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T A BL EO FCO N T EN T S

T hepoliciesw hichfollow havebeenapprovedby theBarabooCity Councilandserveasrulesandguidelinesforall
City Em ployees.How ever,itshouldbenotedthatourP oliceandFireDepartm entsm ay haveadditionalR ulesand
R egulationsfortheirem ployees.

Conte nts
S ection1:IN T R O DU CT IO N ............................................................................................................................................4

W hoisCoveredBy T hisP olicy andAt-W illS tatem ent.............................................................................................4
S ection2:EM P L O YM EN T ..............................................................................................................................................5
R ecruitm entofN ew Em ployees...................................................................................................................................5
S ection2: EM P L O YM EN T .............................................................................................................................................6
HiringT im eL ine............................................................................................................................................................6

Em ploym entBackgroundInvestigation& R eferenceChecks..................................................................................7
S alariesandP erform anceAppraisals.....................................................................................................................18

S ection3: BEN EFIT S ...................................................................................................................................................19
CafeteriaP lan,S ection125,orFlexP lan................................................................................................................19
DeferredCom pensationorIR S S ection457P lan...................................................................................................20
HealthInsurance....................................................................................................................................................21
Holidays..................................................................................................................................................................22
Incom eContinuationInsurance.............................................................................................................................23
L ifeInsurance.........................................................................................................................................................24
R etirem entFund.....................................................................................................................................................25
Fam ily andM edicalL eaveAct................................................................................................................................26
FuneralL eave.........................................................................................................................................................31
L eavesofAbsence..................................................................................................................................................32
S ickL eave...............................................................................................................................................................33
Vacation..................................................................................................................................................................35

S ection4: CO M P EN S AT IO N .......................................................................................................................................36
ClothingAllow ance.................................................................................................................................................36
Flex-T im e................................................................................................................................................................37
Exem ptEm ployees.................................................................................................................................................38
HoursofW ork,L unchandBreaks..........................................................................................................................39
L ongevity................................................................................................................................................................40
O vertim eP ay..........................................................................................................................................................41
W orkers’ Com pensation.........................................................................................................................................43

FireInspector..............................................................................................................................................................44
U seofBenefitT im e....................................................................................................................................................45
S ection5: CO N DU CT ..................................................................................................................................................46

S tandardsofBehaviorandEm ployeeW orkR ules.................................................................................................46
Com m ercialDriver’sL icense..................................................................................................................................50
DressCode,P hysicalAdornm ents,S tyleIssues,Etc...............................................................................................51
DrugandAlcoholFreeW orkplace..........................................................................................................................53
EthicsCode.............................................................................................................................................................87
Harassm entandDiscrim inationintheW orkplace.................................................................................................88
Disciplinary Action..................................................................................................................................................91



S ection1 – P age3

P rogressiveDisciplineP olicy.......................................................................................................................................
P rogressiveDisciplineP olicy Form .........................................................................................................................94
GrievanceP rocedure..............................................................................................................................................95
T obacco-FreeW orkplace......................................................................................................................................100

S ection6: EDU CAT IO N .............................................................................................................................................101
T rainingandT rainingP rogram s...........................................................................................................................101
N IM S /ICS T raining.................................................................................................................................................102

S ection7: GEN ER AL R U L ES ......................................................................................................................................103
Confidentiality ofCertainAssessorR ecords........................................................................................................103
DualEm ploym ent(a/k/aM oonlighting)..............................................................................................................105
P art-T im e,R egularP art-T im e,andS easonalEm ployees.....................................................................................106
R esidency R equirem ents......................................................................................................................................107
S eparationorR etirem entfrom Em ploym entby N on-R epresentedEm ployees..................................................108
T im eClockAdm inistration...................................................................................................................................110

S ection8: IN FO R M AT IO N T ECHN O L O GIES ..............................................................................................................111
ElectronicCom m unicationandInform ationS ystem sP olicy ...............................................................................111
InternetU se– W ebL inking..................................................................................................................................112
S ocialN etw orking.................................................................................................................................................114
T elephoneU sage..................................................................................................................................................115

S ection9: M IS CEL L AN EO U S .....................................................................................................................................116
ElectedO fficials....................................................................................................................................................116
ExceptionstothisP olicy.......................................................................................................................................117
L ightDuty .............................................................................................................................................................118
M ailHandling.......................................................................................................................................................119
P ayrollS ervices.....................................................................................................................................................120
BreastP um ping....................................................................................................................................................121

S ection10: P R O T ECT IVEEM P L O YEES (S pecialP olicies)..........................................................................................124
P oliceL ieutenantsP ay for“ O nCall” Duty............................................................................................................125

S ection11: S AFET Y...................................................................................................................................................126
AccidentandInjury O nT heJob............................................................................................................................126
T ornadoW arning..................................................................................................................................................127

S ection12: T R AVEL GU IDEL IN ES ..............................................................................................................................128
ExpenseR eim bursem ent......................................................................................................................................128
U seofCity-O w nedVehicles.................................................................................................................................130

S ection13: HAN DBO O KS .........................................................................................................................................131
U pdatingthisHandbook.......................................................................................................................................131



S ection1 – P age4

S ection1:IN T R O DU CT IO N

W hoisCoveredBy T hisP olicy andAt-W illS tatem ent

T hisP olicy and P rocedure Handbook appliesto allem ployeesof the City of Baraboo including m anagem ent,
supervisors,clerical,professional,orothersuch em ployees,and em ployeescovered by abargaining agreem ent.1

R eferencesto protective em ployeesw illm ean the P olice Chief,P olice L ieutenants,P olice S ergeants,Fire Chief,
and Fire Inspector.W ith the exception ofthe Fire Chiefand the Fire Inspector,thishandbookm ay also apply to
them em bersoftheCity’sP aid-on-CallFireDepartm ent.

T hese policiesand proceduresare not intended to create abinding em ploym ent contract norare they to be
construed to constitute an em ploym entcontractbetw een the City and any oneorallofitsem ployees.W hile the
City believesw holeheartedly in the plans,policies,and proceduresdescribed herein,itbelievesthatthey are not
conditionsofem ploym ent and the City explicitly reservesthe right to m odify,revoke,suspend,term inate,or
change any orallofsuch plans,policies,and procedures,in w hole orin part,atany tim easitdeem sappropriate,
in itssole and absolute discretion.Em ployeesw illbe notified ofchangesin policy,benefits,orrulesstated in this
handbookasthey occur.

Except asspecifically provided by applicable S tate orFederallaw and the City ofBaraboo M unicipalCode for
appointed officials,em ploym ent m ay be term inated at any tim e forany reason orno reason,w ith orw ithout
notice,eitherby theem ployeeortheCity,notw ithstandingany oftheprovisionsoftheseproceduresandpolicies,
i.e.,an at-w illem ployee.City em ployeesare notified that w hile they m ay receive raises,prom otions,orsim ilar
im provem entsinw agesand benefits,thisfactdoesnotaltertheirat-w illstatus.Any change in an em ployee'sat-w ill
statusm ustbe specifically approved by an adopted resolution ofthe Com m on Council.N o em ployeeorofficialof
theCity isauthorizedtom akeany guaranteesofem ploym ent,com pensation,orbenefits.

T hishandbookrecognizesthatduetothenatureofw ork,som eoftheprovisionsinthispolicy m ay beinapplicable
to protectiveem ployees.T herefore,w hereappropriate,provisionsapplicable to protectiveem ployeeshave been
setforth.

W orking foram unicipality m eansthat each em ployee hasan obligation to serve the taxpayersofthe City of
Baraboo to the best oftheirability.T he property taxes,fees,charges,and assessm entspaid by the citizensof
Barabooprovidethem eansby w hicheachem ployeeispaid.

City em ployees,therefore,haveanobligationtodelivertheirbestservicepossibleefforttoallCity residentsw hile
executingtheresponsibilitiesoftheirpositionby em ploying PP AA CC TT

PP R IDEIN T HEEX ECU T IO N O FT HEIR R ES P O N S IBIL IT IES ,

AA CCO U N T ABIL IT Y FO R T HEIR DAIL Y ACT IO N S ,

CCO U R T ES Y IN AL L T HEY S AY AN D DO ,AN D

TT ACT IN EVER YDAY EX ECU T IO N O FT HEIR DU T IES .

1 Where a Bargaining Agreement expressly addresses a subject that is contained in this Policy Handbook, the Bargaining Agreement controls and supersedes the
applicable statement in this Policy Handbook. Where statutes specifically assign hiring and personnel authority to another authority, e.g., Police and Fire
Commission, the statutory authority controls.
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S ection2:EM P L O YM EN T

R ecruitm entofN ew Em ployees

Applicationsforfull-tim e orpart-tim e em ploym entw illbe m ade on City application form s.P rotective em ployees
w illcom pleteapplicationform sasprescribedby theBarabooP oliceandFireCom m ission.

U pon receiving aconditionalofferofem ploym ent,the prospective em ployee m ay be required to passaphysical
exam and m ay be required to passotherexam inationssuch asapsychologicalevaluation,skillstesting,and drug
testing. T he conditional offer of em ploym ent w ill be contingent upon the successful com pletion of these
exam inationsandtheapprovaloftheappropriategoverningbodies.

T here shallbe a6-m onth trialperiod forallnew full-tim e em ployees.During that period,the em ployee m ay be
released forany reason;how ever,passing the trialperiod doesnot give an em ployee avested interest in their
position,and allem ployeesrem ain at-w illem ployeesforthe duration oftheirem ploym ent,except forthose
em ployeessubjectto§1.04(4),BarabooCodeofO rdinances.

P O L ICY: N otification ofallfull-tim e position vacanciesshallbe distributed to each departm ent Head in orderto
providecurrentCity em ployeesw iththeopportunity toapply forthevacancy.

T heCity’sEqualEm ploym entO pportunity S tatem entstates:

“ Alladvertisem entsforem ploym entshallstate thatthe City ofBaraboo isan EqualO pportunity
Em ployer. W hen an em ploym ent vacancy exists,a job announcem ent m ay be posted for
em ployeesw ithin the organization w ho m ay be interested in the position. At am inim um ,
advertisem entsfor positionsshallbe placed in the Baraboo N ew sR epublic. For specialized
positionsorpositionsthat require licensing orcertifications,localadvertising m ay be foregone
and other m ethods calculated to produce a qualified slate of applicants m ay be used.
Additionally,depending upon the nature of the vacancy,job advertisem entsm ay also be
publishedw ithotherm ediaorpublications.

ItisthegoaloftheCity torecruitandem ploy them ostqualifiedandcapablepersons.”

P R O CEDU R E: Departm ent Headsw ith afull-tim e non-union position vacancy w illprepare ajob announcem ent
togetherw ith acurrent job description and provide acopy to allotherDepartm ent Heads.T he notice w illbe
posted in the sam e location w hereotherem ployee noticesare posted orin analternate position w here itcan be
view edby alldepartm entm em bers. N oticem ay alsobepostedby electronicm aildependingontheposition.

VacanciesintheP oliceDepartm entshallbefilled inaccordance w ith Departm entpolicies,and advertisingefforts
m ay belim itedtotheuseofW IL EN ET orothersim ilarlaw enforcem entresources.



