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PRIVATE 
Purpose of the City of Fond du Lac Personnel Policiestc  \l 1 "Purpose of the City of Fond du Lac Personnel Policies"
The purpose of these personnel policies is to help employees better understand the terms and conditions which affect and guide their employment with the City of Fond du Lac.  These polices (1) document employee rights; (2) give direction to City employees in the event there is a question as to acceptable behavior; (3) help protect the reputation of the City and its employees.

Each employee should make sure that he/she reads and understands these policies. These personnel policies prescribe the behavior expected of employees.  These policies do not, however, contain all the procedures and regulations which may be applicable to a particular position with the City of Fond du Lac. More detailed Departmental and Divisional regulations may be adopted which are not inconsistent with these policies.

These policies are applicable to all full-time and part-time employees of the City of Fond du Lac not covered by a labor agreement and to employees covered by a labor agreement when specific contracts do not apply to the contrary.  

The actions of some City employees are also governed by provisions of applicable State laws.  These policies are designed to supplement, not supersede any applicable state or federal law. Any conflict between these policies and state and federal statutes shall be resolved in favor of state law.

An employee should ask for clarification from his/her supervisor or the Human Resources Director if there is any question of interpretation or applicability with respect to a particular policy.


Rules For The Administration


Of the Compensation Plan
PRIVATE 


tc  \l 1 ""

SALARY GRADES
The pay grades for positions included in this salary plan shall be those listed in the Appendices A & B.

1.
PRIVATE 
Original Appointmenttc  \l 2 "Original Appointment"

An employee appointed or promoted to a position within this plan should normally be compensated at Step 1 of the pay grade to which the position is allocated.  Subject to the approval of the Director of Human Resources, original appointment at a salary between Step 1 and Step 3 may be made when such action is justified by qualifications of the applicant, by the lack of qualified applicants available at the minimum rate, or by other labor market conditions.  Appointment above Step 3 requires approval of the City Manager.  Conversely, original appointment below Step 1 may be made when the only available candidates possess less than the minimum qualifications for the position.

2.
PRIVATE 
Probationary Employmenttc  \l 2 "Probationary Employment"

a:
All newly hired non-exempt employees shall serve a six (6) month probationary period.  During the probationary period at the completion of two (2), four (4) and six (6) months of employment, the employee will be evaluated as to the ability to perform the required duties of the position, quality and quantity of work, attitude and relationship with the supervisor and other employees.  Upon satisfactory completion of the six (6) month probationary period, the employee will receive a pay increase to the next step within the established pay grade for the position not to exceed Step 11 of the pay grade.


b:
All newly hired exempt employees shall serve a nine (9) month probationary period.  During the probationary period at the completion of three (3), six (6) and nine (9) months of employment, the employee will be evaluated as to the ability to perform the required duties of the position, quality and quantity of work, attitude and relationship with the supervisor and other employees.  Upon satisfactory completion of the nine (9) month probationary period, the employee will receive a pay increase to the next step within the established pay grade for the position not to exceed Step 11 of the pay grade.


c:
Salary Adjustments for Probationary Employees:  Employees serving any probationary period will be eligible to receive economic adjustments (COLA) resulting from the renewal of the salary plan as of the effective date of the renewal of the salary plan.


PRIVATE 
In-Grade Salary Adjustments

DRAFTtc  \l 2 "In-Grade Salary Adjustments"
Employees who have completed their probationary period and whose salary is between Step 1 and Step 10 of the salary range for their position shall be eligible for a pay increase to the next step of their established grade effective January 1 of each year.  The City Council will provide annually the amount to be included in the cost of living schedule increase for all employees.  The new schedule amount would provide for step increases in increments of 2.5% at or below the mid-point and 1.25% increase for employees with salaries above the mid-point.  The step increase is based upon the employee's job performance as determined by the employee's Supervisor and the City Manager.  The City Council shall provide funds to be used at the City Manager’s discretion to correct any planned equities involving individual positions.  The City Manager shall provide an end of the year report to the City Council as to those changes.  The City shall benchmark the plan every 12 months using the same methodology to measure competitive positions and plan maturity on a consistent basis.  


PROMOTIONS, DEMOTIONS & TRANSFERS
1.
PRIVATE 
Promotionstc  \l 2 "Promotions":  Employees promoted to a position having a higher salary grade maximum than their previous position, shall be paid at the minimum rate of the new pay grade or be given up to a five percent (5%) pay increase to the nearest actual step over their previous pay rate, whichever is greater, but in no case exceeding Step 11.  Promoted employees shall serve a probationary period appropriate to their salary grade as provided above - "Probationary Employment".  Upon satisfactory completion of the probationary period, the employee will receive a step increase within the established pay grade for the position, not to exceed Step 11.

2.
PRIVATE 
Transferstc  \l 2 "Transfers":  An employee who accepts a voluntary transfer to a position having the same salary grade maximum shall retain their previous rate of pay.  Employees who accept such a transfer shall serve a probationary period appropriate to their salary grade as provided above - "Probationary Employment".  Upon satisfactory completion of the probationary period, the employee shall receive a pay increase so that their rate of pay is at least a three percent (3%) pay increase to the nearest actual step above Step 1 of the salary grade.  If their previous rate of pay is greater than three percent (3%) above Step 1, the employee will not be eligible to receive a pay increase upon completion of the probationary period.

3.
PRIVATE 
Involuntary Demotiontc  \l 2 "Involuntary Demotion":  An employee who accepts a demotion, in lieu of layoff, to a position having a lower salary grade maximum shall retain their previous rate of pay.  If that rate of pay is above Step 11 of the salary grade of the new position, the employee will receive no salary increases until Step 11 of the new grade equals or exceeds the employee's rate of pay.  Involuntarily demoted employees shall serve a probationary period appropriate to their salary grade as provided above - "Probationary Employment".  The employee will not be eligible to receive a pay increase upon completion of the probationary period.      

4.
PRIVATE 
Voluntary Demotiontc  \l 2 "Voluntary Demotion":  An employee who accepts a voluntary demotion to a position having a lower salary grade maximum shall retain their previous rate of pay or receive the maximum for the new salary grade, whichever is less.  Employees accepting voluntary demotion shall serve a probationary period appropriate to their salary grade as provided above - "Probationary Employment".  Upon satisfactory completion of the probationary period, the employee shall receive a pay increase so that their rate of pay is at least a three percent (3%) pay increase to the nearest actual step above Step 1 of the new salary grade.  If their previous rate of pay is greater than three percent (3%) above Step 1 of the new salary grade, they will not be eligible to receive a pay increase upon completion of the probationary period.

5.
PRIVATE 
Reclassificationstc  \l 2 "Reclassifications":  An employee whose position is reclassified to a pay grade with a higher maximum shall move to the minimum of the new pay grade or receive up to a five percent (5%) pay increase to the nearest actual step, whichever is greater, but in no case exceeding Step 11.


An employee whose position is reclassified to a salary grade with a lower maximum shall retain their previous rate of pay.  If that rate is above Step 11 of the new salary grade, the employee shall receive no salary increases until Step 11 for the new grade equals or exceeds the employee rate of pay.  An employee who receives such a reclassification shall not be required to serve a probationary period.


Requests to reclassify a position must be submitted in writing by the Department Head to the Personnel Department stating the reasons for requesting the reclassifica​tion, the nature and extent of the change in the duties of the position, and the length of time that the new or expanded duties have been per​formed.  The Director of Human Resources will evaluate the position and make a recommendation regarding the disposition of the reclassification request to the City Manager.   

6.
PRIVATE 
Temporary Appointmentstc  \l 2 "Temporary Appointments":  Employees temporarily appointed to positions of a higher classification by their supervisor or department head shall be paid at Step 1 of the higher pay grade for the duration of the appointment.  In cases in which the employee's current rate is greater than Step 1 of the higher classification, the employee will receive up to a five percent (5%) increase in salary to the nearest step, but in no case may the rate for the temporary appointment exceed the pay rate of the most recent incumbent.

PRIVATE 
Salary & Benefit Administrationtc  \l 2 "Salary & Benefit Administration"
1.
All rates indicated in the salary plan are the rates in effect for full‑time employment.  For individuals working in positions on a part‑time basis, the pay shall be proportionate to the number of hours actually worked.  The present applicable full‑time standard workweek shall apply in inter​preting this provision.

2.
All benefits included in this plan are in effect for full‑time employment.  For individuals working in positions on a part‑time basis, the benefits shall be proportionate to the number of hours actually worked unless otherwise provided in this plan.  The present applicable standard full‑time workweek shall apply in interpreting this provision.

3.
Emergency employment must be approved by the City Manager and shall be computed at the same rate as full‑time employment.

