operations, employees in key positions who are required to be available for
emergency duty or who, by the nature of their position, must be available for work on very short notice, shall
reside within a designated travel time or distance from their work site. The following departments or positions
will have the following requirements:

Sheriff Deputy - All newly-hired (as of January 1, 2007) employees will need to reside within fifteen (15)
miles of the boundaries of Washburn County, or within fifteen (15) miles of the boundaries of the
geographic areas within Washburn County (city, village or town) to which they have been assigned,
allowing them to commence and end their assigned duties from their residence and thus be available for
emergencies and services in the area they reside. Newly-hired employees will have a period of six (6)



months after the end of their probation to move within fifteen (15) miles of the Washburn County
boundaries.

Highway Department — employees will need to live within 40 minutes of the Highway Shop.

Newly hired employees in these departments will be required to meet the residency requirements as a condition
of employment and the requirement will need to be met within six months of hire.

25 EMPLOYEE IDENTIFICATION CARDS/BADGES

All employees shall be required to wear or have the card/badge on them appropriately. Employees are expected to
take care of the card/badge and must report lost/stolen cards to their Supervisor immediately.

26  ORIENTATION

Each new employee will be provided with information on employee benefits, County policies and operations,
position description, department orientation checklist, other related material, and a union contract if applicable.

The department provides additional information to the new (or transferred) employee, including:
e Departmental policies (if applicable)

Hours of work, time cards or reports, leave requests, etc., and schedule for lunch and breaks

Duties of the position

Safety rules and procedures, location of safety or protective equipment

Tour of the work area, including location of equipment, supplies, and facilities

Introduction to co-workers

When and whom to report absence from work

Department chain of command

Other department unique information

Data processing information

=

New employee orientations shall occur on or near the first day of employment for the new employee.

2. Declaration of dependents for income tax withholding (W-4) and reporting the new employee's social
security number should also be done at this time in conjunction with completion of the 1-9 Authorization
form.

a. The Immigration Reform and Control Act (IRCA), makes it unlawful for an employer to hire or to
continue to employ an individual who is not authorized to work in the United States. Individuals
offered employment in Washburn County must demonstrate their eligibility to perform work in this
Country by completing an eligibility form designated as an 1-9 Form. Upon the completion of the
form, the individual must provide evidence of being a citizen of the United States using documents
specified per 1-9 regulations.

b. The I-9 form must be retained for a minimum of 3 years. However, if an individual is employed for
more than a three-year period, the County must retain the form until one year after the individual
leaves employment. The I-9 forms are to be kept in a separate folder marked "I-9 Forms." State and
Federal employment laws prohibit discrimination in employment based on the individual's national
origin or citizenship status.

3. Each Department Head should ensure new employees receive appropriate orientation upon hire as set forth
above and other information related to the department operations.

4. In addition, the Human Resources Director may assist Department Heads in regard to other personnel
matters arising.



2.7  ADMINISTRATION OF EMPLOYEE PERSONNEL RECORDS

Reasonable access to personnel records will be authorized in accordance with public records laws and regulations.
Any and all personal medical information will be secured in an area separate from the personnel record, with
strictly controlled and limited access, in order to protect confidentiality.

1. Establishment of procedures and responsibilities for the maintenance of personnel records.

a.

b.

C.

d.

The Human Resources Director is responsible for establishing and maintaining an official
personnel file for each employee of the County.

Official personnel files will be maintained by the Human Resources Department, which will
include all material of a confidential nature to include, but not limited to, both hard copy material
and electronic media.

Department Heads are responsible for the forwarding of documents for inclusion in the personnel
files of those employees assigned to their department.

Individual departments shall not maintain separate personnel files.

2. Establishment of procedures for the release and accessibility of information and audit of the personnel

files.

a.

C.

d.

Human Resources Department treats as confidential all employee information except when
requested to verify information relating to job title, department, base salary, and dates of
employment.

Information contained in the personnel file (other than items listed in Section 2a) will not be
released without the express written permission of the employee unless required to be released
under Wisconsin’s Public Records Law, Wis. Stat. 19.31, et seq.