S ection2 – P age6

S ection2: EM P L O YM EN T

HiringT im eL ine

P osition________________________ Departm ent__________________________

DateofVacancy _________________ P rojectedDatetobefilled______________

A ctionS tep P ersonR esponsible DatetobeCom pleted
O rientation& InitialS afety T raining

S tartDate

EnterIntoP ay R ole (I-9,Benefits)

CandidateN otice

CandidateAcceptance& O fferletter

FinalO ffer

M edical

DrugT est

ConditionalO fferO fEm ploym ent

R eference/BackgroundCheck

DecisionM atrix

FinalInterview

InitialInterview

S killT esting

ContactCandidatesForT esting

Com pleteApplicantS creening

ClosingDateO nAd

DateAdR uns

Developm entO fS creeningM atrix

S endN otices(Ad) T oO therS ources

S endAdtoJobS ervice

Developm entO fAd (External)

JobP osting– Internal10 Days

CouncilApprovalAuthorization,IfN eeded

Com m itteeApproval/Authorization,If
N eeded

R eportT oCity Adm inistrator

U pdateJobDescription
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S ection2:EM P L O YM EN T

Em ploym entBackgroundInvestigation& R eferenceChecks

1.Allinform ationobtainedduringthebackgroundinvestigationw illbeconfidentialexcepttotheextentrequired
by Chapter19,W isconsinS tatutesAfterhavingservedthepurposeforw hichitisintended,thereportsw illbe
filedandm aintainedasaconfidentialrecordseparatefrom theem ployee’spersonnelfile.Applicantsare
requiredtorespondtoquestionsregardingconvictionsandpendingcrim inalcharges,ifapplicable,onthe
City’sapplicationform . P endingcrim inalchargesandconvictionhistory inform ationm ay notbeusedagainst
candidatesforem ploym ent,unlesstheconvictionorpendingcrim inalchargesubstantially relatestothe
circum stancesoftheparticularjob. Inreview ingapplicableconvictionsandpendingcharges,theCity w ill
considertherelationshipbetw eentheconvictionandtheposition,thenatureoftheconviction,thenum ber
ofconvictions,rehabilitationeffortsandtheapplicant’sfitnessforthejob.

2.Itisthepolicy oftheCity ofBarabootoconductanem ploym entbackgroundinvestigationbeforeofferingafull-
tim epositionw iththeCity orbeforeanoffercontingentonotherexam inationsism ade.T hispolicy shallbe
im plem entedandappliedinaccordancew iththeprovisionsof§111.321 and§111.325,W isconsinS tatutes

3.T hebackgroundinvestigationm ustbecom pletedbeforeafirm offerofem ploym entism ade.U pon
determ iningthattheapplicanthasabackgroundthatissuitabletoCity em ploym ent,theDepartm entHead
m ay m akeacontingentofferofem ploym entandschedulethecandidateforany requiredm edicalor
psychologicalexam inations.

4.T hispolicy doesnotapply totherecruitm entofsw ornpoliceandfirepersonnelw hofallundertheauspicesof
theP oliceandFireCom m issionresponsibilities.

BACKGR O U N D IN VES T IGAT IO N P R O CEDU R E FO R FU L L -T IM E EM P L O YM EN T -T heseproceduresw illbefollow ed in
theinvestigationofeachpersonselectedforfull-timeem ployment:

1.Allapplicantsforemploymentw iththeCityw illberequiredtosignaR eleaseandAuthorizationform thatw ill
authorizetheCity toobtaintheinform ationrequiredby thispolicy.

2.U ponanapplicant’ssuccessfulcom pletionofany exam inationsandinterview sthatqualify anindividualfor
employment,theDepartmentHeadmakingtheemploymentrecommendationw illforw ardacopy ofthe
candidate'sapplicationtotheChiefofP olice.

3.T heChiefofP olicew illconductachecktodeterm inew hethertheapplicanthasanapplicablecrim inalrecord,
any activew arrantsforhis/herarrest,orisonprobationorparole.

4.T heChiefofP olicew illconductacheckofmotorvehiclerecordstodetermineiftheapplicanthasavaliddriver’s
license,ahistory oftrafficviolations,oraccidentrecord.

5.U poncom pletionofthesechecks,theChiefofP olicew illprovideaw rittenreportofhis/herfindingstothe
requestingdepartm ent.

6.U ponreceivingasatisfactory recordcheckfrom theP oliceDepartm ent,theDepartm entHeadw illcom plete
thebackgroundinvestigationby m akingthefollow ingchecks:
A.Contactpreviousem ployersforreferences.
B.Contactpersonalreferences.
C.Verify educationalqualifications.
D.O btainacopy ofapplicant'sbirthcertificate.
E.W henapplicable,obtainm ilitary records.
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F.W henappropriate,conductacreditcheck(dependentuponpositionappliedfor).

7.T heresultsoftheinvestigationw illbem adeinw ritingandusedtodeterm inew hetherthecandidateisqualified for
em ploym entw iththeCity ofBaraboo.T heDepartm entHeadisresponsiblefordeterm iningiftheP olice
Chief'sreportshow sinform ationthatm ightbeapplicabletothejobbeingofferedtotheextentallow edby
§111.321 and§111.325,W isconsinS tatutesT heDepartm entHead,inconsultationw iththeCity Adm inistrator,
shallm akeadecisiontohire.

8.Allinform ationobtainedduringthebackgroundinvestigationw illbeconfidentialexcepttotheextentrequired
byChapter19,W isconsinS tatutesAfterhavingservedthepurposeforw hichitisintended,thereportsw illbefiled
andmaintainedasaconfidentialrecordseparatefrom theemployee'spersonnelfile.

9.P A R T -T IM E,S EA S O N A L ,AN D VO L U N T EER A P P L ICAN T S -T otheextentreasonably practical,background
investigationsshallbeconductedonallapplicantsforseasonalorpart-tim eem ploym entpositionsandonall
applicantsforvolunteerpositionssuchascoaches,um pires,etc.,beforeofferingtheposition.

10.JU VEN IL EAP P L ICAN T S -L aw enforcem entrecordspertainingtojuvenilesareconfidentialunderW isconsin
law andcannotbereleasedforem ploym entpurposes.Departm entHeadsm ay basetheirem ploym ent
decisionsregardingjuvenileapplicantsonpersonalknow ledgeoftheindividualandtherecommendationsof
references.T hereasonsforrecommendingordenyingemploymentm ustbedocum entedby theDepartm ent
Head.
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S ection2:EM P L O YM EN T

Em ploym entBackgroundInvestigation& R eferenceChecks

EM P L O YM EN T BA CKGR O U N D IN VES T IGAT IO N CHECKL IS T

Departm ent__________________________________________________________________________

ApplicantN am e______________________________________________________________________

 Adult  Juvenile

P ositionAppliedFor__________________________________________________________________

DateofInvestigation__________________________________________________________________

CheckP oliceR ecordChecks  Yes  N /A

CheckP reviousEm ployer(s)  Yes  N /A

CheckP ersonalR eferences  Yes  N /A

Verify Education  Yes  N /A

O btainBirthCertificate  Yes  N /A

O btainM ilitary R ecords  Yes  N /A

ConductCreditCheck  Yes  N /A

Com m ents__________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Em ploym entR ecom m ended  Yes  N o

_______________________________________________
Departm entHeadS ignature
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S ection2:EM P L O YM EN T

N epotism

M em bersofthe sam e im m ediate fam ily m ay be em ployed eitheron afull-tim e orpart-tim e basisso long as
neitherm em berisresponsible forthe supervision,direction,orevaluation ofthe other.Allsuch casesinvolving
possibleem ploym entofm em bersofthesam e “ im m ediatefam ily” m ustbereportedtotheCity Adm inistratorfor
approvalbeforefinalcom m itm entism ade.

“ Im m ediate” fam ily includes:
Em ployee’sM other Em ployee’sGrandfather Em ployee’sW ife
Em ployee’sM other-in-L aw Em ployee’sBrother Em ployee’sHusband
Em ployee’sS tep-M other Em ployee’sHalf-Brother Em ployee’sS on
Em ployee’sGrandm other Em ployee’sS tep-Brother Em ployee’sS tep-S on
Em ployee’sFather Em ployee’sS ister Em ployee’sDaughter
Em ployee’sFather-in-L aw Em ployee’sHalf-S ister Em ployee’sS tep-Daughter
Em ployee’sS tep-Father Em ployee’sS tep-S ister

N O T E:U ndercertain circum stances,aguardian orfoster-parent arrangem ent m ay exist.T hism ight occurw hen
hiring apart-tim e orseasonalem ployee underthe age of18.U nderthose circum stancesthe City Adm inistrator
shouldbeconsultedbeforeproceedingfurther.
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S ection2:EM P L O YM EN T

EqualEm ploym entO pportunity S tatem ent

P O L ICY S T A T EM EN T – It isthe policy ofthe City ofBaraboo to provide equalopportunity in em ploym ent to all
em ployeesand applicantsforem ploym ent in accordance w ith allapplicable law s,directives,and regulationsof
federal,state,and localgoverningbodies.N o otherw ise qualified person shallbe excluded from em ploym ent,be
denied the benefitsofem ploym ent,orotherw ise be subject to discrim ination in em ploym ent in any m anneron
thebasisofage,race,religion,color,sex,nationaloriginorancestry,disability,arrestorconvictionrecord,sexual
orientation,m aritalstatus,veteran status,orotherstatusprotected by applicable state orfederallaw ,except
w here such statusisabonafide occupationalqualification. N o person shall,on the groundsofrace,color,
nationalorigin,age,sex,religion,orhandicap be excluded from participation in orbe subjected to discrim ination
inany program oractivity funded,inw holeorinpart,by federalfunds.T heCity recognizesand com pliesw iththe
Am erican w ith DisabilitiesAct of1992.Equalem ploym ent opportunity underthispolicy includesrecruitm ent,
hiring,training,advancem ent,transfer,com pensation,discharge,disciplinary action,and otherterm s,conditions,
andprivilegesofem ploym ent.

A DM IN IS T R A T IO N O F T HE P R O GR A M – T he City Adm inistrator isdesignated as the Equal Em ploym ent
O pportunity Coordinatorand in such capacity shallhave responsibility for adm inistration ofthe City’sEqual
Em ploym entO pportunity P rogram .Allpersonnelw hoareresponsibleforhiringandprom otingem ployeesandfor
the developm entand im plem entation ofprogram soractivitiesshallsup-portthisprogram .Any com plaintrelative
toequalem ploym entshouldbefiledw iththeEqualEm ploym entO pportunity Coordinator,w hoseofficeislocatedin
the Baraboo M unicipalBuilding,135 4th S treet and w ho can be contacted betw een 7:30 A.M .and 4:30 P .M .,
M onday throughFriday.Inform ationonhow tofileacom plaintrelatingtoem ploym entdiscrim inationisavailable
to em ployeesupon request.N o com plainantw illbe subjected to any form ofadverse action becauseofthe filing
ofacom plaintofdiscrim ination.Em ployeesw ho are w itnessesorknow ledgeable partiesare urged to cooperate
fully in the com plaint investigation processw ithout fearofadverse action orretaliation.T he City supportsthe
incorporationofnondiscriminationandaffirm ativeactionrulestotheextentrequiredbystateandfederalcontracts.

R ECR U IT IN G/S EL ECT IO N /HIR IN G – P rom inently posted at City facilitiesare noticesinform ing em ployeesand
applicantsforem ploym ent oftheirEqualEm ploym ent O pportunity R ightsand theirright to notify the Equal
Em ploym ent O pportunity Com m ission orotherappropriate agenciesifthey believe they have been victim sof
discrim ination.W hereappropriate,thesenoticesarealsoposted atotherw orklocationsand inotherappropriate
languages.

Allem ploym ent application form sutilized by the City shallcontain notice,in bold type,inform ing prospective
em ployeesthat the City of Baraboo isan EqualO pportunity Em ployer. T o the extent required by Federal
R egulations(29 CFR 1607.4),theCity shallm aintainrecordsthatw illdisclosetheim pactw hichitstestsand other
selectionprocedureshaveuponem ploym entopportunitiesofpersonsby identifiablerace,sex,orethnicgroup.