4.
Salary rates for persons in temporary employment positions shall be as set forth in a separate salary plan established by the City Manager.

5.
Any situation not provided for in these rules shall remain within the authority of the City Manager who shall determine a course of action based upon the merits of the situation and his professional judgment.

6.
With proper authorization and approved funding by the City Council, salary adjustments not exceeding Step 11 shall be permitted to reward employees for outstanding performance.  Adjustments shall be recommended by the Department Head to the Human Resources Director for evaluation and analysis.  The Human Resources Director shall prepare a report and recommendation for review and approval by the City Manager.

7.
Under no circumstances shall the annual compensation for a PAT position exceed Step 11 of the salary grade for that position.

8.
Overtime:  The following provisions apply only to non-exempt employees.


a.
Non-exempt employees working in the City/County Building shall be paid at time and one‑half their regular rate of pay for all time worked in excess of 38.75 hours per week.  Employees working a 40-hour work week shall receive time and one‑half compensation for hours worked in excess of 40 hours per week.  Compensation for overtime shall be paid in cash or compensatory time as the employee may choose; however, no compensa​tory time in excess of forty (40) hours may be carried on the books beyond December 1 of each year.  Hours in excess of forty (40) as of that date will be paid to each employee in cash, along with pay for hours under forty (40), if requested by the employee prior to the Wednesday of the week before the first payday in December.  Use of compensatory time shall be subject to authori​zation by the employee's immediate supervisor and/or department head.


b.
Overtime for employees in established part‑time positions shall be on an hour‑for‑hour basis and may be paid or handled as compensatory time as outlined in Section A.  If such an employee should exceed 38.75 or 40 hours in a week (based upon applicable schedule), the overtime provision in Section "a" above would apply.


c.
Persons terminating employment shall be paid for authorized overtime and unused compensatory time.

Policy:
PRIVATE 
Employee Appeals Proceduretc  \l 1 "Employee Appeals Procedure"
In the event that an employee believes a disciplinary action to be unjust or unfair, or wishes to bring attention to an unsafe working condition, or the unjust application or violation of a personnel policy or departmental regulation, then the employee shall meet with his/her supervisor to determine whether or not the matter may be resolved by the supervisor and the employee. If, after meeting with the supervisor, the employee wishes to pursue the matter further, the employee may proceed to discuss the matter with the employee's next highest level of supervision.  If, after having met with the supervisor, and the next highest level of supervision, the employee may make a written request to the Human Resources Director for a hearing on the matter. If, after having met with the Human Resources Director, the employee may make a written request to the City Manager for a hearing on the matter. Upon receipt of the written request, the City Manager will conduct a hearing at which time the employee and his/her representative may be present, along with the department head and immediate supervisor of the employee and such other persons as may have information relevant to the proceedings. The City Manager shall conduct the hearing and receive both oral and written statements from those present at the hearing. Thereafter, the City Manager shall prepare findings of fact and conclusions relating to the issue, and either affirm, reverse or modify the action taken.  The City Manager's decision shall be final.

In order to avail herself/himself of the foregoing procedure, the employee shall request a meeting with his/her immediate supervisor within forty-eight (48) hours of the action leading to the issue, request a meeting with his/her department head within two (2) work days after an unsatisfactory resolution of the issue with the immediate supervisor, make a written request for a meeting with the Human Resources Director within two (2) work days after an unsatisfactory resolution of the issue with the department head, and make a written request for a hearing before the City Manager within four (4) work days of an unsatisfactory resolution of the issue with the Human Resources Director.  

Policy:
PRIVATE 
Code of Conducttc  \l 1 "Code of Conduct"
PROFESSIONAL CONDUCT
City employees shall conduct themselves in a manner that will reflect favorably upon the City and shall show respect toward other employees and the public.  Employees in their capacity with the City shall not make comments or disseminate information, which portrays any group or individual in a derogatory or disparaging image, or use their position or City resources to promulgate information, which is disrespectful toward any group or individual.

INCOMPATIBLE EMPLOYMENT
In their capacity as City employees, City employees shall not participate in outside employment or actively participate in a business during their normal assigned work hours.  Employees shall not engage in outside employment, which may tend to impair their independence of judgment or their ability to perform City duties.

City employees shall not represent any private interest before a City body, and shall not review or approve work they perform for private individuals or organizations outside of their employment with the City, or cause co-workers or subordinates to review such work if it may tend to compromise the professional credibility of other City employees or the City in general.  Employees shall not engage in outside employment, which is unlawful or would affect the employee's ability to perform his or her City duties or responsibilities.

In instances when employees are uncertain regarding the compatibility of outside employment with their City employment, they should consult with the Human Resources Director.  In general, City employees otherwise have all of the rights and privileges accorded to other citizens of the City of Fond du Lac.

CONFLICT OF INTEREST
The actions of some City employees are governed by provisions of the Code of Ethics for Local Government Officials (Sec. 19.59 Wis. Stats).  The policies outlined below are designed to supplement, not supersede, any applicable state law.  

Employees shall not participate on behalf of the City in any matter, which would to their knowledge have a direct financial impact on themselves as members of their immediate family (father, mother, wife, brother/sister, and children), or a business entity with which they are affiliated.

When the performance of an employee's official duties requires him/her to deliberate or act on any matter involving his/her financial or personal interest, he/she shall disclose, to the City Manager, the nature and extent of such interest and disqualify himself/herself from participating in the deliberation or action.

Employees shall not use the prestige of their office for their own benefit or that of another.

SPECIAL PRIVILEGE
No employee shall use his office, title, position or staff to obtain financial or personal gain, exemption, or any other special privilege not generally available to the public; or to obtain special advantage for any person beyond that which is generally available to the public.

Policy:
PRIVATE 
Privileged Informationtc  \l 1 "Privileged Information"
Confidential information shall mean information which by law or practice is not available to the public and any information which is obtained only by reason of an employee's position.  This provision is not intended to restrict the free flow of public information.

No employee shall disclose any information gained during the course of their service in a confidential capacity to any person, where not expressly or impliedly authorized to do so, unless and until such information is, or becomes, a public record.

No employee shall use any information gained during the course of their service in a confidential capacity for their own personal financial gain unless, and until, such information is, or becomes, a public record.

Policy:
PRIVATE 
Use of City Propertytc  \l 1 "Use of City Property"
City property shall be used by employees only in conjunction with their performance of City operations and duties.  City property shall not be used for employee personal use unless the City property is generally available for use by the public.

Policy:
PRIVATE 
Gifts and Favorstc  \l 1 "Gifts and Favors"
The actions of some City employees are governed by provisions of the Code of Ethics for Local Government Officials (Sec. 19.59 Wis. Stats).  The policies outlined below are designed to supplement, not supersede, any applicable state law.  

Employees shall not directly or indirectly solicit or accept any personal gift, favor, service, money or anything with a value of $25.00 or more from the public or any organization which might tend to influence the impartial discharge of the employee's duties.  An employee shall immediately disclose to the City Manager any member of his/her immediate family (father, mother, brother/sister, wife, children) who has received from any person, business entity or other organization a gift of money or anything of value which may tend to influence the impartial discharge of the employee's duties. 

Employees shall not accept gifts, money or anything of value for services which they are paid to provide (e.g. enforcing city/state laws and codes, enforcing City contracts, inspections, citizen assistance, etc.).

Employees with enforcement/inspection/decision-making responsibilities should bear in mind that the donor of gifts, presents or favors may come to expect or seek preferential treatment.  Gifts from "grateful" citizens should be discouraged.  If gifts cannot be declined gracefully, the employee should donate them to charity. 

Policy:
PRIVATE 
Nepotismtc  \l 1 "Nepotism"
Employees shall not act in the appointment, promotion, or evaluation of any person related to him by blood or marriage to any position or duty when the salary, wages, or compensation is to be paid out of public funds.  The City shall attempt to avoid placing family members in supervisory/subordinate employment relationships and in the same department and/or division.

Seasonal employees shall not work in the same division with other family members.

Policy:
PRIVATE 
Political Activitiestc  \l 1 "Political Activities"
Within the spirit and letter of these policies, political activities outside of working hours are within the proper exercise of citizenship.

City employees shall not take part in any political campaign during working hours or in his/her capacity as a City employee.  Political activities conducted outside of working hours by City employees, either as an individual or as a member of a group, shall not be carried on in the name of the City or any of its agencies, or in a manner which might be construed to indicate official support of an organization, candidate or issue.  

The distribution of political badges, buttons or printed matter during working hours, or their placement on City property is prohibited at any time with the exception of bulletin boards in employee work areas out of view of the general public.