Access to information contained in the personnel file will be limited to the Administrative
Coordinator/Director of Human Resources, Personnel Administrative Support Staff, respective
Department Directors, immediate Supervisor, the committee of jurisdiction while convened in

closed session and the individual employee. All requests for information will be handled in
accordance with federal and state laws. Files pertaining to employees who are bonafide candidates
of interdepartmental transfer will be accessible by the prospective Department Director for the
purpose of determining qualifications.

Any county staff member, who is authorized as part of their job duties to view any portion of a
personnel record, in any media, is bound by the rules of confidentiality.

3. All items included in the official personnel file may be used for either promotional or disciplinary
proceedings.

4. These records are maintained during the tenure of the employee and for seven years after the employee
leaves County employment.

5. Items related to medical conditions or background for related leaves of absences are retained in a separate
medical file, and not part of the personnel file.

6. Per state statute 103.13, employees may request to view and/or copy their personnel file two (2) times per
calendar year. Employees may be charged for the cost of copying per County copy policy.

a.

An employee request will be put in writing and a time scheduled to review the file within seven
(7) working days of the request, as outlined in stat. 103.13. The right to review and/or copy
personnel records do not apply to the following records or information:

1) Records relating to the investigation of possible criminal offenses committed by the
employee.
2) Letters of reference for that employee.

3) Any portion of a test document, excluding cumulative test score for a section or entire test
10



document.

4) Materials used by the employer for staff management planning, including evaluations,
judgments or recommendations concerning future salary increases and other wage
treatments, management bonus plans, promotions and job assignments or other comments
or rating used for the employer’s planning.

5) Information of a personal nature about a person other than the employee if disclosure of
the information would constitute a clearly unwarranted invasion of the other person’s
privacy.

6) Records relevant to any other pending claims between the employer and the employee

which may be discovered in a judicial proceeding.

b. Each employee is responsible for verification of information contained in their personnel file
through annual review/audit to ensure accuracy and completeness of the file. A
Personnel/Administration representative must be present when the file is audited. Only the
Director of Human Resources may remove items from the respective files with notification to
respective Department Head and Employee. If an employee disagrees with any information
contained in their personnel file, the employee may submit a written statement explaining his/her
position, which shall be attached to the disputed portion of the record.

28  SEPARATION OF EMPLOYMENT

Definitions:

Service Retirement is a formal voluntary termination after having satisfied the age and length of employment
requirements of the WRS.

Employee-Initiated Resignation is voluntary termination for any reason other than service retirement

Supervisor-Initiated Resignation is termination requested by the supervisor who permits the employee to resign
in lieu of being discharged. A termination of this type occurs only after the supervisor consults with the Human
Resources Director. An evaluation of the circumstances is conducted, including reasons for the request,
supporting documentation, and alternatives. Guidelines are similar to those for discharge.

Layoff is termination of an employee by the County for lack of work, lack of funds, or other circumstances
identified by the County and will typically be provided a two-week written notice (directors, supervisors and
managers typically receive 30 days).
e Washburn County retains the right to lay off employees, in whole or in part, and to retain those employees
who are most qualified to perform the available work, regardless of their previous length of employment.
e The needs of the County shall be the prime consideration used in the Employer’s determination of which
employees shall be laid off. The rehiring of employees that have been laid off shall be determined by the
Employer based on its need for the most qualified person to perform the available work.
e Under certain circumstances, work week reductions may be imposed in lieu of layoff.

Purpose:

Employees covered by this policy who choose to voluntarily separate from County employment, shall be required
to give at least a two-week (10 days) written notice (Directors, Supervisors and Managers thirty (30) days) in order
to leave the County in good standing, unless otherwise agreed to. The required notice period shall exclude use of
non-worked paid time or any other like time, unless approved otherwise by Human Resources Director. The written
resignation notice should state the proposed effective date. “Notice” is understood to mean that the resigning
employee will be available for work during this time so as to aid in the training of a replacement.
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The Human Resource Department will schedule an exit interview with the employee prior to the last day of
employment. Any statements made at the exit interview that would need to be clarified and discussed with the
appropriate Department Head or immediate Supervisor will be accomplished.

If an employee terminates County employment without the required notice, the employee shall not be eligible
for payment for any accrued fringe benefits. Under rare circumstances, an employee may be unable to give the
required notice with such situations being evaluated on a case-by-case basis to determine whether or not the
employee is eligible for payment for any accrued fringe benefits. This evaluation will be made by the Department
Head and/or the Human Resources Director. Benefits continue through the time actually worked by the employee
and the official date of termination will be the last full day the employee reports for work. If such time takes the
employee through the first day of the month, health and dental insurance benefits will continue through the last
day of the month. The payroll clerk will be notified of the employee’s separation date via the payroll report from
Human Resources.