Alladvertisem entsforem ploym entshallstatethattheCity ofBaraboo isanEqualO pportunity Em ployer.W hen an
em ploym entvacancy exists,ajob announcem entm ay be posted forem ployeesw ithin theorganization w ho m ay
be interested in the position.At am inim um ,advertisem entsforpositionsshallbe placed in the Baraboo N ew s
R epublic. For specialized positions,or positionsrequired licensing or certifications,localadvertising m ay be
foregone and otherm ethodscalculated to produce aqualified slate ofapplicantsm ay be used.Additionally,
depending upon the nature ofthe vacancy,job advertisem entsm ay also be published w ith otherm ediaor
publications.T he City hasitsow n w ebsite and com m unity cable channel.In addition,aS tate Job S ervice office is
located in Baraboo.T he w ebsite,cable channel,and job service office m ay also be used asadvertising resources
foravailablepositions.ItisthegoaloftheCity torecruitandem ploy them ostqualifiedandcapablepersons.
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S ection2:EM P L O YM EN T

U niform GuidelinesonEm ployeeS election-HiringP rocess

1.P U R P O S E-T heCity ofBaraboorecognizesthathiringthem ostqualifiedandbestpersonforaCity positionis
oneofthem ostim portanttasksitcanundertake.City em ployeesarethem ostvaluableresourcetheCity has.

2.P O L ICY -T hispolicy setsforththeguidelinestobeusedby supervisorsthroughoutthehiringor“ selection”
processanditalsooutlinesthelegalliabilitiestheCity m ay haveifproperproceduresandpracticesarenot
follow ed.T he“selectionprocess” isany testorprocedureusedtom easureanindividual’sjobrelated
qualifications.T he“totalselectionprocess” referstothecom binedeffectofallselectionproceduresleading
tothefinalem ploym entdecisionsuchashiringorprom oting.Allapplicantsm ustbegivenanequal
opportunity forem ploym ent.AllqualifiedcandidatesforCity positionsm ustbetreatedinthesam em anner
andgiventhesam econsiderationw ithoutregardtotheirtraitsthatareprotectedby law .

3.GU IDEL IN ES -T he1978U niform GuidelinesonEm ployeeS electionP roceduresadoptedby theEqualEm ploym ent
O pportunity Com m ission(EEO C)andtheO fficeofFederalContractCom plianceP rogram s(O FCCP )governthe
requirem entsofselectionproceduresthatassistinprohibitingdiscrim inationandapply toevery selection
procedure(subjectiveorobjective)utilized.

4.P O L ICY -T hefollow ingcom ponentsform theessentialfoundationoftheCity’shiringpractices.T heentire
processm ustbew elldocum ented.Anorganizedfileofthehiringprocessw illbecreatedandm aintainedby
theClerk’sDepartm entforaperiodofatleastseven(7)yearsfrom thedatehiringactionistaken.M edical
recordsw illbem aintainedinaseparate,confidentialfileby theCity Clerk.

5.N ECES S A R Y DO CU M EN T S O FT HEHIR IN G P R O CES S – T hehiringfoldershallcontainthefollow ing: jobanalysis,
positiondescription,recruitm entadsornotices,applications,tests,nam esandtitlesallstaffinvolvedinthe
hiringprocess,thecriteriausedforscreeningapplications,interview questions,interview ratingsheets,
responsestoreferencequestions,anoutline/tim elineoftheprocess,anadverseim pactanalysisforeachstep
oftheprocess,andfiledw orkperm itsform inors.T heresultsofam edicalexam ,obtainedafteranofferof
em ploym enthasbeenm ade,shallbekeptinaseparatem edicalfile.

6.JO B AN A L YS IS -Conductingathoroughjobanalysisisacriticalstepinthedevelopm entoftheposition
descriptionandanecessary com ponentoftheselectionprocess.T hejobanalysisshouldidentify the
com petencies(i.e.technicalknow ledge,skills,etc.)necessary forsuccessfuljobperform ance.S pecific
characteristicsofthejobshouldbeexam ined,includingw orkconditions,essentialdutiesandresponsibilities,
andexpectedoutcom es.T hew orksituationshouldbedescribed,includingthesettinginw hichw orkis
perform ed,and,w hereappropriate,them annerinw hichknow ledge,skills,orabilitiesareused,andthe
com plexity anddifficulty oftheknow ledge,skill,orabilities.

7.P O S IT IO N DES CR IP T IO N -T hepositiondescriptionisthefoundationforeachhiringprocessandprovides
significantevidenceoftheem ployee’sjobdutiesandexpectations.T hepositiondescriptionaccurately details
theessentialduties,behavioralcom petencies,training,andeducationnecessary toperform thejob.T he
descriptionshouldreflectthereality oftheem ployee’sjobasclosely aspossible.T heAm ericansw ithDisabilities
Act(ADA)recognizesthataw rittenpositiondescriptionisconsideredevidenceoftheessentialfunctionsofthe
jobinADA cases.Inorderforpositiondescriptionstostay current,they shouldbeupdatedregularly.T he
positiondescriptionshouldincludeasm any jobdutiesandexpectationsaspossible,includingphysical
requirem ents,w orkingfrequentovertim e,w orkingw eekends,rotatingshifts,andexposuretoextrem e
w eatherconditionsandchem icals.Jobdutiesthatem ployeesDO N O T perform shouldN O T beincludedon
thepositiondescription.
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8.P O S IT IO N DES CR IP T IO N -Inaddition,thepositiondescriptionshouldbeupdatedpriortothestartof
recruitm entforaposition.Essentialfunctionsshouldbedefined.Essentialjobfunctionsarethosethatare
im perativetothepositionthatacandidateorem ployeem ustbeabletoperform andarecriticaltoensure
com pliancew iththeAm ericansw ithDisabilitiesAct(ADA).Indeterm iningw hatfunctionsareessential,the
follow ingfactorsareconsidered:(a)T heem ployeeisactually requiredtoperform theessentialjobfunctions;
(b)T hereasonthepositionexistsistoperform thatfunction;(c)T henum berofotherem ployeesw hoare
availabletoperform thatfunction;and(d)T hedegreeofexpertiseandskillrequiredtoperform thatfunction.
Ifphysicalrequirem entsarelisted,thereshouldbeadirectcorrelationtothe“ essentialjobfunctions.”

9.R ECR U IT M EN T -T hem unicipality hastherighttosetqualificationsandtouseany hiringm ethodaslongasit
doesnotutilizearbitrary,artificial,ordiscrim inatory standardsandpracticesthatrestricttheem ploym ent
opportunitiesofprotectedgroups.R ecruitm entforapositionshouldbeasbroadaspossiblesoastoobtain
them ostqualifiedapplicants.

A. P ossiblerecruitm entsourcesinclude:new spapers,journals,radio/T V,internet,hom epagew ithjob
inform ation,com m unity organizations,collegecam pus,applicationsonfile,personalletters,existing
em ployees,jobfairs,andem ploym entagencies.

B. R ecruitm entand/oradvertisingshouldnotoccurifitexpressesapreferenceforapplicantsbasedona
protectedclass,exceptinthenarrow circum stanceinw hichtheclass(es)is(are)deem edtobeabonafide
occupationalqualification(BFO Q ).Every stageoftheprocessshouldbereview edtoinsurethatthe
standardsandpracticesrelatedirectly toperform anceofthejob.

C. L anguagethatisequally applicabletom enandw om enshouldbeusedinadvertisem ents.Gender-specific
jobtitlesshouldbeavoided,asshouldadvertisem entsthatindicateapreferenceorlim itationbasedon
age.T helanguageinadvertisem entsshouldm irrorlanguagefrom thepositiondescription.Allhelp
w antedadsshouldincludeanon-discrim inationnotice,e.g.,“ W eareanEqualO pportunity Em ployer.
W edonotdiscrim inateonthebasisofrace,religion,color,sex,age,nationalorigin,disability,orother
legally prohibitedcharacteristics.” Inform ationaboutthejobopeningshouldbeavailableatalocation
accessibletopeoplew ithdifferentdisabilities.

D. ApplicationForm -Every applicantforanon-policeCity positionisrequiredtocom pleteaCity ofBaraboo
application.T hepoliceandfiredepartm entsm ay requiretheuseofanalternativeapplication.A resum e
m ay notbesubstitutedfortheapplication,thoughitm ay beincludedw iththeapplication.

E. S om eCity positionsm ay requireanapplicanttocom pleteasupplem entalapplicationform ,inadditionto
theCity’sgeneralapplication.T hesupplem entalapplicationhelpstoelicitm oredetailedinform ationfrom
anapplicant(i.e.specificinform ationrelatedtotheirjobexperience,supervisory experience,etc.)to
betterunderstandtheirqualifications.Q uestionsthatarenotdirectly relatedtojobperform anceandthat
m ay directly orindirectly elicitinform ationaboutprotectedcharacteristicsshouldbeavoided.

F. AnEEO andrecruitm entform w illbehandedoutw iththeapplication,butshallbekeptseparatefrom the
applicationonceturnedin.Itistheapplicant’schoicew hethertocom pletetheform ornot.T heform is
usedtocom pilestatisticalinform ationfortheCity andisnotusedinm akinghiringdecisions.

G. Em ploym entw iththeCity is“ at-w ill” andastatem entontheapplicationform thatindicatestheCity and
em ployeeareeachfreetoterm inatetheem ploym entrelationshipatany tim e,w ithorw ithoutcause.

H. T heS electionP rocessEm ploym entT esting-T heCity m ay utilizeany oneofthefollow ingexam s: skill,
know ledge,aptitude,orabilitiesaspartoftheselectionprocessforaCity position.T hejobpostingw ill
show thetypeofexam inationthatw illbeincludedaspartoftheselectionprocessforthepositionfor
w hichthepersonisapplying.Anexam inationm ay betakenby anyonew hohasthem inim um
qualificationsforconsiderationforappointm enttotheCity position.

I. AtthediscretionoftheCity Adm inistrator,orotherhiringauthority,exam inationsm ay consistofany one,
oracom bination,ofthefollow ingtypesoftestssuitableforassessingtheknow ledge,skills,andabilities
ofanapplicant:
1) W rittenT est:Includesaw rittendem onstrationdesignedtoshow theapplicant’sfam iliarity w iththe
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know ledgeinvolvedinthedesiredposition,theirability intheuseoftheEnglishlanguage,therange
oftheirgeneralinform ationortheirgeneraleducationalattainm ents;

2) M entalT est:Includesany testtodeterm inem entalalertness,thecapacity oftheapplicanttoadjust
theirthinkingtonew problem s,honesty,ortoascertainspecialaptitudes;

3) P erform anceT est:Includessuchtestsofperform ancethatw oulddeterm ineability andm anualskills
ofapplicanttoperform thew orkinvolved;

4) O ralT est:Includesapersonalinterview w ithapplicantforpositionw hereability todealw ithothers,
tom eetthepublic,tom akeanoralpresentation,orothersim ilarqualificationsaretobedeterm ined;

5) T rainingandExperience:T hispart,w henrequired,shallbeassessedfrom thestatem entsof
educationandexperiencecontainedintheapplicationform orfrom supplem entaldataasm ay be
required.R esultsofreferencechecks,ifm adepriortooraltests,m ay bepartoftheevaluationof
trainingandexperience.

J. P rom otionalexam inationsm ay consistofany ofthetestsm entionedabove,and,inaddition,m ay include
anappraisaloftheem ployee’scurrentperform anceand/orprom otionalpotential. IneithercasetheCity
Adm inistratorshallprovideform sonw hichsuchappraisalsw illbem ade,andw illdeterm inetheam ount
ofcredittobeaw ardedforeitherofthesefactorsintheexam ination.

K. Baraboow illutilizevalidexam sthataredesignedtom easureskills,know ledge,aptitudeorcharacteristics
relevanttotheperform anceofthejob.Validexam sarethosethatdonothaveanadverseim pactonany
protectedclass.Anexam isdeem edacceptableifthefollow ingcriteriaarem et:(1)Valid:theexam m ust
m easurew hatitsaysitism easuring;(2)R eliable:theresultsm ustbeconsistently repeatable;(3)Job-
related:theexam m ustbejobrelevantandjobspecific.T hefollow ingm ethodsaccom plishvalidation:(1)
ContentValidation:analyzesthecontentoftheexam anddem onstratesthatitcorrespondstothejob
tasksassetoutinthepositiondescription;(2)ConstructValidation:show sthattheexam m easures
specificpersonalcharacteristicsthatareshow ntobenecessary forperform anceonthejob;(3)Criterion
Validation:show sastatisticalcorrelationbetw eenperform anceontheexam andactualjobperform ance
asm easuredby specificcriteria.