Policy:
PRIVATE 
Educational Assistancetc  \l 1 "Educational Incentive"
It is the policy of the City of Fond du Lac to encourage in-service training in order to improve the qualifications of employees in their positions and to prepare them for advancement in the City service. In administering this policy, the City will reimburse any full-time, permanent employee 50% of the tuition cost for any successfully completed, approved class in any college, vocational school or other approved program with the equivalent of a "C" grade or better.   An employee working toward a degree as requested by the department head, shall be reimbursed 100% of the tuition cost and books required for the classes.  The maximum annual assistance provided to an employee will be $2,000.00. The course-work must be related to the employee's current position and must provide a benefit to the City.  Prior written approval of the course must be given by the department head and Human Resources Director.  No more than six (6) credit hours will be approved during any semester. Department heads will make every effort to arrange work schedules around class schedules where this will cause no disruption of service; however, employees are required to take courses outside of their work schedule whenever they are offered. All work schedule adjustments shall be reported to the City Manager in writing.

If an employee leaves City employment while attending school or within one year of completing courses for which the City has paid, the City’s share of the costs in the twelve months preceding termination will be deducted from the final payment of salary and/or accrued vacation as the City deems necessary.  If the amount of the final payment is not sufficient to cover costs, the employee will be required to reimburse the City for the amount due at the time of termination. 

Policy:
PRIVATE 
Overtime, Sick Leave, and Compensatory Time for Non-represented Employeestc  \l 1 "Overtime, Sick Leave, and Compensatory Time for Non-represented Employees"
Sick leave shall be deducted from the accrued balance of all employees. Upon returning from sick leave, employees shall notify, in writing via timelog or timesheet, their supervisor of the dates of the absence and the number of hours used during their absence so that the appropriate entries may be made in the departmental leave log. It is the supervisor’s responsibility to ensure that the appropriate entries are made in the leave log.

a. Sick Leave – Non-Exempt Employees, Police and Fire Department personnel working a fixed schedule and employees working in the Government Center shall accumulate sick leave with pay at a rate of 7.75 hours per month for each month of service.  For this group of employees, unused sick leave credits shall accumulate to a maximum of 775 hours.

Employees working in the Transit Division, City Garage, Parks Division, Treatment Plant and Water Plant shall accumulate sick leave with pay at a rate of 8 hours for each month of service.  For this group of employees, unused sick leave credits shall accumulate to a maximum of 800 hours.

b. Sickness and Accident Leave – Exempt Employees: Exempt Employees will receive full pay for the first 90 continuous calendar days of total disability due to personal accident, injury, illness or sickness.  Successive periods of disability due to the same cause will be considered as one period of disability  unless separated by a return to work of six continuous months.  No additional sick leave days will be accrued beyond 65 work days after March 1, 1985.

An employee may use sick leave with pay for absences necessitated by injury or illness.  In the event that an employee’s wife, husband, children or any other member of the family living at his residence are injured or ill in such a manner as to require his presence, such employee may use up to two days of his accumulated sick leave credits per incident.

An employee who is sick should inform his supervisor at the start of the workday. Employees found to be abusing this sick leave privilege will be subject to disciplinary action.

 Exempt employees are considered professional, technical, administrative, or supervisory and their hours of work are not necessarily limited to the normal weekly work schedule of their department. Employees in these positions are expected to work in excess of the normal work schedule when the demands of the position require it and they shall not be eligible for compensation for the additional hours worked. However, in recognition of excessive hours worked, above the normal weekly work schedule, these employees may be granted time off at the supervisors discretion, in recognition of the additional hours worked on a straight time basis when their schedule permits.  Non-represented exempt-level employees are not eligible for any form of overtime compensation including compensation time.  

Non-exempt employees shall be paid at time and one-half their regular hourly rate of pay for all time worked in excess of their normal schedule (38.75 hours or 40 hours per week). Non-represented non-exempt employees shall receive compensation for overtime in cash or compensatory time as the employee may choose.  All overtime must be approved by the employee's supervisor.  Non-exempt employees may accumulate compensation time, however all accumulated hours in excess of 25 hours as of December 1 of each year shall be paid in cash to the employee and those hours under 25 if the employee so desires. Use of compensatory time shall be subject to the approval of the employee's supervisor. All accumulated compensatory time and use of compensatory time shall be maintained in written form on the departmental leave log. It is the supervisor’s responsibility to ensure that the appropriate entries are made in the leave log.

Overtime for employees in established part-time positions shall be on an hour-for-hour basis and may be paid or handled as compensatory time as provided above for non-exempt employees.  If a part-time employee should exceed 38.75 or 40 hours in a week (based upon applicable schedule), the overtime provisions in the above section shall apply.

Employees terminating employment shall be paid for authorized overtime and authorized unused compensatory time.

Policy:
PRIVATE 
Affirmative Action and Equal Opportunitytc  \l 1 "Affirmative Action and Equal Opportunity"
It is the policy of the City of Fond du Lac to provide equal employment opportunities for all qualified persons without regard to race, color, religious, or political beliefs, or affiliation, national origin, marital or parental status, pregnancy, sex, sexual orientation, age, disability, or any other non-merit factors except where age, sex or physical requirements constitute a demonstrable bona fide occupational qualification. Arrest and conviction records shall not be considered in employment decisions except where permitted by law.

The City's Affirmative Action and Equal Opportunity policy is applicable to all aspects of employment including classification, promotion, recruitment, selection, appointment, testing, training, education, tuition assistance, layoff and recall, disciplinary action, termination, salary and benefits administration, and all other components of the City of Fond du Lac personnel system.

The City of Fond du Lac will continue to comply with federal and state regulations and will continue to work cooperatively with governmental and community organizations to insure equal employment and advancement opportunities.

Policy:
PRIVATE 
 Harassmenttc  \l 1 "Sexual Harassment"
This harassment policy provides each employee of the City of Fond du Lac the protection necessary to function in a productive environment.  Harassment is a form of employee misconduct which undermines the integrity of the employment relationship.  Harassment weakens morale and interferes with the City's productivity.

Unwelcome advances, request for favors, and other verbal or physical conduct of an unwelcome nature constitutes harassment when: (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment; (2) submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting such an individual; (3) such conduct has the purpose or effect of substantially interfering with an individual's work performance or creating an intimidating, hostile, or offensive work environment.  Examples of harassment include continuing verbal subjection to unwanted jokes, comments, propositions, and innuendo as well as physical behavior such as patting, pinching, constant leering or ogling, and forced or coerced contact.

It is the policy of the City of Fond du Lac to maintain a work environment free from sexual or other forms of harassment.  Harassment on the part of any employee toward a co-worker, subordinate, or supervisor will be neither condoned nor tolerated.  This policy also pertains to the possession of sexual materials at the workplace.  These materials include, books, magazines, pictures, written jokes, cartoons or other objects of a sexual nature.  Possession of these materials at the workplace will result in disciplinary action up to and including a dismissal.

It is the policy of the City of Fond du Lac to maintain a work environment free from harassment. Harassment on the part of any employee toward a co-worker, subordinate, or supervisor will neither be condoned nor tolerated. All employees have the responsibility to uphold high standards of conduct, honesty, and integrity to assure proper performance of City business as well as the maintenance of confidence of the Fond du Lac community. It shall be the policy of the City to ensure that harassment does not occur and that employees of the City are sensitive to the adverse affects of harassment. Further, it is the policy of the City to encourage the reporting of cases of harassment and to actively investigate as well as take appropriate disciplinary action on all reports of harassment.

Any employee who feels she/he is being harassed or subjected to harassing behaviors that create an intimidating or harassing working environment is strongly encouraged to inform the harasser(s) that such behavior is unacceptable. If he/she deems it so warranted, such behaviors may be reported to the harasser's supervisor or their superior. If an employee feels that reporting any behavior will place the employee in an uncomfortable position, the employee may contact the personnel office to report the behaviors to a person of the same gender.  The supervisor/superior shall investigate any harassment charge and report his/her findings to the employee(s) making the charge.   Harassment is a serious breach of discipline and, as such, any employee whose behavior involves act(s) of harassment shall be subject to disciplinary action.

Supervisors of the City are responsible for ensuring that this and all policies and procedures of the City are followed by all employees of the City. On matters of harassment, supervisors shall take affirmative steps to prevent harassment from occurring, such as raising the subject, expressing strong disapproval, informing employees of their rights and taking measures to sensitize all concerned. If a supervisor is made aware of harassment through personal observation or employee complaint, it is the supervisor's responsibility to investigate, correct errant behavior and educate subordinate personnel on matters of harassment.