If an employee is terminating employment and gives proper notice, per the plan book and if the date of hire is
after 10/10/2012, coverage terminates for medical and dental coverage on either the last day of the month in which
termination of employment with the County occurs, or if earlier, the last day of the month in which the employee is
no longer actively at work, as defined in the insurance plan. Contact the HR Department for coverage termination if
hire date is prior to 10/10/2012.

Employees who qualify may elect to continue medical, dental and vision insurance at their own cost via COBRA
and will be contacted by the County’s Insurance Carrier for more information on COBRA.

If the employee is at least 55 and has at least five years of service with the county, the employee may be eligible
for Retiree Coverage for the employee and any of the employees’ dependents. Retiree coverage for the retired
employee will continue until the date the retired employee dies. Retiree Coverage for the retiree's dependent spouse
will continue until the date such spouse dies. Retiree coverage for a covered dependent child may continue until
the date such child no longer meets the Plan's definition of a dependent

All employees who resign, terminate (excludes termination for misconduct), retire or in case of death and have
been employed by the County for at least five (5) years will be eligible for a conversion of half (50%) of their
accumulated sick pay benefits to the PEHP Plan and if employed for at least ten (10) years will be eligible for a
payout of all (100%) of their accumulated sick pay benefits to the PEHP Plan (dependent upon previous payouts).
This policy will be subject to review.

3 HOURS OF WORK, OVERTIME, PAID TIME and LEAVES

3.1 HOURS OF WORK

To provide employees with regular work hours and work schedules while ensuring staffing coverage necessary
for effective operations. Hours of work may vary as deemed necessary for the effective and efficient operation of
each department.

Time worked includes time that an employee is required and authorized to do work and should be recorded to the
nearest tenth of an hour. The workweek covers seven consecutive days beginning Monday and ending Sunday.
Positions covered under this policy observe 2080 or 1950 hours per year as their regular and normal annual work
schedule, depending on position and/or department, resulting in a minimum of 40 or 37.5 hours per week;
however, this shall not be construed as a guaranteed workweek. The exact starting and quitting times will be set by
the Director, Department Head or Supervisor.
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All employees shall complete bi-weekly timesheets recording hours worked; per state requirements, employees
must accurately record the following:

e Time of beginning and ending work each day;

e Time of beginning and ending of each meal period; AND

e Total number of hours per day and per week

It is the employee’s responsibility to sign his/her timesheet to verify accuracy and provide to his/her Supervisor.
The Supervisor will review and sign the timesheet and submit to payroll for processing. In the event of an error
in reporting time, the employee should immediately report the problem to their Supervisor and payroll.

Timesheets must be submitted no later than 9:00 a.m. on the Monday following the end of the pay period (including
Supervisory signature). Employees failing to submit timesheets timely will not be guaranteed receipt of their
payroll check on the established payroll date as the County does not process separate payroll checks as a result of
untimely timesheet submission. It is the responsibility of each employee to allow ample time for Supervisory
review prior to the submission deadline and to make arrangements if scheduled to be off work and as a result will
miss the Monday 9:00 a.m. deadline.

3.1a Schedule: The County reserves the right to schedule and/or change all hours and schedules of work
as deemed necessary.

3.1b Time not counted: Except for holiday, all other Paid Time Off time taken is not counted as time
worked. Uninterrupted lunch periods of thirty (30) minutes or more are also unpaid and not counted as
time worked.

3.1c Rest Periods: All schedules should provide for a maximum of two paid fifteen (15) minute rest
periods throughout the day. Rest periods shall be staggered to ensure continuous coverage and operation. It
is the employee’s responsibility to ensure they receive their rest periods; rest periods do not accumulate if
not taken nor are they paid for if not taken. A rest period cannot be taken to extend an employee’s lunch
period or to allow an employee to report late or leave work early. Highway Employees working 10-hour
days will receive one-fifteen minute and two 10-minute paid breaks.