L . Interview ing-Conductingajobinterview requirespreparation.T hepositiondescriptionshouldbe
review edtoconsider:theessentialfunctionstobeperform ed,therequirem entsofw orkexperience,
education,training,skills,know ledge,andabilitiesnecessary toperform thejob(i.e.operational
know ledge,ability tooperateequipm ent,com m unicationskills).T hepositionshouldalsobeevaluatedin
term sofbehavioralfactors(i.e.m otivation,interests,goals,reliability,stresstolerance,etc.)
1) Allquestionsm ustbem otivatedby jobrelevanceandshouldbedevelopedw iththem otivationto

obtaintheinform ationnecessary tofindthebestqualifiedpersonfortheposition.O therquestions
thatdonotrelatetothequalificationsforaparticularjobareirrelevantandshouldbeavoided.Job-
relatedinterview questionsshouldbedevelopedbasedonspecificcriteriaw hicharedefinedand
expandeduponafterreview ofthepositiondescriptionandthejobitself.Ifinform ationis
volunteeredfrom theapplicantthatisnotjobrelated,interview ershouldnotaskfollow -upquestions.

2) How ever,an em ployerm ay inquire aboutan applicant’sability to perform certain job functionsand,
w ithincertainlim its,m ay conducttestsofallapplicantstodeterm ineifthey canperform essentialjob
functions,w ithorw ithoutanaccom m odation.

3) How ever,anem ployerm ay inquireaboutanapplicant’sability toperform certainjobfunctionsand,
w ithincertainlim its,m ay conducttestsofallapplicantstodeterm ineifthey canperform essentialjob
functions,w ithorw ithoutanaccom m odation.
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A FIN A L N O T E
1.Inquiriesm ay bem adeduringtheinterview aboutanapplicant’sability toperform bothm arginalandessential

dutiesandjob-relatedfunctions.Directinquiriesregardinganapplicant’sdisabilitiesareprohibiteduntila
conditionaljobofferism ade.How ever,avariety ofthingsm ay bedonetoevaluatew hetheranapplicantis
qualifiedforthejobincluding,forexam ple,askingaboutanapplicant’sability toperform specificjob
functions.T hephysicalrequirem entofthejobm ay bestated(suchastheability toliftacertainam ountof
w eightortheability toclim bladders),andiftheapplicantcansatisfy theserequirem ents.

2.Askingaboutanapplicant’snon-m edicalqualificationsandskills,suchastheapplicant’seducation,w ork
history,orrequiredcertificationsandlicenses,andaskingtheapplicanttodescribeordem onstratehow they
w ouldperform jobtasksisperm issible.

3.N otesconcerninganapplicant’sprotectedstatusshouldnotbem adeatany pointduringtheinterview ,evenif
donesotorecollectinterview eesatalatertim e.T hesetypesofnotesm ay besubpoenaedinany subsequent
em ploym ent-relatedlitigationand,regardlessoftheirintendeduse,couldbedam agingevidenceagainstthe
City.

4.BackgroundandR eferenceChecks-Any ofthefollow ingbackgroundandreferencecheck(s)m ay beusedonan
applicantdependingonthepositionappliedforandasdeterm inedby thehiringm anager(s):
A.Verificationofbackgrounddata(i.e.em ploym ent,education,licenses)
B.P astem ployerreferencechecks
C.Crim inalrecords
D.Drivingrecords
E.Backgroundinvestigation
F.Creditchecks

5.Inadditiontoobtainingrelatedinform ationthathelpstodeterm ineanapplicant’sem ployability andfuturejob
success,theCity hasanobligationtocheckreferencesw heretheem ployeehasa“ duty ofcare” tow ard
others.A “ duty ofcare” tow ardothersnorm ally existsw henanem ployeeisentrustedw iththecareofthe
health,finances,orsafety ofcustom ers,clients,orthepublic(i.e.accountant,policeofficer,nurse,attorney,
andcabdriver).

6.T heindicationofapendingarrestorconvictionw hennotedonaCity applicationisnotanautom aticbarto
em ploym ent.Considerationofapendingarrestorconvictionrecordinadecisionnottohireanindividual
m ustindicateadirectandsubstantialrelationshipbetw eenthearrest/convictionandfuturejobperform ance.

7.Inform ationobtainedfrom thereferencecheckshouldbekeptconfidentialandsharedonly w ithindividuals
directly involvedinthehiringprocess.

8.M edicalEvaluations-M edicalevaluationsrequiredforspecificCity positionsw illbegiventoallentering
em ployeesinthesam ejobcategory regardlessofdisability afterajobofferhasbeenm ade. P hysicalagility
testsandtestsfortheuseofillegaldrugsarenotconsideredm edicalexam inationsundertheAm ericansw ith
DisabilitiesAct(ADA).

9.O nceaconditionaljobofferism ade,theCity m ay askdisability-relatedquestionsandrequirem edical
exam inationsaslongasthisisdoneforallenteringem ployeesinthatjobcategory.Ifthequestionor
exam inationscreensoutanindividualbecauseofadisability,theCity m ustdem onstratethatthereasonfor
therejectionis“ jobrelatedandconsistentw ithbusinessnecessity.” Inaddition,iftheindividualisscreened
outforsafety reasons,theCity m ustdem onstratethattheindividualposesa“ directthreat,” w hichm eans
thattheindividualm ustposeasignificantriskofsubstantialharm tohim self/herselforothers,andthatthe
riskcannotbereducedbelow thedirectthreatlevelthroughreasonableaccom m odation.
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10.A “ m edicalexam ” isaprocedureortestthatseeksinform ationaboutanindividual’sphysicalhealth. T he
follow ingfactorsm ay behelpfulindeterm iningw hetheraprocedureortestis“ m edical:”
A.Isitadm inisteredby ahealthcareprofessionalorsom eonetrainedby ahealthcareprofessional?
B.Aretheresultsinterpretedby ahealthcareprofessionalorsom eonetrainedby ahealthcareprofessional?
C.Isitdesignedtorevealim pairm ents?
D.IstheCity tryingtodeterm inetheapplicant’sphysicalhealthorim pairm ents?
E.Isitinvasive(forexam ple,doesitrequirethedraw ingofblood,urine,orbreath)?

11.O ffersofEm ploym ent-O ffersofem ploym entm ay begivenorally orinw riting.Ifgivenorally,aform aljob
offerinw ritingm ustfollow ,confirm inganapplicant’sstartdateforem ploym ent.T hefollow ingaresom e
considerationsforinclusioninanem ploym entletter:aw elcom ingstatem ent;anem ployeetitle;pay rate;
departm entandsectionw hereem ployeew illw ork;w here,w hen,andtow hom theem ployeeshouldreport;
thesupervisor’snam eandphonenum ber;w hattow ear,inform ationonlunch,term softheprobationary
period,w orkinghours,w orkschedule,andw hotocontactform oreinform ation.

12.W isconsinlaw (S tatute103.14)requiresnew em ployeestobenotifiedatthetim eofhireoftheCity’sdress
codeinvolvinghairstyle,facialhair,clothing,etc.

13.R equirem entsuponhiring
A.Em ploym entEligibility Verification-T heEm ploym entEligibility Verificationform (I-9)m ustbecom pleted

by allnew ly hiredem ployeestoverify theiridentity andeligibility tow orkintheU nitedS tates.Em ployees
areconsideredhiredasoftheactualcom m encem entofem ploym entforw ages.T heem ployeem ustfill
outS ection1 oftheform andpresentdocum entsestablishingbothidentity andem ploym enteligibility
w ithinthreedaysofhire.

B.T heCity m ustexam ineS ection1 oftheform toensurethatitissignedandcom pleted.T hedocum entation
providedby theem ployeem ustbephysically exam inedtoensureidentity andem ploym enteligibility.
S ection2 oftheform m ustbecom pletedby theappropriatedesignatedCity officialw ithinthreedaysof
hire,confirm ingthattheapplicantiseligibleforem ploym ent.

C.N ew HireR eporting-Allnew hiresm ustbereportedtotheDepartm entofW orkforceDevelopm entw ithin
aspecifiedlengthoftim e.R eportsm ustincludetheem ployee’snam e,address,dateofbirth,S ocial
S ecurity num ber,dateofhire,andtheCity’snam e,address,andfederalem ployeridentificationnum ber.
A copy oftheem ployee’sfederalW -4 form orW isconsinW T -4 form w illm eetthereportingrequirem ents.
R eportsm ay befiledby m ailandsentto:

W isconsinN ew HireR eporting
P .O .Box14431
M adison,W I53714-0431
O rby fax to:1-800-277-8075;
O rby telephoneto:1-888-300-HIR E
O relectronically to: http://w w w .new hire-usa.com /w i/

D.L egalR estrictions-Itisim perativethateachstepofthehiringprocessisvalidandnon-discrim inatory.
T herefore,theprotectionsaffordedunderbothfederalandstatelaw m ustbekeptinm indatalltim es.

E.T itleVIIoftheCivilR ightsActof1964 prohibitsdiscrim inationbasedon: race,color,religion,sex (including
pregnancy andsexualharassm ent)andnationalorigin.

F.AgeDiscrim inationinEm ploym entAct(ADEA)prohibitsdiscrim inationagainstindividualsage40 andover.
G.Am erican’sw ithDisabilitiesActof1990 (ADA)prohibitsdiscrim inationagainstindividualsw ithdisabilities

inem ploym ent(T itleI),publicservicesandtransportation(T itleII),publicaccom m odation(T itleIII),and
telecom m unicationservices(T itleIV).U nlaw fulem ploym entpracticesinclude:

H.T ofailorrefusetohireortodischargeany individual,orotherw isetodiscrim inateagainstany individual
w ithrespecttohiscom pensation,term s,conditionsorprivilegesofem ploym entbecauseofhis/herrace,
color,religion,sex,ornationalorigin.

I.T olim it,segregate,orclassify em ployeesorapplicantsforem ploym entinany w ay thatw oulddepriveor
tendtodepriveany individualofem ploym entopportunitiesorotherw iseadversely affecthis/herstatus

http://www.newhire-usa.com/wi/
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asanem ployeebecauseofrace,color,religion,sex,ornationalorigin.
J.T oretaliateagainstany individualbecausehe/shehasopposedanunlaw fulpracticeorfiledacharge,

testified,orassistedinaproceedingundertheAct.
K.T oprintorpublishany noticeoradvertisem entrelatingtoem ploym entindicatingany preference,

lim itation,specification,ordiscrim inationbasedonrace,color,religion,sex,ornationalorigin(exceptin
thecaseofabonafideoccupationalqualificationforem ploym ent).

L .W isconsinFairEm ploym entAct(W FEA)prohibitsdiscrim inationbasedon:race,color,religiousobservation
orpractice,sex,nationalorigin,age,creed,handicap,m aritalstatus,ancestry,arrestrecord,conviction
record,m em bershipinthenationalguard,statedefenseforce,orany reservecom ponentofthem ilitary
forceoftheU nitesS tatesorthisstate,useornon-useoflaw fulproductsofftheem ployer’sprem ises
duringnon-w orkinghours,unfairhonesty testing,genetictesting,sexualorientation,andsexual
harassm ent.

M .Inadditiontotheinform ationcontainedinthisP olicy S ection,alsoseetheGEN ER AL R U L ES S ection
entitled“ Em ploym entBackgroundInvestigationandR eferenceChecks.”
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S ection2:EM P L O YM EN T

S alariesandP erform anceAppraisals

1.S A L A R Y: T heCity ofBaraboohasapay planinplacethathasgradeandstepstructuresestablished.Eachyear
theFinance/P ersonnelCom m itteereview sadjustm entstothepay scaleandm akesarecom m endationtothe
Com m onCouncilfortheirconsideration.AllDepartm entHeadshaveacopy ofthepay planandcanansw er
specificquestionsonhow itw orks.