Policy:
PRIVATE 
Disabled Employeestc  \l 1 "Disabled Employees"
The City of Fond du Lac recognizes that employees with temporary or permanent disabilities may wish to continue their employment with the City as long as their condition allows them to do so. As long as these employees are able to meet acceptable performance standards and medical evidence indicates that their disability is not a threat to themselves or others, the City of Fond du Lac shall make reasonable accommodation for the employee and ensure that they are treated consistently with other employees. In that regard, the City is concerned with creating an appropriate and safe work environment for the disabled employee, co-workers and the public. Every precaution should be taken to ensure that an employee's condition does not present a health and/or safety threat to other employees or customers.

For purposes of this policy, disability shall be defined as 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 an impairment." A major life activity means such things as walking, talking, seeing, hearing, breathing, learning and working. Conditions considered to be disabilities include but are not limited to orthopedic, visual, speech and hearing impairments, cerebral palsy, pregnancy, childbirth or disabilities related to pregnancy or childbirth, AIDS, epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart disease, diabetes and mental retardation.

Reasonable accommodation could include such items as making existing facilities accessible, job restructuring, or part time or modified job schedules. This is not an exhaustive list but is intended to provide general guidelines. Reasonable accommodation must be determined on a case-by-case basis, based on particular facts. Reasonable accommodation does not require an employer to make any modification, adjustment or change in a job description or policy that an employer can demonstrate would fundamentally alter the essential functions of the job.

Employees or applicants who are presently engaging in the illegal use of drugs will not be considered disabled.

Policy:
PRIVATE 
Drug-Free Workplacetc  \l 1 "Drug-Free Workplace"
It is the policy and intent of the City of Fond du Lac to maintain a drug-free workplace for all of its employees and the public. To ensure that a drug-free environment is maintained, certain regulations must be followed and adhered to by all employees. The City and its employees will provide a drug-free workplace by adhering to the following regulations:

1.
The distribution, sale, possession or use of a controlled substance is prohibited in the workplace.

2.
Any employee convicted of using, selling, distributing or possessing a controlled substance or failing to comply with any drug-free workplace requirement may be subject to immediate disciplinary action including suspension and discharge and/or may be required to participate in drug rehabilitation treatment. 

3.
Any employee desiring information concerning drug abuse counseling, rehabilitation programs or any other employee assistance should contact the Employee Assistance Program or  the Personnel Department for this information.

4.
Any employee convicted of using, selling, distributing or possessing a controlled substance while working for the City shall notify the City within five (5) days.

5.
The City of Fond du Lac, as the employer, is required to report any workplace drug crimes to the United States Department of Labor within ten (10) days of conviction.

Policy:
PRIVATE 
Alcohol and Substance Abusetc  \l 1 "Alcohol and Substance Abuse"
Federal regulations require cities receiving federal funds to have an anti-drug program for employees. The required anti-drug program may include testing an employee for drugs/alcohol prior to employment, after an accident, and before returning to duty to perform his/her job after a positive drug/alcohol test. The City Council will adopt policies and regulations as needed that will ensure that the City will be in compliance with this policy.

The purposes of this Alcohol and Substance Abuse Policy are to ensure a drug-free workplace; to eliminate and/or discourage drug/alcohol use and abuse in the workplace; and, to deliver services in a safe and conscientious manner.

All city employees and job applicants are subject to testing under this policy. Each employee must be able to work in a drug-free environment and themselves be free from the effects of alcohol and other mood altering substances and adulterants when reporting for work and during the workday. Accordingly, the use during working hours, reporting to work after using a prohibited substance, sale or possession while on City property by an employee of a prohibited drug, alcohol or other substances which alter job performance or pose a hazard to the safety and welfare of the employee, the public, or other employees, is strictly prohibited and may result in disciplinary action up to and including discharge.   Use of adulterants will be considered a positive drug test.  It is the intent of the city to encourage rehabilitation for the non-probationary employee with a first occurrence of mood altering substance abuse.

City employees using medications prescribed by a doctor shall inform his/her supervisor of the possible side effects, performance limitations, or any other safety hazards, which may occur from the use of this medication. Based upon this information, the supervisor may reassign the employee, transfer the employee, or modify the employee's job to ensure the safety of the employee, co-workers, and the public, or relieve the employee of his/her duties until such time that the medication no longer affects his/her performance.

The city recognizes that alcohol and/or substance abuse are medical problems and will offer medical assistance, as it is available for other illnesses. 

Policy:
PRIVATE 
Pre-employment Physical Examstc  \l 1 "Pre-employment Physical Exams"
All employees hired by the City of Fond du Lac must have a physical examination before commencing employment with the City. An appointment will be made for employees offered positions by the Personnel Department with a health care professional chosen by the City at its expense.  All employees must be certified by the medical examiner as being able to perform the functions of the position being offered in order to be employed by the City. Many of the City's benefits, as well as many State and Federal laws, are intended to help employees maintain good health. Use of pre-employment physical examinations protects both the employee and the City of Fond du Lac.

The City may require an employee to have a physical examination at City expense with reasonable notice, if in the opinion of the City the employees health or physical condition presents a hazard to the employee, fellow employees, or the public; or if such condition can reasonably be expected to present a liability to the City.

Policy:
PRIVATE 
Job Postingtc  \l 1 "Job Posting"
All position vacancies, not covered by a labor agreement, shall be posted for a minimum of 5 (five) days to allow sufficient time for all current City employees as well as other interested candidates, to file the necessary forms.  All job posting, placing of recruitment advertisements and other forms of recruitment programs shall be the responsibility of the Personnel Department.

Policy:
PRIVATE 
Life Threatening Illnesstc  \l 1 "Life Threatening Illness"
The City of Fond du Lac recognizes that employees with life-threatening illnesses including, but not limited to, cancer, heart disease, and AIDS may wish to continue to engage in as many of their normal pursuits as their condition allows, including work. As long as these employees are able to meet acceptable performance standards, and medical evidence indicates that their conditions are not a threat to themselves or others, the City of Fond du Lac shall be sensitive to their conditions and ensure that they are treated consistently with other employees. In that regard, the City is concerned with creating an appropriate and safe work environment for the affected employee, co-workers and the public. Every precaution should be taken to ensure that an employee's condition does not present a health and/or safety threat to other employees or customers.

Consistent with this concern for employees with life-threatening illnesses, the City of Fond du Lac offers the following range of resources through the Personnel Department:

*
Management and employee education and information on terminal illness and specific life-threatening illnesses.

*
Referral to agencies and organizations which offer supportive services for life-threatening illnesses.

*
Benefit consultation to assist employees in effectively managing health, leave, and other benefits.

Management Guidelines 

When dealing with situations involving employees with life-threatening illnesses, department and division heads should:

1.
Remember that an employee's health condition is personal and confidential, and reasonable precautions should be taken to protect information regarding an employee's health condition.

2.
Contact the Personnel Department if you believe that you or other employees need information about terminal illness, or a specific life-threatening illness, or if you need further guidance in managing a situation that involves an employee with a life-threatening illness.

3.
Contact the Personnel Department if you have a concern about the possible contagious nature of an employee's illness.

4.
Contact the Personnel Department to determine if a statement should be obtained from the employee's attending physician that continued presence at work will post no threat to the employee, co-workers, or customers. The City of Fond du Lac reserves the right to require an examination by a medical doctor appointed by the City.  

5.
If warranted, make reasonable accommodation for employees with life-threatening illnesses consistent with the business needs of the division and/or department.

6.
Make reasonable attempt to transfer employees with life-threatening illnesses to other positions for which they are qualified, who request a transfer and are experiencing undue emotional distress.

7.
Be sensitive and responsible to co-worker's concerns, and emphasize employee education available through the Personnel  Department.

8.
No special consideration should be given beyond normal transfer requests for employees who feel threatened by a co- worker's life-threatening illness.

9.
Be sensitive to the fact that continued employment for an employee with a life-threatening illness may sometimes be therapeutically important in the remission or recovery process, or may help to prolong that employee's life.

10.
Employees should be encouraged to seek assistance from established community support groups for medical treatment and counseling services. Information on these can be requested through the Personnel Department or through the EAP.