3.1d Call In Pay: Employees called back into work outside of their regular work shift shall be paid a
minimum of two hours and may be assigned additional tasks to be completed during the two-hour time
slot. Jail staff will follow the reasonable call-in pay policy for court appearances after their regular
scheduled hours.

3.1e On Call Pay: If approved, employees in the Health and Human Services Department and Information
Technology Department, who are required by the County to be on call, shall receive $2.00 per hour. On-
call pay options available are at the discretion of the Department Heads.

3.1f Shift Differential:

- in general, part-time/full-time employees (excluding Jail Employees) scheduled to normally
work before 6:30 a.m. or after 6:30 p.m. will receive $.35 per hour shift differential for those
hours worked.

- A night time differential for jailer/dispatchers of forty-five (45) cents per hour in addition to
regular pay shall be provided by the Employer. The night shift differential shall run from 4:00
p.m.to 4:15 a.m. on any day. Shift differential shall only be paid on hours actually worked.

- Highway employees should consult their Management group for their departments’ current
shift differential policy.

Penalties:

Altering, falsifying the time record, tampering with time records, recording time on another employee’s time
record or any other infraction of this policy may result in disciplinary action, up to and including termination of
employment.
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3.2 OVERTIME

To provide a consistent system for distributing overtime in compliance with the overtime-pay provisions of the
Fair Labor Standards Act.

Each position is designated as either “Non-exempt” or “Exempt” from the federal Fair Labor Standards Act and
state wage and hour laws. Employees in “non-exempt” jobs are paid on an hourly basis and are entitled to
overtime pay for hours worked in excess of 40 hours per week. Employees in “exempt” positions are generally
paid on a salary basis and are excluded from specific provisions of federal and state wage and hour laws and are
not eligible for overtime pay.

Overtime is defined as authorized hours worked by a non-exempt employee in excess of 40 hours in a workweek
and should be recorded to the nearest tenth of an hour. Overtime must be approved in advance by the employee’s
supervisor; if advance approval is not obtained, an employee is not authorized to work the overtime. While the
County is required to pay the employee for all hours worked, the employee may receive disciplinary action, up to
and including termination, for not following this policy. For non-exempt employees, advance approval of
overtime is required for all work outside the normal workday, including work from home, via e-mail or cell phone,
work before or after their regular shift, or working through the lunch period.

Due to the 24/7 hours scheduled nature of the Jail employees, available overtime hours are made available to all
full-time, part-time and casual status employees and scheduled accordingly under the discretion of the
Jail/Sheriff’s Department Management staff.

Special overtime provisions also apply to our Highway Department for reporting in and duty pay during periods
of inclement weather.

e Any paid leave time, excluding regular holidays, shall not be counted as hours worked for overtime
purposes and all overtime must be approved in advance by management.

e Health/Human Service staff who attend an approved emergency call will have any paid leave hours that
occur in that pay week, count as hours worked.

3.3 COMPENSATORY TIME

The Fair Labor Standards Act allows public sector employers to provide employees with an option of whether to
receive pay for approved overtime or compensatory (“comp”) time earned at time and one-half.

Department Heads/Supervisors (Exempt). It is mutually understood that Department Heads/Supervisors are
paid a salary for their overall responsibility and accountability. Department Heads/Supervisors shall have wide
latitude in the use of their time while using discretion and prudent judgment.

Exempt employees are responsible for accomplishing the duties assigned to them and may be required to
attend regular and special meetings and events outside their normal work hours. In return for these
services, these employees may take time off when the workload of their office permits. It is not the intent
of this provision that compensatory time off will be on an hour-for-hour basis nor to be accumulated for
periods of time off. At the time of termination, no compensatory time shall be paid out to an exempt
employee.

Procedure: All exempt employees are to record the actual hours they work on their timecard but then
record the hours for which to be paid in the hours worked column.

Non-Exempt Staff. If approved by the Department Head, non-exempt employees may receive overtime in the
form of compensatory time (earned at time and one half) or paid overtime at one and one-half times their rate of
pay for hours worked in excess of 40 hours worked in a workweek. All overtime worked must be authorized in
advance by the employee's immediate supervisor. The County reserves the right to determine if a non-exempt
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employee receives pay or compensatory time for hours worked over 40 in a workweek.