2.A P P R A IS A L S : Atam inim um ,allem ployeesm ustbeappraisedatleastonceeachyear.T hetim ingiscontrolled
by oneoftw odates:(1)thedateofhire,or(2)thedateofthem ostrecentprom otion.Allappraisalsshallbe
conductedby theim m ediateS upervisor/Departm entHead.T heem ployeeshallalsobegiventheopportunity
toconductaself-appraisal.T heappraiserandtheem ployeeshallm eettodiscusstheperform anceappraisal.

A.AllDepartm entHeadsareinpossessionofahandbookentitledT heEm ployeeP erform anceAppraisal
P rocesstoaidthem inw hatdocum entsneedtobeproducedinordertoconducttheappraisaland,if
appropriate,tocauseachangeinstepw hichm ay resultinanincreasetotheem ployee’srateofpay.

B.T heappraisalprocessisanim portantcom m unicationtoolbetw eentheem ployeeandhis/herim m ediate
S upervisor/Departm entHeadandconductingitannually isview edasavaluablem eansform aintaining
opencom m unications.

3.S EA S O N A L A N D T EM P O R A R Y EM P L O YEES : Eachyearpay ratesarereview edby theFinance/P ersonnel
Com m itteeandarecom m endationism adetotheCom m onCouncil.Anannualresolutionisthenpassedby
theCouncilestablishingtheratesforeachseasonaland/ortem porary position.
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S ection3: BEN EFIT S

CafeteriaP lan,S ection125,orFlex P lan

1.T heCity m akesavailabletointerestedem ployees,aprogram com m only know nby oneofthethreefollow ing
nam es: aCafeteriaP lan,aS ection125,oraFlexP lan.T heprogram allow sem ployeestopay forcertainbenefits
w ithpre-tax dollars.Itallow sem ployeestochoosethebenefitsthey w antintheprogram andthelevelat
w hichthey w illutilizetheplan.T hisability tochooseisw heretheterm “ cafeteriaplan” com esfrom .

2.T hisem ployeebenefitprogram w asinitially m adeavailabletoallCity em ployeesin2003 andrenew son
January 1st ofevery year,atw hichtim eem ployeescanentertheplanoradjusttheirparticipationlevels.

3.Detailedinform ationonthisprogram isavailablethroughtheP ayrollDepartm ent.T hatdepartm entcan
addressindividualquestionsandprovidealltheeducationalm aterialanem ployeem ay needtom akea
decisiononw hetherornottoparticipateinthisprogram .
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S ection3: BEN EFIT S

DeferredCom pensationorIR S S ection457P lan

1.T heCity providestheopportunity forem ployeeparticipationintheW isconsinDeferredCom pensation
P rogram .T heIR S S ection457P lan(DeferredCom pensationP rogram )isofferedtopublicsectorem ployeesasa
voluntary supplem enttotheCity’s/S tate’sR etirem entP rogram .

2.Detailsonthisprogram areavailableuponrequestfrom theP ayrollDepartm ent.
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S ection3: BEN EFIT S

HealthInsurance

1.Allem ployeeseligibleundertheS tateofW isconsinR etirem entS ystem (W R S )areeligibletoparticipateinthe
City’sHealthInsuranceP rogram .R etiredem ployeesandtheirspousem ay obtainhealthinsurancecoverage
undertheCity planattheirow nexpenseaccordingtotheterm softheEm ployeeT rustFund.

2.T heCity ofBarabooparticipatesintheW isconsinP ublicEm ployers’ GroupHealthInsuranceP rogram toprovide
healthcarebenefitstoitsem ployees.Em ployeeshavetheoptiontochooseagrouphealthinsuranceplan
from thestandardplanandthealternatehealthinsuranceplansofferedby theW isconsinP ublicEm ployers’
GroupHealthInsuranceP rogram intheCity’sservicearea.

3.Em ployeesarerequiredtopay aportionofthecostofthehealthinsuranceprem ium .T helevelofparticipation
intheprem ium isdeterm inedby theCom m onCouncil,andshallcom ply w ithS tatelaw .

4.Healthinsurancecoveragefornew ly hiredem ployeesgoesintoeffectaccordingtotheEm ployeeT rustFund
S ystem eligibility rulesform unicipalem ployees.

5.A fullcom plem entofinform ationisavailabletoallem ployeesthroughtheCity’sP ayrollDepartm ent.Individual
healthcareproviderssupply inform ationfortheirplans.Q uestionsonhealthinsurancecaninitially bedirected
totheP ayrollDepartm ent.O nceestablishedw ithaplan,how ever,questionsshouldbedirectedtothe
healthcareproviderselectedby theem ployee.

6.P art-tim eem ployeeeligibility– Forem ployeeshiredbefore07/01/11 -Healthinsurancecoveragew illbe
offeredtoeligiblepart-tim eem ployeesonthefollow ingbasis:T heCity w illpay onaproratedbasis% (lessthe
co-pay)ofthelow estprem ium tothoseem ployeesw orkingbetw een600 – 1,040 hoursperyear.T hose
em ployeesw orkingfrom 1,040 hourstofull-tim ew illberesponsibleforthatportionoftheprem ium basedon
apro-rationofhoursw orked.2 Forem ployeeshiredafter07/01/11 – HealthInsurancecoveragew illbe
offeredtoeligiblepart-tim eem ployeesonthefollow ingbasis: T heCity w illpay onaproratedbasis% ,(less
theco-pay)ofthelow estprem ium tothoseem ployeesw orkingbetw een1200 to2040 hoursperyear. T hose
em ployeesw orkingfrom 1200 hourstofull-tim ew illberesponsibleforthatportionoftheprem ium basedon
apro-rationofhoursw orked.

2 Resolution 99-52, June 08, 1999
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S ection3:BEN EFIT S

Holidays

1.Allregularfull-tim eem ployeeseligibleundertheS tateofW isconsinR etirem entS ystem (W R S )w illreceivethe
follow ingholidays:

N ew Year'sDay Friday beforeEaster M em orialDay IndependenceDay
L aborDay T hanksgivingDay Friday afterT hanksgiving Day beforeChristm as
Christm asDay FloatingHoliday (requiresS upervisor’sapproval)

2.Intheeventaholiday fallsonaS aturday,theholiday w illbetakentheprecedingFriday.Intheeventthe
holiday fallsonaS unday,thesucceedingM onday w illbetakenastheholiday.

3.BecausetheCity observesbothChristm asEveandChristm asDay asholidays,havingoneorbothofthese
holidaysoccurringonaw eekendpresentsasituationthatrequiresclarificationinterm sofw hichdaysofthe
w eekw illbeusedtoobservetheseholidays:
A.W henChristm asEvefallsonaFriday andChristm asDay fallsonaS aturday theCity w illobservethem as

follow s:
B.Christm asEvew illbeobservedonT hursday
C.Christm asDay w illbeobservedonFriday.

4.W henChristm asEvefallsonaS aturday andChristm asDay fallsonaS unday,orw henChristm asEve
fallsonaS unday andChristm asDay fallsonaM onday,theCity w illobservethem asfollow s:
A.Christm asEvew illbeobservedonFriday.
B.Christm asDay w illbeobservedonM onday.

5.Any holiday occurringduringanem ployee'svacationw illnotbeconsideredasaday ofvacation.

6.P oliceDepartm entem ployeesw hodonotw orka5-2 rotatingschedulew illsubstituteEasterS unday asa
holiday inplaceoftheFriday afterT hanksgiving,w hichisthedesignatedholiday forem ployeesw how orka
5-2 schedule.Em ployeesw hoarerequiredtow orkonany suchholiday w illbecom pensatedatarateof1½
tim estheirregularhourly pay.T hem ethodofcom pensationm ay becom pensatory tim eorpay,dependingon
theem ployee'schoice.P rotectiveem ployeesassignedonarotatingschedulew illreceivestraighttim ecredit
forholidaysoff.

7.N ew full-tim eem ployeesshallnotbeentitledtoholiday pay thefirstthirty daysafterhire.
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S ection3: BEN EFIT S

Incom eContinuationInsurance

1.T heCity provideseacheligibleem ployeew ithIncom eContinuationInsurance3 throughtheW isconsinP ublic
Em ployers’ GroupIncom eContinuationInsuranceP rogram toprotecttheincom eofCity em ployeesduring
shortorlongperiodsofdisability.

A.T heprem ium forthiscoverageisborneby theCity ofBarabooaslongastheem ployeeselectstheplan
thathasthe180-day (6-m onth)elim inationperiod.Ifanelim inationperiodisselectedthatislessthan
180 days(30,60,90,or120 days),theem ployeew illberesponsibleforpayingaportionofthem onthly
prem ium w hichisbasedonthelevelofannualearningsandtheelim inationperiodselected.

B.Incom eContinuationInsuranceisaplanthatw illreplaceapercentageofanem ployee’sgrossearningsin
theeventtheem ployeeshouldbecom edisabled.T heplanprovidesreplacem entincom efordisabilities
thatareconsideredshortterm asw ellasthosethatm ay lastforextendedperiods.Dependingontheage
atthetim edisability com m ences,theplanm ay continuepayingdisability paym entsuntilage70.

C.A fullcom plem entofinform ationisavailabletoallem ployeesthroughtheCity’sP ayrollDepartm ent.A
bookletentitledIncom eContinuationInsuranceisalsoavailabletoansw erquestionsabouttheprogram .

2.IN S U R A N CEAN D A L EA VEO FA BS EN CE – T heCity ofBaraboow illallow em ployeesonlayoffstatusonly to
utilizeaccum ulatedsickleavetopay forlifeinsuranceandincom econtinuationinsurance(ICI)prem ium sto
theextentsuchcoverageisavailablethroughtheW isconsinR etirem entS ystem .T heEm ployeeT rustFund
Adm inistrationM anualprovidestheterm sandconditionsunderw hichem ployeesonleavesofabsence
(includinglayoff)m ay m aintainthesecoverages.Anem ployeeonlayoffm ay alsochoosetocontinuehis/her
benefitsthroughcashpaym enttotheCity asprovidedintheW isconsinR etirem entS ystem Adm inistration
M anual,acopy ofw hichm ay bereview edintheP ayrollDepartm entatCity Hall.

3.P A R T -T IM EEM P L O YEEEL IGIBIL IT Y – T heCity w illprovideeacheligiblepart-tim eem ployee,asprovidedby the
Em ployeeT rustFund,w ithIncom eContinuanceInsurancethroughtheW isconsinP ublicEm ployers’ Group
Incom eContinuationInsuranceP rogram toprotecttheincom eofCity em ployeesduringshortorlongperiods
ofdisability.

3 (Resolution 99-51 dated June 8, 1999)
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S ection3: BEN EFIT S

L ifeInsurance

1.Allem ployeeseligibleundertheS tateofW isconsinR etirem entS ystem w how ork600 hoursorm oreandw ho
arecoveredunderChapter40 oftheW isconsinS tatutesm ay becoveredundertheS tateofW isconsinGroup
L ifeInsuranceprogram .T heCity w illcontributethepercentagerequiredby theS tatetoparticipateinthe
plan.

2.T heCityalsooffersadditionallifeinsuranceopportunitiesthroughastateprogram attheemployee’sow nexpense.

3.A fullcom plem entofinform ationisavailabletoallem ployeesintheP ayrollDepartm ent.A bookletentitledT he
W isconsinP ublicEm ployeesGroupL ifeInsuranceP lanprovidesalltheinform ationneededtom akeaninform ed
decisiononparticipationinadditionalinsuranceprogram s.
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S ection3: BEN EFIT S

R etirem entFund

1.Allem ployeeseligibleundertheS tateofW isconsinR etirem entS ystem w illbeparticipantsintheW isconsin
R etirem entFund.T heCity andtheem ployeeshallm akesuchcontributiontotheW R S asm ay berequiredby
law .