Policy:
PRIVATE 
Family and Medical Leavetc  \l 1 "Family and Medical Leave"
The Family and Medical Leave Policy, consistent with the state and federal law, provides employees with the following: 

a.
The Family and Medical Leave Act requires employers to provide up to a total of twelve (12) weeks of unpaid leave during any twelve (12) month period for employees at the time of the birth or adoption of a child or at the time of a serious health condition affecting the employee or a family member;

b.
Employees are not entitled to more than twelve (12) weeks of unpaid family/medical leave per year;

c.
Employees must have been employed by the City for more than 52 consecutive weeks and worked for at least 1,250 hours during the last 52-week period;

d.
The law defines parent as a natural parent, foster parent, adoptive parent, stepparent, or legal guardian of an employee or an employee's spouse;

e.
A serious health condition means a disabling physical or mental illness, injury, impairment or condition involving either inpatient care in a hospital, nursing home, or hospice; or outpatient care that requires continuing treatment or supervision by a health care provider;

f.
The City may require a certificate from the health care provider indicating the serious health condition, the date this condition started and how long it is expected to last, and the medical facts regarding the condition. The City may also require a second opinion paid for by the City;

g.
Family leave may be scheduled as a partial absence, but not in less than one-(1) hour increments;

h.
Employees may substitute any paid or unpaid leave to which he/she is entitled in place of portions of unpaid family leave, as allowed under state and federal law. This substitution is voluntary by the employee.

i.
While on family leave, employees are entitled to the same health insurance coverage they receive while working and the City may not require them to pay more for the coverage than they did while they were working;

j.
Employees must give advance notice to the City of their intention to use Family Leave.

k.
The above are general guidelines.  Consult with the Personnel Department prior to requesting Family/Medical Leave.

 Policy:
PRIVATE 
Disciplinetc  \l 1 "Discipline"
An employee may be subject to discipline for violation of these personnel policies, or a departmental regulation, in any of the following forms: demotion, suspension, discharge, written reprimand or verbal reprimand. Discharge shall be the permanent dismissal of the employee from his/her employment. Suspension shall be the temporary removal of the employee from his/her duties with or without pay for a period of time. Demotion shall be the lowering in pay grade and/or position of an employee, and may include returning the employee to the entry level probationary status. Verbal warnings or reprimands may be given by a supervisor, but these shall not be deemed discipline for purposes of the Employee Appeals Procedure. Such verbal warnings and/or reprimands shall, however, be considered in determining whether grounds exist for a more progressive disciplinary action.

Discipline for a violation of these policies, or departmental or divisional regulations, shall be administered in a progressive manner; the least severe discipline shall be administered for first offenses of a less severe nature.  Progressively more severe discipline shall be administered for repeat offenses, or for more serious offenses.

In the event that discipline, other than verbal warnings, is imposed, the employee shall be given written notice setting forth the discipline imposed and the reasons for the imposition of the discipline.

In the event an employee is charged in a criminal matter or is involved in civil litigation such that, in the opinion of the City Manager, the employee's ability to function in his/her capacity as a City employee will be seriously impaired, the employee shall be suspended with or without pay until final judgement of the civil or criminal matter has been rendered. In the event the suspended employee is exonerated in the criminal matter, such employee shall be reinstated and, for purposes of employee seniority, such suspension will be considered not to have taken place. Such employee shall also be entitled to full back pay for the period of suspension. 

Policy:
PRIVATE 
Holidaystc  \l 1 "Holidays"
Employees eligible for holiday pay shall receive full pay for their regularly scheduled hours at straight time for each of the holidays listed. To be eligible for holiday pay, the employee must work the full shift on the last scheduled work day before the holiday and the first scheduled work day following the holiday unless the employee is on an approved form of paid leave.

Whenever a holiday falls on a Sunday, the following Monday shall be considered the holiday. Whenever a holiday falls on a Saturday the preceding Friday shall be considered the holiday.

Floating holidays must be used within the year in which they are granted. New employees shall be eligible to use floating holidays after they have completed three (3) months of employment.

Police and Fire Department personnel working a fixed schedule and employees working in the Government Center shall be eligible for the following paid holidays:

New Year's Day




Thanksgiving Day 

Friday before Easter (Afternoon Only)

Day after Thanksgiving

Memorial Day




Christmas Day  

Independence Day



Christmas Eve (Afternoon Only)

Labor Day




New Year's Eve (Afternoon Only)






               4 Floating Holidays (31 hours)

Employees working in the Transit Division, City Garage, Parks Division, Wastewater Treatment Plant and the Water Treatment Plant shall be eligible for the following paid holidays:

New Year's Day




Thanksgiving Day

Friday before Easter



Christmas Day

Memorial Day




Christmas Eve (Afternoon Only)

Independence Day



New Year's Eve (Afternoon Only)

Labor Day




4 1/2 Floating Holidays (36 hours)

Policy:
PRIVATE 
Vacationtc  \l 1 "Vacation"
All eligible employees shall be entitled to paid vacation benefits as of January 1 of each year based upon their length of continuous service. Vacation accrual for any given year shall be based upon the whole number of years of continuous service to be completed during that year. Employees with less than one year of service as of December 31 of the preceding year shall earn a prorated portion of vacation benefits based upon the number of months of service completed as of December 31 of the preceding year.  

All employees shall receive permission from the division head or department head at least fifteen (15) days before starting the vacation when such vacation is to extend for a consecutive period of more than two (2) days. If the vacation is to be for two (2) days or less, permission will be granted without notice if, in the department head's opinion, City service will not be affected. Department heads shall schedule vacations at their own discretion. Vacation will be granted in not less than one (1) hour units.

Part time employees shall earn vacation in proportion to their number of hours worked in the previous year as reported to WRS, compared with a full-time employee. 

Employees in Pay Grades 16 and 17 shall be deemed to have completed at least 15 years of continuous service for vacation purposes upon appointment or promotion to such pay grade.
Non-protective service Police and Fire Department personnel working a fixed schedule and employees working in the Government Center shall be eligible for vacation according to the following schedule:

	PRIVATE 
Years of Continuous Service Completed
	Hours
	
	

	
	
	
	

	1 (b)
	 77.50
	
	

	8
	116.25
	
	

	15
	155.00
	
	

	20
	193.75
	
	

	21
	193.75
	
	

	22
	193.75
	
	

	23
	193.75
	
	

	24
	193.75
	
	

	25
	201.50
	
	


Employees working in the Transit Division, City Garage, Parks Division, Wastewater Treatment Plant, Water Plant, and protective service Police and Fire Department personnel working a fixed shift shall be eligible for vacation according to the following schedule:

	PRIVATE 
Years of Continuous Service Completed
	Hours
	

	
	
	

	1 (b)
	 80.00
	

	8
	120.00
	

	15
	160.00
	

	20
	200.00
	

	21
	200.00
	

	22
	200.00
	

	23
	200.00
	

	24
	200.00
	

	25
	208.00
	


Police Department command staff covered by this pay plan shall be eligible for the same vacation schedule as employees covered by the Police Supervisory Working Conditions Agreement.

Individuals eligible for three or less weeks of vacation must use all of their accumulated vacation in the year in which it was earned or it will be lost unless an exception is granted by the City Manager. Individuals eligible for more than three weeks of vacation are required to use a minimum of three weeks of vacation each year. For this group of employees, vacation credits in excess of this three weeks may not be carried over into the succeeding years and must be used within the year or lost unless an exception is granted by the City Manager, in which case, a maximum of two weeks of unused credits will be converted into cash and paid to the employees at the end of the year.

To qualify for the carryover and payout provisions, a Personnel Action Form must be submitted prior to December 1 requesting and justifying the carryover or payout of unused vacation. Approval to receive the carryover or payout will only be granted when it can be demonstrated that scheduled vacation was canceled and could not be rescheduled during the calendar year because of pressing business conditions.             

Policy:
PRIVATE 
Health and Life Insurancetc  \l 1 "Health and Life Insurance"
Each employee shall be eligible to participate in the City's group insurance program in accordance with the terms of the program as outlined in the insurance contract. In 2008, the employee will pay a portion of the cost of their health insurance.  If the employee does a Health Risk Assessment, they will pay 7.5% of the premium for that year.  If they do not do the HRA, they will pay 10% of the premium up to a cap of $100 per month for family coverage.  Employees in permanent positions regularly scheduled to work at least 1560 hours will receive family coverage.  If an employee works at least 600 hours but less than 1560 hours they will be offered the single coverage. Family coverage will be available if the employee pays the difference between the family and single health insurance premiums.

Retired employees may continue to retain health and life coverage provided they pay their own coverage.

Policy:
Retiree Health Insurance for Non-Represented Employees.

The City of Fond du Lac shall provide to all full-time employees retiring from service, who qualify for a Wisconsin Retirement System annuity, twelve (12) months of paid health insurance under the City's then existing health insurance program.  The City shall provide twelve (12) months coverage to all full-time regular employees who meet the following conditions:

1. The employee must retire from active service and immediately qualify for a Wisconsin 

         
       Retirement System annuity.


2.   The employee must be a regular, full-time employee at the time of retirement to qualify for the retiree                         health insurance program. 


3.   Retiring employees must have a minimum of ten (10) years of service to the City of Fond du Lac to                            qualify for the retiree health insurance program.