If comp time is allowed, employees can earn a maximum of a normal one-week pay period of comp time per year.
Jailers/Dispatchers may accrue compensatory time up to a maximum of one hundred two (102) hours per year.
Compensatory time accrued in excess of the annual 102 hours will be paid on the next regular day after it is accrued
as overtime. The Department head may approve to exceed these maximums earned, where appropriate.

No compensatory time shall be used in the last two payroll periods of the calendar year. If comp time is accrued in
the last two payroll periods of the calendar year, it will be paid out as cash in the payroll period in which it was
earned.

There shall be no carry-over of compensatory time from year to year.

Employees’ comp time balance at the time of resignation, termination, or retirement, will be paid out on the
employee’s final paycheck.

All approved comp time to be taken must be scheduled in advance by the Department Head and/or Supervisor.

3.4  HOLIDAYS
To identify employee holidays and to establish a consistent procedure for scheduling and payment, Washburn
County will observe the following holidays:

New Year's Day President's Day Friday before Easter Memorial Day

Independence Day Labor Day Veterans Day Thanksgiving Day

Day after Thanksgiving Christmas Eve Christmas Day

Eligibility:

A Regular Full-time employees will be paid for normally scheduled hours and regular part-time employees,
working at least 50% FTE, will be paid on a prorated basis —based on percentage of full-time equivalency.

B. Temporary and casual status employees are not eligible to receive compensation for holidays.

C. If any of the holidays named above fall on a Saturday, the preceding Friday shall be the observed holiday
and if any of the holidays fall on a Sunday, the following Monday will be the observed holiday.

D. In order to receive holiday pay, employees must work the day before and the day after each holiday with
the exception of normal days off or excused paid absences.

E. For employees on a flexible schedule and the holiday day falls on a day the employee is normally not

scheduled to work, it is at the Department Head’s discretion if the holiday becomes a floater or is assigned
to another day in that pay period.

F. No employee shall be compensated more than once for each holiday.
G. Holiday pay rate shall be computed at the employee’s regularly classified rate.
H. If a department is not required to be open and it becomes necessary to work on any of the above listed

holidays, employees shall be compensated at the rate of one and one-half (1%2) times the regular rate of
pay for all hours worked on the holiday. Employees shall also receive holiday pay for the day or, with
Department Head approval, take another day off with pay.

l. Departments required to be open or are considered 24/7 operations - Dispatchers/Jailers shall receive
holiday payouts two (2) times per year (the last pay period in June for the beginning of the year holidays
and the first pay period in December for the end of the year holidays), and employees in such departments
who are required to work on these days shall be paid straight time for their regular hours worked.

J. Employees in the highway department will forgo the day after Thanksgiving holiday and the Friday
before Easter Holiday.
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3.5

VACATION

Regular full-time employees and part-time employees who normally work at least 50% FTE, shall earn and
receive paid vacation time at their respective classified rate of pay in accordance with one of the schedules listed
below. Part-time employees will receive prorated vacation time based on percentage of full-time equivalency.

A. Reqular employees. excluding jailers/dispatchers

Regular full-time employees excluding jailers/dispatchers shall earn vacation time in accordance with the schedule
listed below:

1
2.
3.
4
5

From the start of the employee’s first year - seven (7) working days of vacation with pay;
From the start of two (2) years - twelve (12) working days of vacation with pay;

From the start of five (5) years - seventeen (17) working days of vacation with pay;

From the start of ten (10) years - twenty (20) working days of vacation with pay;

. After the completion of twenty (20) years of service, employees shall receive an additional day of

vacation with pay for each additional year of service thereafter.

e Vacation balances accrue each bi-weekly pay period, and current balances are reflected on the
employee’s bi-weekly pay check stub.

e Newly hired employees in this group shall be allowed to use vacation time after the first three (3) months
of employment.

» Employees in this group are allowed to carry over 2 weeks of vacation. The time frame for which

this carryover is to be used is at the discretion of the department heads. Any request to carry over
more than two (2) weeks of vacation will be approved by the Department Head; however must be
used by June 30", If the carryover request for more than two (2) weeks is for the Department Head, it
will be approved by the Committee of Jurisdiction. The Department Head must use
this time no later than June 30", If vacation time that was rolled
over is not used by June 30", it will be paid out at the current rate
of pay. If notapproved, any vacation balance over two (2) weeks not used by the end of the year
will be paid out at the employee or Department Heads current rate of pay. At no time will any
employee or department head exceed two weeks extra vacation over their allocated time without it
being paid out.

e Upon termination of employment, the current vacation balance will be paid on the employee’s final
paycheck. Such payments shall be made in a lump sum based upon the last day of active work.