2.M oreinform ationregardingtheS tateofW isconsinR etirem entFundisavailablethroughtheP ayroll
Departm ent.P eriodicstatem entsareproducedby theFundthatprovidesfinancialinform ationforeach
em ployee.
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S ection3: BEN EFIT S

Fam ily andM edicalL eaveA ct

T heCityofBarabooFam ilyandM edicalL eaveActP olicy 4 isintendedtoconform to,andnotexceed,therequirem ents
ofthefederaland,ifapplicable,thestateFam ily and M edicalL eaveAct("FM L A");how ever,thispolicy isintendedto
com ply w ith applicable law sand doesnot necessarily incorporate allprovisionsofsuch law sdirectly into the City's
personnelpolicies. T hispolicy doesnot specifically repeat every provision of FM L A'sstatutory or regulatory
requirem ents.P osterssum m arizingthebenefitsrequiredtobeprovidedunderfederalandstatelaw canbefoundw ith
otheremploymentrelatedpostings.

Fam ily and m edicalleave taken underthispolicy m ay be covered by federallaw ,by state law ,orboth.W hen
leavetakenby em ployeesunderthispolicy isgoverned by bothfederaland statelaw ,themoregenerousprovision
w illcontrolin the eventofaconflict.How ever,w hen leavesare governed by state orfederallaw ,but not both,the
applicable law w illcontrolunderthispolicy.In thisregard,em ployeesshould note that certain leavesm ay be
coveredby bothstateandfederallaw foronly aportionoftheleave.

Em ployeesm ay berequired to provideadvancenoticeand certaininform ationassetforthbelow tobeeligiblefor
fam ily orm edicalleave underthispolicy.Em ployeesm ay also berequired to subm itleave requestsin w riting w hen
circum stancesand applicable law perm it.Em ployees’ use ofotherleavesprovided by the City forthe reasons
covered by law ,w henappropriate,w illbetreatedasuseoffam ily and/orm edicalleavew heneverapplicablelaw s
allow .

I. EL IGIBIL IT Y R EQ U IR EM EN T S .T obeeligibleforleaveunderfederallaw ,anem ployeem usthavebeen
em ployedby theCityforatleasttw elvem onthsandhavew orkedatleast1,250 hoursduringthe
tw elve-m onthperiodim m ediately precedingthecom m encem entoftherequestedleave.T obe
eligibleforleaveunderstatelaw ,anem ployeem usthavebeenem ployedform orethan52
consecutivew eeksandhavebeenpaidforatleast1,000 hours.(How ever,pursuanttotheU niform ed
S ervicesEm ploym entandR eem ploym entR ightsAct(U S ER R A),leaveform ilitary servicew illbe
countedtow ardstheem ployee’sem ploym entperiodfordeterm iningeligibility forFM L A.)T hekind
andam ountofleaveavailabletoanem ployeeunderthispolicy,asw ellasanem ployee'srights
duringleave,dependsonw hethertheem ployeem eetsoneorbothoftheserequirem ents.Exceptions
totheserequirem entsw illbem adeonly by separatew rittenpolicy oftheCity.

II. T YP ES O F L EA VE A VAIL A BL E.T heCityprovidesfamilyandmedicalleaveforeligibleemployeesunderthefollow ing
circumstances:

1)Birthoftheeligibleem ployee'schildandtocareforanew bornchild;
2)P lacem entw iththeeligibleem ployeeofachildforadoptionand,underfederallaw ,fostercare;
3)Careadm inisteredtoaneligibleem ployee'sspouse,son,daughter,parent,parent-in-law anddom estic

partnerw itha"serioushealthcondition,"
4)Q ualifyingExigency andM ilitary Caregiverleave;
5)Inability oftheeligibleem ployeetoperform thefunctionsofhis/herjobbecauseofaserioushealth

condition."Careforaservicem em ber– upto26 w orkw eeks(825.127(c)).L eavebecauseofa
“ qualifyingexigency” (825.126).Em ployeeistreated2 orm oretim esw ithin30 days(ofthefirstday of
incapacity)andem ployeeistreatedonatleastoneoccasionw ithin7days(oftheonsetofthe
condition)andrequirescontinuingtreatm ent.DEFIN IT IO N O F"S ER IO U S HEA L T H CO N DIT IO N ."-A
qualifying"serioushealthcondition"underthispolicymeansanillness,injury,impairment,orphysicalor

4 1st Adopted on 01/11/1994, Resolution 94-05; Revised on 09/12/2000, Resolution 2000-90
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m entalconditionthatinvolvesany ofthefollow ing:
a) Any period of incapacity requiring,in connection w ith or consequent to,in-patient care in a
hospital,hospice,orresidentialm edicalcarefacility (i.e.,overnightstay);or
b)Any period ofincapacity requiring absence from w ork,school,orotherregulardaily activities,of
m ore than three calendardays,that also involvescontinuing treatm entby (orunderthe supervision
of)ahealthcareprovider;or
c)Continuing treatm entby (orunderthe supervision of)ahealth care providerforachronicorlong-
term healthconditionthatisincurableorsoseriousthat,ifnottreated,w ould likely resultin aperiod of
incapacity ofm orethanthree(3)calendardays;or
d)Any periodofincapacity duetopregnancy orprenatalcare;or
e)Any period ofincapacity dueto achronicserioushealthcondition(e.g.,asthm a,diabetes,epilepsy,
etc.);or

1.L eavem ay alsobeavailableforlessthanthree(3)day absencesunderstatelaw ifanem ployee
suffersfrom ,orprovidescare forafam ily m em berw ith adisabling condition requiring eitherin-
patientcareorcontinuingtreatm entorsupervisionby ahealthcareprovider.

2.A health care providerincludes:state licensed doctor,podiatrist,dentist,clinicalpsychologist,
optom etrist and,in lim ited circum stances,chiropractor;state licensed nurse practitioner,nurse-
m idw ife,and clinicalsocialw orkerw orking w ithin the scope ofhis/herdefined duties; and,any
healthcareproviderrecognizedby theCity’sgrouphealthplan.

III. A M O U N T O F L EA VE A VA IL A BL E. U nderfederallaw ,an eligible em ployee isentitled to atotaloftw elve
(12)w eeksofleave during atw elve (12)m onth period forany ofthe reasonsstated in S ection II,above.T he
tw elve (12)m onth period utilized by the City in applying thispolicy isdefined asthe calendaryear.U nderstate
law ,aneligibleem ployeeisgenerally entitledto:

1)A totalofsix(6)w eeksofleaveforthebirthoftheem ployee'snaturalchildand/ortheplacem entofa
childw iththeem ployeefororasapre-conditiontoadoption;

2)A totaloftw o(2)w eeksofleavetocareforacoveredfam ily m em ber(asdefinedaboveinS ectionII,
item [3])w ithaserioushealthcondition;and

3)A totaloftw o(2)w eeksofleaveiftheem ployeecannotperform his/herem ploym entdutiesduetoa
serioushealthcondition,asdescribedaboveinS ectionII.

4)ItisCity policy totreatuseoffam ily orm edicalleaveunderthispolicy assim ultaneoususeofstateand
federalleaveentitlem entsw heneverappropriateandperm ittedby law .

IV. M A N N ER IN W HICH L EA VECAN BET A KEN .
L eave available underthispolicy m ay be taken in full,butm ay also be taken interm ittently (e.g.,one w eekata
tim e)oronareducedleaveschedule(e.g.,consecutivehoursatatim e)undercertaincircum stances.

V. CO M P EN S A T IO N DU R IN G L EA VE.
1)Generally,leavetakenunderthispolicy isunpaid.How ever,forleavesexclusively governedby federal

law ,em ployeesm ay usethefollow ingleavesprovidedby theem ployer,ifavailable:
a) Vacationorpersonalleave,ifavailable,forany fam ily orm edicalleave;
b) Accruedpaidfam ily leave(i.e.,paidleavecoveringtheparticularcircum stancesforw hichthe

em ployeeisseekingleave),ifavailable,forbirth,adoption,ortocareforaseriously illfam ily
m em ber;and

c) Accruedpaidm edicalorsickleave,ifavailable,tocareforaseriouslyillfam ilym em ber,orforthe
em ployee'sow nserioushealthcondition.

d) Com pensatory tim e.
2)Forleavesgovernedexclusively by federallaw ,theCity doesnotprovidepaidsickleaveorpaidm edical

leaveforleavetakenunderthispolicy inany situationw heretheCity w ouldnotnorm ally providesuch
paidleave.Further,insuchcases,theCity reservestherighttorequireanem ployeetousepaidleave
forleavetakenunderthispolicy w heneverperm ittedby law .Forleavesgovernedby statelaw ,
em ployeesm ay substituteany otherpaidorunpaidleavew hichhasaccruedtotheem ployeeforleave
takenunderthispolicy.T hisincludespaidvacation,sickleave,orpersonalleaveprovidedby separate
policy oftheCity,ifavailable.Generally,thoughnotalw ays,thisw illincludeleavetim ethatem ployees



S ection3 – P age28

earnandaccum ulatethroughthecourseoftheirem ploym entw iththeCity,butdoesnotinclude
leavesw hicharenotprogressively earnedandbankedthroughcontinuingservicetotheCity.Forthose
portionsofFM L A leavecoveredby statelaw ,em ployeesm ay substituteaccruedpaidleaveforunpaid
leavee.g.,substitutingaccruedsickleaveforthecareofanew born.

VI. CO N T IN U A T IO N A N D A CCR U A L O FBEN EFIT S .
1)Em ployeesw illrem aineligibleforhealthinsurancebenefitsundertheCity’sgrouphealthplanduring

leavetakenunderthisP olicy underthesam econditionsascoveragew ouldhavebeenprovidedifthe
em ployeehadbeencontinuously em ployedduringtheentireleave.

2)Duringleavetakenunderthispolicy,theCity w illpay any portionoftheprem ium sforcoveragethatit
w asresponsibleforpayingim m ediately priortotheleave.T heem ployeem ustcontinuetopay
his/hershareofhealthcoverageasprovidedintheCity healthplan.Ifpaidleaveisnotsubstitutedfor
unpaidleave,theem ployeem ustpay his/hershareofprem ium stotheCity T reasurerby thesam e
tim epaym entw ouldhavebeenm adeforsuchpremiumsthroughpayrolldeduction.Ifpaidleaveis
substitutedforunpaidleave,theem ployee'sshareoftheprem ium sw illbepaidby thesam em ethod
usedduringpaidleavesofabsence,i.e.,by payrolldeduction.Em ployeesshouldcheckw iththeCity
Clerkconcerningarrangem entsform akingem ployeepaym entsforhealthinsuranceduringleaves.

3)T heCity reservestherighttorequireem ployeestoplaceuptoeight(8)w eeksofprem ium sinescrow
priortoleave,pursuanttostatelaw ,ortodiscontinuecoverageifprem ium sarereceivedfrom
em ployeesm orethanthirty (30)dayslate,pursuanttofederallaw ,totheextentperm ittedby law .
(haveAttorney review thissection)

4)Em ployeesw illnotaccrueseniority orany otherem ploym entbenefitduringleavetakenunderthis
policy,exceptthatsuchbenefitsw illaccrueifem ployeeselecttouseotherleavesprovidedby the
City pursuanttoS ection3,Benefits,ofthisHandbook,andifsuchbenefitsw ouldnorm ally accrue
duringthatleave.

VII. R EQ U IR ED A DVA N CEN O T ICE.
1)Em ployeesm ustprovidetheCity w ithnoticeinareasonableandpracticablem annerbeforeleavetaken

underthispolicy istobeginiftheneedforleaveisforeseeable,e.g.,anexpectedbirth,placem entor
adoptionorfostercare,orplannedm edicaltreatm entforaserioushealthconditionoftheem ployeeor
ofafam ily m em ber.W henrequestingpartialorinterm ittentleaveinconnectionw ithchildbirthor
adoption,theem ployeem ustprovideatleastasm uchnoticeastheCity requiresfortakingother
non-em ergency ornon-m edicalleave,asw ellasadefiniteschedulefortheleave.W henadvance
noticeisnotpracticableduetouncertainty astow henleavew illberequiredtobegin,achangein
circum stances,orm edicalem ergency,noticem ustbegivenassoonaspracticable.Em ployeesare
encouragedtoprovideaw rittenrequestforleave,thereasonsfortherequestedleave,andthe
anticipatedbeginningdateanddurationoftheleave.