4.   Employees retiring with Good Attendance Bonus credits will utilize the City


      paid health insurance program before utilizing Good Attendance Bonus credits.


5.  Employees must give to the City a minimum of three (3) months notice prior to 


     the effective day of retirement.


6.  Retiring employees shall have the option of selecting the appropriate coverage 


     at the time of retirement.  Options may include single coverage, family coverage,


     or any other option available at the time of retirement.

Term Life insurance shall be provided for each employee and for the spouse and dependents of each employee in accordance with the terms of the group life insurance contract. The City shall pay the full cost of all non-optional premiums during employment and upon reaching age 65.  
This policy is not intended to give a detailed explanation of insurance benefits, but rather to provide general information. Complete details of insurance benefits are available in the insurance contracts and employee insurance handbooks.  

Policy:
PRIVATE 
Employee Leavestc  \l 1 "Employee Leaves"
PRIVATE 
Jury Dutytc  \l 2 "Jury Duty"
All full-time employees of the City shall be granted a leave of absence for service on a jury. Employees serving as jurors will receive their regular rate of pay for the time served as a juror  and the mileage reimbursement but are required to relinquish the "per diem" portion to the City. As a condition for the above payments, the employee is required to report for work his/her scheduled hours before and after jury duty when reasonably possible. Part-time employees are not eligible paid time off for jury duty but shall be allowed to modify their work schedule to accommodate such duty when reasonably possible.

PRIVATE 
Military Leavetc  \l 2 "Military Leave"
An employee who is a member of the National Guard or United States military reserve unit and who may be called upon for reserve training or is called upon to serve due to an emergency caused by nature or civil disobedience shall be granted temporary leave in accordance with state statutes. 

PRIVATE 
Elected Position Leavetc  \l 2 "Elected Position Leave"
The City Manager may grant a leave of absence without pay for reasonable periods of time not to exceed one (1) year to any employee for the purpose of serving an elected or appointed position in a union, professional organization or a governmental commission or committee, provided such leave will not reduce the quality or level of service to the public.

PRIVATE 
Leave Without Paytc  \l 2 "Leave Without Pay"
With prior written approval of the department head, an employee may take a leave of absence without pay not to exceed two (2) days. A leave of absence of more than two (2) days requires the prior approval of the City Manager. No leave in excess of 120 days will be granted. For the purpose of leave without pay, in order to maintain and continue health insurance coverage, employees will be required to pay the entire premium each month they are on a leave without pay when the leave exceeds 120 days.

PRIVATE 
Funeral Leavetc  \l 2 "Funeral Leave"
An employee shall normally be allowed three (3) days off with pay in the event of the death of the employee's mother, father, son, daughter, spouse, brother, sister, stepchild, stepmother, stepfather, or legal guardian. Each employee shall be allowed one (1) day off with pay in the event of the death of the employee's mother-in-law, father-in-law, brother-in-law, sister-in-law, aunt and uncle, grandparents, or spouse's legal guardian. Department Managers may request an exception in special circumstances by contacting the Director of Human Resources, who is authorized to grant additional days off if, in his judgement, the circumstance warrant.

Policy:
PRIVATE 
Retirementtc  \l 1 "Retirement"
There is no compulsory retirement age. Any City employee who desires continued employment in the city service may not be removed from his/her position for reasons unrelated to work performance. Protective occupation personnel attaining the age of 55 years shall thereafter give at least annual notice to the Director of Human Resources of their intent to continue employment.

Retired employees are entitled to continued participation in the health and life insurance program provided that they pay their own premiums and comply with the provisions of the insurance program.

Accrued but unused vacation credits will be paid to all terminating employees.

Retiring employees will be entitled to retirement benefits or refunds in accordance with the terms of the Wisconsin Retirement Fund Program. Retiring employees must report to the Human Resource office prior to their retirement to sign and complete the necessary forms.

Non-represented employees in Grades 1-15 are required to notify Human Resources in writing 90 days prior to the identified date of retirement
Department Heads in Grades 16 and 17 are required to notify Human Resources in writing  6 months prior to the identified date of retirement.
As retirement represents a major step in the life of a person, it is recommended that the retiring employee arrange for retirement counseling with the Human Resource office at least two months prior to the proposed retirement date.  
Also refer to information in Section on “Health & Life Insurance” and “Good Attendance Bonus Credits”.

Policy:
PRIVATE 
Hours of Work and FLSA Provisionstc  \l 1 "Hours of Work and FLSA Provisions"
Due to the necessity of providing service, twenty-four (24) hours per day, seven (7) days per week, it is a reasonable condition of employment to require that employees work a regular schedule of hours as established by the City. Regular work schedules shall not be construed as excluding shift rotations and emergency work schedules based on public necessity as determined by the City.

Temporary variations in daily and weekly work schedules may be authorized by the department or division head in response to department needs. Department heads, at their discretion, may also authorize temporary variations in work schedules for subordinate employees in order to accommodate employee needs.

Policy:
PRIVATE 
Violence in the Workplace                                                                 

The City of Fond du Lac is committed to providing a safe and healthy work environment free from any threats or acts of violence. Towards this commitment, it is the policy that the City of Fond du Lac will not tolerate any threats or acts of violence directed by one employee towards another. Violence is defined to include, but is not limited to: physical assault, aggressive behavior at another individual, purposeful destruction of city property, intimidation through verbalized or implied threats, carrying weapons in the workplace, and destruction of another's property. Any reported act or threat will be investigated as a serious violation of city policy. Any confirmed act or threat will be grounds for disciplinary action, up to and including termination of employment. When appropriate the employee will be referred to the Employee Assistance Program for evaluation and recommendations.

Any employee who has been a recipient of a threat of violence or victim of an act of violence is to make a report to the Human Resources Director. Such reports will be kept confidential to the extent possible. The city will investigate such reports and take action as appropriate to the situation. Where indicated, the city will cooperate with local law enforcement representatives.

As acts of violence in the workplace may also be perpetrated by people from outside the workplace, the city requests any employee, who feels an outside threat poses a risk within the workplace, to report such a situation to the Human Resources Director of Human Resources. The city will assess the need for special safeguards.

Policy:  PRIVATE 
Good Attendance Bonus Programtc  \l 1 "Good Attendance Bonus Program"
Employees in salary grades 1-15, with ten (10) or more years of service, who accumulate the maximum number of hours of unused sick leave shall be eligible to participate in the Good Attendance Bonus Program. Under the program, those employees who use no sick leave during the month, and whose unused sick leave accumulation totals the maximum at the end of the month, will be entitled to one and one quarter (1.25) retirement insurance credit. The credits shall be cumulative.

Policy:  Non-Represented Employee Benefit - PRIVATE 
Good Attendance Bonus Programtc  \l 1 "Good Attendance Bonus Program"
Employees in salary grades 1-15, with ten (10) or more years of service, who accumulate the maximum number of hours of unused sick leave shall be eligible to participate in the Good Attendance Bonus Program. Under the program, those employees who use no sick leave during the month, and whose unused sick leave accumulation totals the maximum at the end of the month, will be entitled to one and one quarter (1.25) retirement insurance credit. The credits shall be cumulative.
Good Attendance Bonus Reporting Procedure For All Employees

City employees with ten (10) or more years of service, who accumulate the maximum number of hours of unused 
sick leave per their contract are eligible to participate in the Good Attendance Bonus Program.  One and one quarter (1.25) retirement insurance credits are accumulated for each month that sick leave is not used. The credits shall be cumulative.  Based on an employee’s sick leave accumulation at the beginning of each year, the City will begin accruing GAB’s for every month that the employee did not use any sick leave in the new year, unless you are below your maximum hours, per your employee group, at the start of the year.  Use of sick leave within a month shall prohibit the granting of additional credit for said month and future months, until the accumulation used is replaced. 

Part time employees will have their GAB dollars pro-rated based on the number of hours they work in a year.
Annually the City will review sick leave records and award credit for those months where sick leave has not been used.
At retirement, the cash amount shall then be placed into an escrow account from which the retiree's group health insurance premiums will be paid in monthly installments until the account is exhausted.  The cash will be payable in the form of a lump sum payment to the employee's estate if the employee dies before distribution of the payment.  If the employee is part of a bargaining unit, contract language will apply.

Employees in salary grades 1-15 are required to provide Human Resources three months advance notice in writing of their intent to retire.
Department heads in salary grades 16 and 17 are required to provide Human Resources six months advance notice in writing of their intent to retire.