B. Jailers/Dispatchers

Jailers/Dispatchers shall earn paid vacation time at their respective classified rate of pay in accordance with
the schedule listed below.

ook wdE

From the start of the employees’ first year of service, he/she shall earn 61.25 hours of vacation time.
From the start of two (2) years — 98 hours of vacation with pay;

From the start of five (5) years — 147 hours of vacation with pay;

From the start of ten (10) years — 183.75 hours of vacation with pay;

From the start of fifteen (15) years — 196.0 hours of vacation with pay;

From the start of twenty (20) years — 208.25 hours of vacation with pay;

e Jailer/dispatcher’s vacation time will accrue each bi-weekly pay period during the first year of
employment, and will be reflected on the employee’s bi-weekly paycheck stub. Thereafter,
Jailer/dispatchers shall receive annual vacation time once each year on an anniversary year basis.

e Jailers/dispatchers may use vacation time after the first three (3) months of employment.
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o Jailers/dispatchers will have a payout of their unused vacation balance at the end of their anniversary
year.

e Upon termination of employment, all vacation periods for the current year of service will be
prorated to the day of termination for pay purposes. Any unearned vacation that has been used
shall be recovered by the County through payroll deduction and/or direct payment by the

employee to the County.

C. Highway employees with hire dates after 10/10/2012 will follow the same vacation accrual schedule as the
balance of the non-represented County employees. All hires prior to 10/10/2012 receive their vacation
accrual on January 1%, of the year after it is accrued.

Employees on a temporary project with increased or decreased daily/weekly schedule of hours worked will not
see a change in their vacation accrual schedule.

As each employee is important for the proper functioning of the department and it is important for vacations to
be taken, there may be times when a vacation may be wholly or partially denied. This may occur if the workload
or services provided by that department would be negatively affected. The Department Head will work with the
supervisors and/or employees to determine acceptable alternate schedule(s). Department Managers will determine
an adequate amount of notice, and shall also resolve situations of desired use by multiple employees at one time.
Department Heads will determine the priority order of Vacation pay and Comp time used.

No vacation pay goes to PEHP.

3.6. SICKLEAVE

All employees shall be granted sick leave for their own illness or injury or their own doctors’ appointments, or
for the illness or injury of their spouse, or for the illness or injury of a dependent child that is living in the same
household or that is reliant upon the employee for care and financial support, as follows:

1. Each employee, excluding jailers/dispatchers shall earn sick leave at the rate of one (1) day for each
month of employment beginning with the starting date of employment. An amount equal to 1/26th of
the annual accrual will be posted on each bi-weekly pay check.

2. Jailers/dispatchers shall earn sick leave at the rate of 98 hours per year. An amount equal to 1/26th of
the annual accrual will be posted on each bi-weekly pay check

3. Employees may accumulate up to 600 hours of sick time. For every day that an employee exceeds
the sick leave accumulation cap, he/she will have four (4) hours deposited into his/her PEHP
account

Employees may use sick leave while on FMLA leave.
In the event that the Employer feels that any employee is abusing the sick leave privilege, a doctor's certificate as
proof of illness may be requested; the employer may request a doctor’s release to return to work from the

employee. This sick leave privilege shall not be abused by the employees and any employee who does abuse their
privilege shall be subject to disciplinary action.

Any employee absent because of sickness or injury shall notify his or her supervisor of that fact prior to
the employee's normal starting time.

New Hires. Newly hired employees shall be allowed to use sick leave after the first three (3) months of hire.

Termination. Upon termination of employment by voluntary resignation, retirement, disability or death, the
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employee who has been employed by the County for at least five (5) years, or their estate, shall be eligible to
receive unused sick leave remaining in the employee's account as follows: Any employee who has been
employed by the County for at least five (5) years will be eligible for a conversion of half (50%) of their
accumulated sick pay benefits to the PEHP Plan and if employed for at least ten (10) years will be eligible
for a payout of all (100%) of their accumulated sick pay benefits to the PEHP Plan.

Discharge. Any employee discharged for misconduct including, but not limited to, violation of County policies
or procedures, will not be entitled to termination pay under this provision.