2)W henplanningm edicaltreatm ent,theem ployeeshouldconsultw iththeCity andm akeareasonable
efforttoscheduletheleavesoasnottodisruptunduly theCity'soperations,subjecttotheapprovalof
theem ployee'shealthcareprovider.Em ployeesareordinarily expectedtoconsultw iththeCity in
ordertow orkoutatreatm entschedulew hichbestsuitstheneedsofboththeCity andtheem ployee.

3)W henanem ployeeisabsentforthree(3)daysorm ore,P ayrollm ustbenotified.P ayroll,inturnm ust
notify theCity Adm inistratorsothattheem ployeecanbeplacedonFam ily M edicalL eave.

VIII. M EDICA L IN FO R M A T IO N R EQ U IR ED.
T he City requiresthat an em ployee'srequest for leave to care for the em ployee'sseriously illspouse,son,
daughter,orparent,ordue to the em ployee'sow n serioushealth condition that m akesthe em ployee unable to
perform the functionsofthe em ployee'spositions,be supported by certificationissued by thehealthcareprovider
oftheem ployeeortheem ployee'sillfam ily m em ber.T he City reservesthe rightto requirecertification consistent
w ith the Departm ent ofL aborform related to certification ofleave and definition ofaserioushealth condition
(Certification ofP hysician Form ).T hat form isattached to thispolicy.How ever,docum entscontaining fam ily
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inform ationm ustbekeptconfidentialpursuanttotheGeneticInform ationN ondisclosureAct(GIN A).
1)Anem ployee'sfailuretom aketim ely andresponsivecertificationm ay resultindenialoftheleave

requesteduntilsuchcertificationisprovided.Further,failuretoprovidesuchcertificationm ay bethe
basisfordenialofcontinuedleaveorqualificationoftheleaveasFM L A leave.T heCity w illbeentitled
toreceivere-certificationtotheextentperm ittedby law .Anem ployeeonfam ily orm edicalleavew ill
report,orally orinw riting,totheCity Clerkevery thirty (30)daysconcerninghis/herstatusand
intentiontoreturntow ork.

2)Bonusesbasedonperfectattendancem ay bedeniedtoem ployeesw hodonothaveperfect

attendance(825.215(c)(2))

3)T im espentperform inglightduty isnotFM L A (825.220(d)).

4)Em ployerN oticeR equirem ents(825.300):

a) GeneralN otice(W H P ublication1420)– M ustbeaccessibletoapplicantsandem ployees,and

distributiontoem ployeem ustbeviahandbookoreachnew hire(canbeelectronic).

b) Eligibility andR ights& R esponsibilitiesN otice(W H-381)– M ustbegivenw ithin5 businessdaysof

anem ployeerequestforleaveforanFM L A qualifyingreason. T heappropriatecertificationform

shouldbesentw iththenotice.

c) DesignationN otice(W H-382)– T hedesignationm ustindicatethattheleaveisFM L A qualifyingor

doesnotqualify andspecify thereasonsfornotqualifying,andm ustalsospecify theam ountof

leavethatw illbeFM L A,andm uststatew hetherafitnessforduty certificationw illberequired.

d) M edicalCertificationForm s(W H-380EandW H-380F)– L eavecanbedeniedifcertificationisnot

subm ittedw ithin15 days(825.305). Ifitisincom plete,theem ployeehas7 daystocurethe

deficiencies(825.305(c)).

5)City m ay contacttheem ployee’shealthcareproviderforverificationorclarificationpurposes,usinga

healthcareprofessional,HR orm anager(butnottheem ployee’sdirectsupervisor)(825.307(a)).

P erm issionisnotrequiresby theem ployeetocontacttheproviderforverificationpurposes.

Em ployeeperm issionm ustbeobtainedforclarificationofindividually identifiablehealthinform ation,

consistentw ithHIP AA.

6)S econd/T hirdO pinions– L eavem ay bedeniedtoanem ployeew horefusestoreleaseinform ationfora

2nd or3rd opinion(825.307(b)). City’shave5 daystoprovidetheem ployeew ithacopy ofa2nd/3rd

opinion,insteadof2 days(825.307(d)).

7)R ecertificationm ay berequestedevery 6 m onths(825.308(b)). Em ployersareallow edtoseek

recertificationatany tim e(825.308(c)): ifanextensionofleaveisrequested,circum stancesdescribed

inthelastcertificationhavechanged,andifinform ationisobtainedthatcastsdoubtonthe

em ployee’sstatedreasonforanabsenceorthecontinuingvalidity ofthelastcertification. Em ployers

m ay requestthesam einform ationonrecertificationasisperm ittedduringtheinitialcertification.

8)FitnessforDuty – Em ployeesm ustbenotifiedinthedesignationnoticew hetherafitness-for-duty

certificationw illberequiredinordertoreturntow orkandw hetheritm ustaddresstheability to

perform theessentialjobfunctions(825.312(b)). T hecertificationdoesnothavetobeprovidedafter

eachinterm ittentleaveabsence,butitm ay berequested(825.312(f)): every 30 days(ifinterm ittent

leavew asusedduringthatperiod)andreasonablesafety concernsexistregardingtheem ployee’s

ability toperform his/herduties. T heem ployeecannotbeprohibitedfrom w orkingw hileaw aiting

thecertification(825.312(f)).

IX . DEFIN IT IO N S
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A “ S eriousHealth Condition” m eansan illness,injury,im pairm ent,orphysicalorm entalcondition

thatinvolvesoneofthefollow ing:

a) HospitalCare– Inpatientcare(i.e.,anovernightstay)inahospital,hospice,orresidential

m edicalcarefacility,includingany periodofincapacity orsubsequenttreatm entin

connectionw ithorconsequenttosuchinpatientcare.

b) AbsenceP lusT reatm ent

i. A periodofincapacity ofm orethanthreeconsecutivecalendardays(includingany

subsequenttreatmentorperiodofincapacityrelatingtothesamecondition),thatalso

involves:

ii. T reatm enttw oorm oretim esby ahealthcareprovider,by anurseorphysician’s

assistantunderdirectsupervisionofahealthcareprovider,orby aproviderofhealth

careservices(e.g.,physicaltherapist)underordersof,oronreferralby,ahealthcare

provider;or

iii. T reatm entby ahealthcareprovideronatleastoneoccasionw hichresultsinaregimen

ofcontinuingtreatment underthesupervisionofthehealthcareprovider.

c) P regnancy – Any periodofincapacity duetopregnancy,orforprenatalcare.

d) ChronicConditionsR equiringT reatm ents– A chronicconditionw hich:

i. R equiresperiodicvisitsfortreatm entby ahealthcareprovider,orby anurseor

physician’sassistantunderdirectsupervisionofahealthcareprovider;

ii. Continuesoveranextendedperiodoftim e(includingrecurringepisodesofasingle

underlyingcondition);and

iii. M aycauseepisodicratherthanacontinuingperiodofincapacity(e.g.,asthma,diabetes,epilepsy,

etc.).

e) P erm anent/L ong-T erm ConditionsR equiringS upervision– A periodofincapacity w hichis

perm anentorlong-term duetoaconditionforw hichtreatm entm ay notbeeffective.T he

em ployeeorfam ily m em berm ustbeunderthecontinuingsupervisionof,butneednotbe

receivingactivetreatm entby,ahealthcareprovider.Exam plesincludeAlzheim er’s,asevere

stroke,ortheterm inalstagesofadisease.

f) M ultipleT reatm ents(N on-ChronicConditions)– Any periodofabsencetoreceivem ultiple

treatm ents(includingany periodofrecovery w herefrom )by ahealthcareproviderorby a

providerofhealthcareservicesunderordersof,oronreferralby,ahealthcareprovider,

eitherforrestorativesurgery afteranaccidentorotherinjury,orforaconditionthatw ould

likely resultinaperiodofincapacity ofm orethanthreeconsecutivecalendardaysinthe

absenceofm edicalinterventionortreatm ent,suchascancer(chem otherapy,radiation,

etc.),severearthritis(physicaltherapy),kidney disease(dialysis).

g) R egim enofContinuingT reatm entincludes,forexam ple,acourseofprescriptionm edication
(e.g.,antibiotic)ortherapy requiringspecialequipm enttoresolveoralleviatethehealth
condition.A regim enoftreatm entdoesnotincludethetakingofover-the-counter
m edicationssuchasaspirin,antihistam ines,orsalves;orbedrest,drinkingfluids,exercise,
andothersim ilaractivitiesthatcanbeinitiatedw ithoutavisittoahealthcareprovider.
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S ection3: BEN EFIT S

FuneralL eave

1.P aidfuneralleaveofuptothree(3)daysw illbegrantedtofull-tim eem ployeesforabsencefrom w orkcaused
by deathintheem ployee’s“ Im m ediate” fam ily.

2.“ Im m ediate” fam ily includes:

Em ployee’sM other Em ployee’sGrandfather Em ployee’sW ife
Em ployee’sM other-in-L aw Em ployee’sBrother Em ployee’sHusband
Em ployee’sS tep-M other Em ployee’sHalf-Brother Em ployee’sS on
Em ployee’sGrandm other Em ployee’sS tep-Brother Em ployee’sS tep-S on
Em ployee’sFather Em ployee’sS ister Em ployee’sDaughter
Em ployee’sFather-in-L aw Em ployee’sHalf-S ister Em ployee’sS tep-Daughter
Em ployee’sS tep-Father Em ployee’sS tep-S ister

3.N O T E:U ndercertaincircum stances,aguardianorfoster-parentarrangem entm ay exist.Ifthisrelationship
existedinthecaseofapart-tim eorseasonalem ployee,becauseofthatstatus,theem ployeew ouldnotbepaidfor
suchleave.How ever,iftheemployeeisafull-timeemployee,sucharelationshipm ay beconsideredonthesam e
levelasabiologicalparent.U nderthosecircum stancestheCity Adm inistratorshouldbeconsultedbefore
proceedingfurther.

4.P aidfuneralleaveofuptoone(1)day w illbegrantedtofull-tim eem ployeesforabsencefrom w orkcausedby
deathofanem ployee’s“ O ther” fam ily m em ber.

5.“ O ther” fam ily includes:

S pouse’sP arent Em ployee’sS ister-in-L aw Em ployee’sN ephew
S pouse’sGrandparent Em ployee’sAunt
S pouse’sS tep-parent Em ployee’sU ncle
Em ployee’sBrother-in-L aw Em ployee’sN iece

6.T im eoffm ay begrantedatthediscretionoftheDepartm entHeadforafull-tim eem ployeetoattendthe
funeralservicesofadeceasedfriend.Ifperm issionisgivenby theDepartm entHeadtoattendsuchservices
foradeceasedfriend,theem ployeem ay requesttheuseofhis/herow ncom pensatory orvacationtim eto
coverthem issedw ages.
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S ECT IO N 3: BEN EFIT S

L eavesofA bsence

1.L eavesofabsencew illbegrantedasfollow s:

A.Jury Duty:L eaveforjury duty shallbeasprovidedby law .Anem ployeecalledtojury duty w illbepaid
his/herregularsalary,providingthecheckforjury duty isturnedovertotheCity.

B.M ilitary L eave:L eavesw illbegrantedforvariousdutiesofserviceinthem ilitary asprovidedby law .S uch
leavesw illbew ithoutpay.Anem ployeem ay usevacationorcom pensatory tim eforsuchm ilitary leave.

C.GeneralL eave:T heCity Adm inistratorm ay,athis/heroption,grantageneralleaveofabsencetoan
em ployee.S uchleavew illbew ithoutpay andw illnotexceedasix (6)m onthperiod.How ever,aGeneral
L eavew illnotbegrantedduringanem ployee’strialperiod.

D.Fam ily andM edicalL eave:S eetheappropriatepolicy sectionofthishandbook.