Department heads in salary grades 16 and 17 shall not be eligible for the Good Attendance Bonus program.  Department heads in salary grades 16-17 shall accumulate paid years of health insurance at retirement based upon years of service with the City.  Department heads shall accumulate paid years of health insurance according to the following table, in addition to the one-free-year full-time PAT employees receive:

Years of Service



Years of Paid Health Insurance

5 1

10 2

15 3

20 4

25 5

30 6

35 7

Policy:
PRIVATE 
Longevity Programtc  \l 1 "Longevity Program"
All non-exempt employees participating in the longevity program shall be eligible for longevity pay in addition to their salaries for earnings up to $14,500.00 according to the following schedule:

    3% after six years of continuous service

    6% after ten years of continuous service

    9% after fifteen years of continuous service

Employees are no longer eligible for longevity when base plus longevity equals or exceeds Step 11 of the salary schedule.

Policy:  Safety

Section 101.11 of the Wisconsin Statutes clearly states that an employer is required to furnish a place of employment which  shall be safe and shall furnish and use safety devices and safeguards, and shall adopt and use methods and processes reasonably adequate to render such employment and places of employment safe, and shall do every other thing reasonably necessary to protect the life, health, safety , and welfare of such employees.  It shall be the policy of the City of Fond du Lac to subscribe to and follow the requirements of this law and any other laws that relate to the protection of the life, health, safety, and welfare of City employees.

To carry out this policy, the City of Fond du Lac shall develop and maintain a comprehensive safety program conforming to tried and accepted safety practices.  This program will encourage proper attitudes toward injury and illness prevention on the part of both management and employees.  It shall require cooperation in all safety and health matters, not only between supervisors and employees, but also between each employee and his or her co-workers.

It shall be the major objective of this safety program to protect the City of Fond du Lac’s most valuable asset – its employees.

In Case of Injury

1. All injuries, no matter how slight, must be reported immediately to your supervisor or foreman.

2. If you must see a doctor for a work related injury, obtain an authorization from your supervisor.

3. If an ambulance is needed, dial Fire Department Rescue Squad, 911.

4. If medical attention is required, the employee shall be sent to the nearest medial facility.  If the injury demands immediate emergency medical treatment, send the employee to the emergency room at the nearest hospital.  A “Physician’s First Report of Injury” should be provided to your supervisor directly after doctor visit.

Employee:  You, as an employee have the responsibility to follow all safe work procedures.  When you observe unsafe working conditions, it is your obligation either to correct the problem or to report it to your supervisor.  It is not your responsibility to attempt a job which appears to be unsafe.  Ask your supervisor for instruction or clarification.  You are required to be familiar with, and to observe, safe methods in doing your job.  Failure to follow safe work procedures may result in disciplinary action.

Policy:
PRIVATE 
Workers Compensationtc  \l 1 "Workers Compensation"
An employee who is absent due to injury or illness caused while in the performance of his/her duties shall suffer no loss in compensation during such period up to a maximum of six months.

Policy:
PRIVATE 
Snow Emergencytc  \l 1 "Snow Emergency"
Each of four identified forepersons shall receive 4 overtime hours per week (for weeks on call) for six months (Nov. 1 – Apr. 30) per year for nighttime hours spent in monitoring weather conditions affecting snow plowing and road salting operations.

 Policy:
PRIVATE 
Traveltc  \l 1 "Travel"
It shall be the policy of the City of Fond du Lac to reimburse City employees for the reasonable expenses incurred in the performance of City business. These reasonable expenses are, but not limited to the following: meals, lodging, travel, and registration fees.

Employees shall be reimbursed for personal automobile use at the current Internal Revenue Service rate for each mile driven on City business within the local area while using their own vehicle. 

Employees shall be reimbursed for the lowest cost air transportation when air transportation is used for out-of-state travel. If an alternate form of transportation is used, the employee will be reimbursed the current Internal Revenue Service rate for official mileage or the lowest cost airfare available, whichever is less.

An employee that has airfare paid or reimbursed for approved City business may accept frequent flyer miles for personal use by paying to the City 5% of the purchase price of the airfare.  If the employee does not wish to pay this fee then the individual should not accept the miles of credit.

Taxi fares, public transportation fees, charges for parking, and other such incidental transportation expenses will be reimbursed based upon actual costs. Fines will not be reimbursed.

Employees shall receive meal allowances as approved by the City Manager while attending meetings or traveling.

This meal allowance shall not be applicable to meetings held only for City employees. No meal reimbursement will be allowed for departmental conferences.

Whenever registration cost includes meals, amounts in the registration allocated to meals may exceed the above schedule without prior approval.

Whenever it is in the best interest of the City and a public purpose is served employees shall be reimbursed for expenses incurred for meals for themselves, visitors and/or other guests.

No reimbursement to any city employee shall be made for alcoholic beverages personally consumed.

Expenses for employee’s spouses will not be paid.

All travel expense requests shall be promptly submitted upon appropriate forms upon return to work and shall be accompanied by receipts wherever possible. The foregoing not withstanding, a receipt shall be required for lodging and a receipt for air charges must be submitted.

An employee or official traveling on official mandatory City business shall be reimbursed for the actual costs of transportation, lodging, meals and registration even if said items exceed a limit imposed elsewhere in this policy.

Hotel/motel reimbursement shall be the actual cost of lodging not to exceed the rate of single occupancy.

All reimbursements will be processed by the Comptroller’s office in accordance with Internal Revenue Service guidelines.
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Computer Hardware/Software Policies
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Terminology:
a) License —  an agreement between a software company and a purchaser restricting the use of the software in specific ways.  The most common restriction is on copying and further distribution or use of the software on more than one computer at a time.  Network and site licenses for multiple, simultaneous use may be available.  License agreements may be one-time or on-going, e.g. - annual.


b) Licensed Software —  computer software for which a license has been paid.  Software may be licensed to an individual user (PC), a network, a jurisdiction, or to Shared Computer Center for use on the AS/400 across all jurisdictions.  Proper licensing generally provides users with support, documentation, and enhancements.


c) Shareware —  software that may be legally copied and distributed but in which the creator retains all rights to the software.  Generally a fee is requested after testing the software if it is found useful.  Payment of the fee may entitle the user to varying levels of support, documentation, and enhancements.


d) Public Domain Software —  software which may be legally copied and distributed and in which the creator has surrendered all rights, i.e. - it's been placed in the public domain.  This software may have been modified numerous times by persons unknown.


e) Virus —  a program hidden in a program or group of programs that is intended to damage another computer's data, network, or machine operation.


f) Employee —  any full-time, part-time, permanent, temporary, or seasonal person paid by the employer or any vendor providing service to the employer.


g) Authorized Employee —  any employee as described above who has been granted the primary responsibility for a given computer within the organization.  This person is responsible for monitoring all use of this computer, the computer's whereabouts (especially if it is portable), auditing the computer for unlicensed software, reporting computer problems, filing and maintaining the software diskettes and documentation assigned to the computer, and backing up the hard drive to diskette/tape at an appropriate frequency if not backed up under normal network procedures.


h) Hardware —  any physical piece of computer related equipment such as the processor, monitor , keyboard, mouse, floppy & hard disk drives, CD-ROM, tape drive, etc.


i) E-Mail —  using a computer workstation provides an electronic means of sending and receiving messages and documents, maintaining calendars, scheduling, tracking task assignments, and storing phone messages.

Computer Software Licensing and Use Policy

1. Requirements:


a) All personnel using software shall read and implement this policy.


b) The City legally licenses the use of computer software from vendors and developers on all computers under its control.  No software shall be loaded or run on City computers or network servers without the specific approval of the City CIS Policy Committee.  Unless specifically authorized in writing by the vendor or developer, no individual has the right to copy any software or documentation for any reason.  All software shall be registered with the City for inclusion in its equipment/software inventory.  Public domain software shall not be run on any computer or network server until its source has been determined and the software checked for viruses.  Data diskettes shall likewise be checked whether from a vendor or home.


c) The City does not require, request, or condone unauthorized copying or use of computer software.  Such unauthorized copying or use is not considered to be within the scope of employment.  Authorized employees shall use software only in accordance with the applicable license agreements.  Only software used in this manner shall be run on computers or network servers for production purposes.  Unlicensed software may be run for the purposes of testing/evaluation for up to 30 days if done with the knowledge and consent of the vendor, developer, or reseller.  If not licensed, it shall be removed at the end of 30 days.  It is the responsibility of the authorized employee to ensure that only licensed software is placed or run on computers or network servers.


d) According to U.S. Copyright Law, illegal reproduction of software can be subject to civil damages (of as much as $100,000) and criminal penalties, including fines and imprisonment.  City employees who make or knowingly use illegal copies of computer software are subject to disciplinary action up to and including dismissal consistent with existing personnel policies and procedures.


e) If the City is sued or fined because of unauthorized copying or use of software by any employee, it may seek repayment from the employee involved for any costs or fines.  Under no circumstances shall the City be liable for any costs or fines for an employee who is sued or fined individually.


f) The City and all of its authorized employees shall cooperate fully with any state or federal agency that is legally authorized to conduct software audits.


g) Violations of this policy are to be reported to the Director of Administration. 