Advance Notification. In the event that an employee is aware in advance that sick leave benefits will be needed,
it shall be the duty of the employee to notify the Employer as far in advance as possible in writing of the
anticipated time and duration of such sick leave and the reason for requesting sick leave.

Employees will be required to begin using sick leave when they become physically unable to perform their normal
duties, unless the absence also falls within state FMLA in which case the employee may choose to take unpaid
leave while on state FMLA.

An employee on sick leave is required to notify the Employer at the earliest possible time of the anticipated date
on which the employee will be able to resume their normal duties.

The Employer may require a doctor's certificate that the employee is medically unable to perform their normal
duties. Sick leave benefits under this provision shall be paid only for the actual workdays missed due to medical
inability to perform their normal duties.

In the event that an employee exhausts their accumulated sick leave and is not medically able to resume their
normal duties, they may be eligible for any Income Continuation Insurance in place, or may be placed on an
approved unpaid leave of absence.

3.7 MENTAL HEATH DAY

The County recognizes and acknowledges the importance of employees having the ability to utilize self-care. In
order to accomplish this, Washburn County will give every employee who has been employed up to 5 years, one
mental health day that will be given on January 2" of each year, to be utilized by the employee for self-care.
Employees who have completed 5 years or more of service by January 2" of each year, will be given 2 days.
These days can be utilized by the employee to engage in activities outside of being sick that will help improve their
mental health. Mental Health Days not used by December, will be lost. Mental Health Days will not accumulate, be
allowed to roll over, be paid out, or be placed into PEIP. These days are treated separately then sick leave days.

3.8 BEREAVEMENT PAY

Employees shall be entitled to Bereavement pay in the event of death in the employee's immediate family.
Immediate family shall include: spouse/life partner, children — including current step-children, parents — including
stepparents, siblings, in-laws to include mother/father/brother/sister, grandparents, and grandchildren. Said leave
shall be for a maximum period of one week per incident and shall be paid at the employee’s regular scheduled
hours worked. One additional paid week may be available on a case by case basis upon recommendation by the
Department Head and approved by HR. Accrued time (sick, vacation, comp time), is allowed to be used after the
second week, if necessary and approved. Represented groups follow the bereavement provision in their contracts.

3.9 JURY DUTY

Washburn County encourages employees to fulfill their civic responsibilities by serving jury duty when required.
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However, to reduce interruptions caused by an absence, employees are required to promptly report to their
Supervisor when they receive a summons for Jury Duty.

Any employee called for jury duty shall be paid their regular wages for a normal workday for up to two (2) weeks
per year and shall turn over to Human Resources and/or Administration any moneys, excluding mileage allowance
that they receive as a result of such jury service within three (3) days of receipt of moneys. If the employee is
released from jury duty prior to the end of their work period, they shall be expected to return to work as soon as
possible.

Time spent on jury duty shall not be considered hours worked for purposes of overtime, nor will the County pay
for any jury duty beyond the employee's normal workday.

3.10 WITNESS DUTY

Any employee called to serve as a witness shall follow the same procedures as for Jury Duty.

3.11 VOLUNTEER FIREFIGHTER/EMT/FIRST RESPONDER LEAVE

This leave is permitted per Departmental approval and excludes Sheriff’s Office Personnel.

When an employee is attending a fire or a medical emergency as a Volunteer Firefighter/EMT/First Responder,
the employee will be off the clock, and expected to make up the hours during that same pay week, or take vacation
pay or comp time.

If the fire call or medical emergency doesn’t require the employee’s attendance for the entire workday, the
employee shall return to work as soon as practicable. Employees shall inform their immediate Supervisor of their
status at the start of the workday and as soon thereafter as is possible. Washburn County reserves the right to
deny the use of this leave based on the needs of the County.

3.12 MILITARY/GUARD LEAVE

Employees who are members of the National Guard or military reserves or other military service organization
shall be granted temporary unpaid leave for tours of duty. Any employee called out for active duty with the armed
forces of the United States of America shall submit copies of their military order to the Human Resources
Department as soon as received. Employees shall be granted an unpaid military leave of absence for the period

outlined in the orders, in accordance with applicable laws. However, such employee must return to duty within

ninety (90) days from the day of release from such active duty or as such time may be extended if the employee
is hospitalized for, or convalescing from, an injury occurring in, or aggravated during, the performance of service,
as set forth in the Regulations under the Uniformed Services Employment and Reemployment Rights Act of 1994,
as may be amended, in order to be reemployed with such continued service status, or as otherwise may be required
pursuant to current state or federal law.

The Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA) protects the job rights
of individuals who leave employment (voluntarily or involuntarily) to undertake military service. USERRA
provides retirement credit, based on what the employee would have earned from their employer had they not been
absent from work. USERRA also provides a right to continuation of existing employer-based health plan

coverage for the employee and dependents up to 24 months while in the military. If continuation coverage is not
elected, the employee shall have the right to be reinstated with no waiting period or exclusions except for service-
connected illnesses or injuries.
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3.13

ATTENDANCE AND PUNCTUALITY

It is the expectation of Washburn County that employees will be punctual and in regular attendance. Poor
attendance and excessive tardiness are disruptive to the work environment. Either may lead to disciplinary action,
up to and including termination of employment.

Department Heads shall have latitude of flexible scheduling in hours of work, lunch and rest breaks. Department
Heads are encouraged to establish flexible schedules, if appropriate, along with guidelines on attendance and
punctuality for non-union personnel covered by this policy.

1.

3.14

Guidelines should primarily consider the concern for meeting the needs of clients and general public
during scheduled working hours. Guidelines should include, but are not limited to, the following:

Employees should inform their immediate supervisor, no later than their regular starting time, of any
anticipated absence or delay in reporting for work.

Rest periods should be limited to two fifteen (15) minute periods throughout the day. It is the
responsibility of the employee to take their rest period and to be able to schedule and manage their
time to get the rest period.

Rest periods are not to be accumulated and/or carried over as time away from work. Rest periods
cannot be used to extend a lunch break, report to work late, or leave early.

Lunch breaks should be thirty (30) uninterrupted and unpaid minutes or sixty (60) uninterrupted and
unpaid minutes at the discretion of the Department Head. Some lunch breaks may be staggered to
meet operation coverages.

Persons whose normal job duties do not allow them to leave the building in which they work should
obtain clearance with their immediate Supervisor to leave the building during normal working hours, for
reasons other than lunch and rest periods.

Failure to report to work without notification/approval shall normally be considered a voluntary
termination. Employees may be subject to disciplinary action, up to and including discharge, for the
following occurrences: excessive absences; patterned absences; failure to follow appropriate reporting
procedures; and excessive tardiness.

Employees are required to provide documentation from a physician for absences from work due to
injury/iliness of three or more days or instances of a communicable disease. All medical disabilities

including personal illness/injury must be covered by the proper doctor's authorization. Employees must
have written release from the doctor upon return from a disability or absence resulting from work-related
illness/injury, or non-work related injury/illness preceded by a leave of absence. Doctor verification is

required for absences due to work-related illness/injury regardless of number of days absent.

EMERGENCY CONDITIONS

The purpose of this policy is to promptly notify employees of any emergency conditions that may require the
closing of a work site, the reassignment of staff to alternative work sites or other emergency measures.

Inclement Weather. Weather conditions affecting only the ability to commute will generally not be considered a

reason for closing a facility. Employees who do not report to work will generally be given a choice between the
use of vacation pay or comp time, or flexible schedule to cover the absence.

Other Emergency Conditions. In conjunction with local health and/or public safety authorities, Washburn County
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may decide to close a work site or take other emergency measures in order to safeguard the health and welfare of
employees and the public and/or because a situation exists affecting the ability of employees to perform their job.
Examples of emergency conditions might include power outages, a natural disaster, or a quarantine imposed by
health officials. The authorization to close any County facilities will rest with the County Board Chair or
designee as per resolution and associated policies. Employees who are asked to stay home or are sent home
under such circumstances will be compensated their normal scheduled hours for that day. Employees who are
asked to stay home or are sent home because they are exhibiting potential symptoms of a quarantinable
communicable disease will be compensated their normal scheduled hours for that day.

Procedures During Emergency Situations. WASHBURN COUNTY EMPLOYEE MESSAGE NUMBER

In order to ensure the most effective, efficient and timely information is provided to all of our employees during
an initial emergency, the Administration/Personnel Department has approved the following for providing and
receiving information during an emergency for all County employees.

There will be one phon