2. seq level1 \h \r0 Procedures:

a) Loading Software - only authorized employees and SCC personnel are authorized to load software on computers and network servers.  A record of the software license number and the serial number of the computer on which it is loaded shall be forwarded immediately to the City (???) for inclusion in their records.


b) Auditing Software - the authorized employee shall, from time to time, audit the software residing on their computer to be in compliance with the license agreements for that computer.  SCC personnel shall audit the software residing on network servers at least annually to verify licensing agreements.  The results of this audit shall be forwarded to the appropriate jurisdiction.  Unlicensed software, other than that legally being tested/evaluated, shall be deleted immediately.

Computer Hardware Use Policy

1. Requirements:


a) Computer equipment including hardware, software and related services owned and utilized by the City of Fond du Lac is an important and costly resource.  It is the policy of the City of Fond du Lac that City computer equipment be safeguarded from abuse, loss and degradation of capacity due to inappropriate use.

Computer games and other similar entertainment software shall not be loaded or played on City equipment.


b) No computer hardware, software, peripheral equipment, or documentation (e.g. computer or software manuals) shall be removed from City premises without express permission from the employee’s department head.   This shall only be allowed for the purposes of completing City business.


c) Employees are prohibited from copying software, data, files, etc. owned by or licensed by the City of Fond du Lac, for their personal use.  If authorized by their department head and allowed by licensing agreements, employees may load City software on their personal computer if it is to be used to complete city business.  Employees may, with the authorization of their supervisor and in accordance with section d) of this policy exchange work-related, non-executable data files and documents between a personal home computer and their work computer.


d) Computer viruses, defective programs, and corrupted data pose a threat to City computer systems, including the potential to involve entire networks in the resulting damage.  As a result of this risk, the following is hereby enacted.  


i) All computer files from non-City owned sources shall be scanned for viruses before use on City computer equipment.  This includes files received from outer agencies or taken from an employee’s personal computer.


ii) Employees are prohibited from installing or copying personally owned or licensed files or programs to City owned computer equipment without the approval of the CIS Policy Committee.


e) Engaging in unauthorized personal business during work time and unauthorized or improper use of City property or equipment may subject an employee to discipline up to and including dismissal consistent with existing personnel policies and procedures.  Misuse of computer equipment for purposes other than City business during work time shall be considered an offense subject to such discipline.  This includes, but is not limited to, the use of computers, CD-ROM devices, modems, on-line services including the Internet and others, etc. 


f) Much of the software used by City personnel is protected by a password.  Passwords must remain secret.  They are not given to anyone else for any reason nor posted at your workstation.  If any employee feels that their password has been compromised they should contact their supervisor or the Director of Administration.


2. Procedures:


a) Installing and Maintaining Hardware - all hardware shall be installed by an authorized employee, SCC personnel, or designated vendor.  Under no circumstance shall a City employee take apart any computer or peripheral device for any reason.


E-Mail Use Policy

The City has established a policy with regard to access and disclosure of electronic mail messages created, sent or received by City employees using the City’s electronic mail system.

The City intends to honor the policies set forth below, but reserves the right to amend or add to them at any time at the discretion of the City.


1. As part of its wide area network, the City has implemented an electronic mail (E-mail) system to assist in the conduct of business within the City.

2. All messages composed, sent or received on the E-mail system are and remain the property of the City. 

       They are not the private property of any employee.

3. The use of the electronic mail system is reserved solely for the conduct of business at the City.  It may not be used for personal business.

4. The electronic mail system may not be used to solicit for commercial ventures, religious or political causes, outside organizations, or other non-job-related solicitations, excepting the City employee newsletter.

5. The electronic mail system is not to be used to create any offensive, threatening, or disruptive messages.  Among those which are considered offensive, are any messages which contain sexual implications, racial slurs, gender-specific comments, or any other comment that addresses a person’s age, race, sexual orientation, religious or political beliefs, national origin, or disability in a manner that degrades, humiliates, or discriminates against said person or others.

6. The electronic mail system shall not be used to send (upload) or receive (download) copyrighted materials, trade secrets, proprietary financial information, or similar materials without prior authorization.

7. The City reserves the right to review and access all messages created, received or sent over the electronic mail system for any purpose.  The contents of electronic mail properly obtained for legitimate business purposes may be disclosed within the City without the permission of the employee.

8. The confidentiality of any message should not be assumed.  Even when the message is erased, it is still possible to retrieve and read that message.  Further, the use of passwords for security does not guarantee confidentiality.  All passwords must be disclosed to the City or they are invalid and cannot be used.

9. Notwithstanding the City’s right to retrieve and read any electronic mail messages, such messages should be treated as confidential by other employees and accessed only by the intended recipient.  Employees are not authorized to retrieve or read any e-mail messages that are not sent to them. Any exception to this policy must receive prior approval by the employer.

10. Employees shall not use a code, access a file, or retrieve any stored information, unless authorized to do so.  Employees should not attempt to gain access to another employee’s messages without the latter’s permission.  All computer codes must be provided to supervisors.  No 


This computer is provided to you to allow you to utilize City approved software and communicate with other City personnel.  It is not intended for use as a toy or for personal business.


The City does not require request, or condone unauthorized copying or use of computer software.  Any employees who make or knowingly use illegal copies of computer software are subject to disciplinary action up to and including dismissal consistent with existing personnel policies and procedures.

Eail / V-mail Use Policy

1. Requirements:


a) The City of Fond du Lac has established a wide area network connecting all City departments together.  As a part of this network, electronic-mail (E-mail) service has been implemented for all employees with computer access. In addition, with the installation of the new phone system, all City employees will have access to voice-mail (V-mail). E-mail and V-mail are valuable assets and critical components of the City’s communications systems. They are provided to facilitate City work and their contents are City property. Although the City does not make it a practice to monitor either component, it reserves the right to do so at any time for any reason.


b) At this time, the City intends to allow  “open” E-mail and V-mail utilization.  This means that both City and personal mail traffic will be allowed as long as the privilege is not abused.


c) Abuse is defined as excessive messages, overly lengthy messages, the use of obscene or sexually explicit language or pictures, communications which create an intimidating or hostile work environment, solicitations to buy or sell goods, operating a personal business, broadcasting unsolicited personal views on social, political, religious, or other non-business matters, or any references covered by the City’s current Affirmative Action and Equal Opportunity Policy.
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 ALLOCATION LIST

GRADE
17







Exempt Status
  
Director - Community Development



E


Director - Public Works





E

Grade
16


City Attorney 






E


Director - Administration




E


Fire Chief






E


Police Chief






E


Director - Human Resources




E


Director - MIS






E

Grade
15


Grade 
14 


City Engineer/Deputy Director of Public Works


E


Deputy Police Chief





E


Assistant Fire Chiefs





E

Grade 
13



Director Operations – DPW




E

Deputy Comptroller/Treasurer




E


City Assessor






E

Director - Redevelopment




E
Grade 
12


Civil Engineer III





E

Grade 
11


City Clerk






E


Parks & Forestry Superintendent




E


Transit Manager





E


Wastewater Operations Manager




E


Water Operations Manager




E
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Grade 
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Principal Planner





E


Director - Senior Center





E


Fleet Manager






E


Chemist







N


Chief Inspector






E


Systems Supervisor





E


Sanitary Engineer





E

Grade 
9


Wastewater Maintenance Foreman



E

Senior Accountant 





E


Civil Engineer I






E

Network Administrator





E

Grade 
8


Park Foreman 






N


Street/Utility Field Maintenance Foreman



N


Water Foreman






N


Building Inspector 





N


Electrical/Building Inspector 




N


Plumbing/Heating Inspector 




N


Rehabilitation Specialist





N

Grade 
7


Payroll Coordinator





N


Human Resource Assistant




N

Code Enforcement Officer




N


Paralegal






N


Code Enforcement





N


Civil Engineer I – entry





N




PC Support Specialist





N

Grade
6


Accountant - pt






N


Deputy City Clerk





N

Executive Assistant





N


Asst. Director Senior Center




N


GIS Specialist






N 
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Grade
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Executive Assistant - HR





N


Administrative Secretary – Fire




N


Administrative Secretary – Public Works



N


Community Development Program Specialist


N


Ex. Assistant – Police





N


Administrative Asst. – Police




N

Grade 
4


Community Development Secretary



N

Grade 
3

Grade
2

Grade
1
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