2.IN S U R AN CEAN D A L EAVEO FABS EN CE– T heCity ofBaraboow illallow em ployeesonleaveorlayoffstatusonly
toutilizeaccum ulatedsickleavetopay forL ifeInsuranceandIncom eContinuationInsurance(ICI)prem ium s
totheextentsuchcoverageisavailablethroughtheW isconsinR etirem entS ystem .T heW isconsinR etirem ent
S ystem Adm inistrationM anualprovidestheterm sandconditionsunderw hichem ployeesonleavesof
absence(includinglayoff)m ay m aintainthiscoverage.Anem ployeeonlayoffm ay alsochoosetocontinue
his/herbenefitsthroughcashpaym enttotheCity asprovidedintheW isconsinR etirem entS ystem
Adm inistrationM anual,acopy ofw hichm ay bereview edintheP ayrollDepartm entatCity Hall.

3.R equestingaL eaveofAbsencem ay bedoneby subm ittingalettertotheCity Adm inistratorforreview w itha
copy alsobeingprovidedtotheem ployee’sDepartm entDirector.T helettershouldincludethedatethat
leaveisrequestedtobegin,thedurationofleaveandanexplanationofw hy leaveisbeingrequested.
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S ection3: BEN EFIT S

S ickL eave

1. O neday ofsickleaveperm onth(12 peryear)w illbegrantedtoalleligibleem ployeesattheirprevailingw age
ratebasedonaneight(8)hourday.Full-tim eem ployeesw orkingotherthananeight-hourday w illhavesick
leavebasedonthenum berofhoursnorm ally scheduled.U nusedsickleavem ay beaccum ulatedupto129
days.U ponreachingthe129-day cap,additionalsickleavem ay beaccum ulatedtoam axim um of150,w ith
thenum berofdaysinexcessof129 beingusedonly forthepurposeofcontinuedhealthinsurancecoverage
afterseparationfrom City service.P rovided,how ever,therighttouseunusedsickleavebenefitsfor
continuationofhealthinsurancebenefitsw illonly apply totheextenttheem ployeeand/orhis/herspouseis
eligibleforcontinuationofhealthinsurancebenefitsunderthehealthinsurancesectionofthishandbook.S ick
leavew illbeusedonly assickleave.S ickleavew illbegrantedforcom pellingreasonsby theDepartm ent
Headforinjury orillnesstospouse,child,m otherorfatherprovidingsickleaveisavailable.S ickleavem ay be
usedforpregnancy orpregnancy relatedconditions.(S eeFam ily andM edicalL eaveActpolicy sectionofthis
handbookform oreinform ation.)

O nce an em ployee hasaccum ulated 150 daysofsickleave,additionalsickleave hoursaccum ulated shallbe
accrued in acatastrophic leave account (CL A).Em ployeesm ay use CL A during an event w hen sick leave is
eligible for use and allother sick leave tim e hasbeen exhausted. T im e accum ulated in the CL A isnot
reim bursablew henanem ployeeseparatesorretiresfrom servicew iththeCity.

2. N otificationofinability tow orkw illbegivenasearly aspossible.Itisintendedby thissectionthatanem ployee
beentitledtosickbenefitsforthefirstthree(3)w orkingdaysw ithoutfurnishingam edicalcertificate,butthat
am edicalcertificatem ay berequiredforany sicknessw hichcontinuesform orethanthree(3)w orkingdays.
S ickleavew illbechargedinquarter(1/4)hourincrem ents(15 m inutes).

3. W henam edicalcertificateisrequired,itw illstatethedoctor'sapprovaltoreturntow orkalongw ithany
restrictionastotheam ountandtypeofw orkthatcanbeperform ed.Forajobrelatedinjury,amedical
certificateisrequiredtobeturnedintotheDepartmentHeadbeforereturningtow ork.

4. S ickleavem ay beusedform edicalordentalappointm ents,exam inations,orotherm edicalreasons.
Em ployeesw illnotberequiredtousesickleaveinthecaseofanon-the-jobinjury w henW orkers’
Com pensationbenefitsarepaidtotheem ployee.

5. T hecity ofBaraboow illallow em ployeesonlayoffstatusonly toutilizeaccum ulatedsickleavetopay forlife
andIncom eContinuationInsuranceprem ium stotheextentsuchcoverageisavailablethroughtheW isconsin
R etirem entS ystem .T heW isconsinR etirem entS ystem Adm inistrationM anualprovidestheterm sand
conditionsunderw hichem ployeesonleavesofabsence(includinglayoff)m ay m aintainthesecoverages.(An
em ployeeonlayoffm ay alsochoosetocontinuethesebenefitsthroughcashpaym entstotheCity asprovided
intheW isconsinR etirem entS ystem Adm inistrationM anual.)

6. W henanem ployeereachesanaccum ulationof129 sickdays,he/shew illreceiveone(1)day ofpay foreach
six (6)consecutivem onthperiodw hennosickleaveistaken,andthisbenefitw illbepaidannuallyinDecem ber.
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S ection3: BEN EFIT S

P olicy onHearingA idCostS haring

M ay 1,2006

T heCity ofBaraboopolicy onHearingConservationrequiresannualhearingtestsforexposedem ployees. P riorto
the hearing protection policy,em ployeesoperating noisy or heavy equipm ent w ere often exposed to noise
volum esexceeding w hat isconsidered safe levels. Asaresult,som e em ployeesm ay have experienced som e
hearinglossinthecourseoftheirem ploym ent. S tateS tatute§102.555 only recognizeshearinglossasaw orker’s
com pensation claim after the em ployee term inatesem ploym ent,retiresor leavesthe noisy environm ent.
T herefore,currentem ployeesw hom ay havesom ehearinglosscausedthroughtheirem ploym entcanonly obtain
hearingcorrectivedevicesthroughtheirm edicalinsuranceorasanoutofpocketexpense.

T hispolicy appliesto City ofBaraboo em ployeesw ho have had exposuresto noise asexplained in the City’s
HearingConservation P olicy and w ho have experienced hearinglossdue to exposure w hile em ployed by the City
ofBaraboo. Em ployeesw ith personalhistory ofhearing loss,lossdue to illness,losspriorto being em ployed by
theCity,andcurrentw earersofhearingaidsarenoteligibleunderthispolicy.

T heCity’sHearingConservationP olicy requirestheuseofhearingprotectionandannualtesting,andrequiresthat
em ployeesbe notified ifthey have asubstantialchange in theirhearing. How ever,the policy doesnot address
continued em ploym ent concernsshould an em ployee’shearing be reduced by significant levelsto the point
w here the City incursaliability by having an em ployee w ith uncorrected hearing on the job. T herefore,the City
acknow ledgesthat em ployeesw ith substantialhearing lossesm ay not be eligible to retain their position,
depending upon the job requirem ents,unlesstheirhearing can be corrected so that the em ployeescan safely
perform theirduties.

In orderto retain experienced personneland to prom ote safe w orkingpractices,the City desiresthatem ployees
have corrected hearing. T he City w illparticipate in costsharing forcorrective hearing devices(hearing aids)for
up to halfofthe am ount not covered by the em ployee’shealth insurance,notto exceed $500 perearasaone-
tim ebenefit. Allcareandm aintenancecostsw illbeattheem ployee’sexpense.

An em ployee desiring abenefitunderthispolicy m ustsubm itacopy ofthe invoice forthe hearing aidstogether
w ith an Explanation ofBenefitsfrom theirhealth insurance provider,indicatingthe am ountpaid by insurance for
the hearing aids. T he City w illonly contribute tow ardsthe hearing aid devicesand not contribute tow ardsthe
costofofficevisits,m aintenanceorconsum ableitem s.



S ection3 – P age35

S ection3: BEN EFIT S

Vacation

1.Eachfull-tim eem ployeew illreceiveanannualpaidvacationbasedonthefollow ingschedule:

O ne(1)YearofS ervice S even(7)Days
T w o(2)YearsofS ervice Fourteen(14)Days
Five(5)YearsofS ervice T w enty-one(21)Days
T w enty (20)YearsofS ervice T w enty-four(24)Days
T w enty-Five(25)YearsofS ervice T w enty-Five(25)Days

2.Em ployeesreceivingahigherlevelofvacationbenefitasofthedatethisrevisedpolicy w asadoptedw illnothave
theirvacationlevelreduced.

3.Vacationw illbeearnedonam onthly basisproratedforthetotalannualallocationshow nabove.T histw elve-
m onth(annual)periodw illcom m encew iththeem ployee’sem ploym entstartdateandusagew illbe
calculatedtherefrom .Attheem ployee’sanniversary,oneyear’svacationhoursm ay becarriedovertothe
nextyear.Hoursinexcessofoneyear’svacationw illbelost.Anexceptiontothisrulehow ever,isthatupto
40 hoursofexcess,unusedvacationm ay becarriedoverforthirty days.Ifthatexcesstim eisnotusedw ithin
thethirty days,itshallbelost.

Asan exam ple,an em ployee earns112 hoursvacation peryear.Ifno vacation isclaim ed,at the end ofone
year112 hoursw illbeaccrued.Attheendofthesecond year,assum ingnovacationisclaim ed,224 hoursw ill
be accrued.O n the anniversary date,72 hoursofvacation w illbe lost,and 152 hoursw illrem ain.Atthe end
ofthirty additionaldays,againassum ingnovacationisclaim ed,40 hoursofvacationw illbelostand only 112
hoursw illbeallow edtobecarriedover.

4.Em ployeesw illtaketheirvacationsatsuchtim eortim esasapprovedby theirDepartm entHead.Departm ent
Headsw illnotify theCity Adm inistratoroftheirow nintentiontotakevacation.

5.Exceptasexpressly allow edby theCity Adm inistrator,em ployeesm ay nottakevacationthathasnotbeen
earnedandonthebooks.
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S ection4: CO M P EN S A T IO N

ClothingA llow ance

T he City agreesto provide adequate protective rain gear,w elding gear,and any otherrequired equipm ent to
thoseem ployeesw horequirethesam eforthesafeperform anceoftheirjobs. Allprotectivegearshallbestored,
w hennotinuse,infacilitiesoftheCity ofBaraboo.

W henauthorizedby aDepartm entHeadortheCity Adm inistrator,theCity w illprovideappropriateshirts,jackets,
and hatsforem ployees.T he City shallconsiderauthorizingshirts,jackets,and hatsforem ployeesbearingCity of
Baraboo identification w hen the em ployee’sposition regularly risksdam age orexcesssoiling ofgarm ents,or
w hen em ployeesaredealingw iththe publicundercircum stancesw henitisnotreadily apparenttheem ployee is
anem ployeeoftheCity.

Forw orkersintheS treet,P arks,andU tility Departm ents,theCity w illprovideaclothingallow anceof$150.00 per
year. T he allow ance shallbe paid by aseparate checkw hen the firstpaychecksofthe calendaryearare issued.
T he City shallprovide each em ployee required to w earsafety shoesareim bursem ent forsuch shoesup to
$150.00 peryearonanasneededbasisandasapprovedby theDepartm entHead.
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S ection4: CO M P EN S A T IO N

Flex-T im e

Flex-tim eisaw orkschedulew hichallow sexem ptem ployeesto w orkhoursthatarenotw ithinthestandard 7:30
AM to 4:30 P M range,w hile m aintaining ahigh levelofservice during the City’speakoperating hours(typically
10:00 AM to3:00 P M ).T hestandardscheduleforexem ptem ployeesis80 hoursevery tw o-w eekpay period.W ith
aflex-tim eschedule,exem ptem ployeesareexpectedtow orkw hatevernum berofhoursarerequired inorderto
accom plishtheirdutiesand m ay beperm itted tosettheirow nschedules.T heCity Councilunderstandsthatm any
Departm entHeadsand otherm anagersw orkextrahoursto attend training,eveningm eetings,and to respond to
em ergency situations.Alltim ew orkedshouldberecordedornotedonexem ptem ployees’ tim esheets.

Exem pt em ployeesshallm eet allw orkload requirem ents,and attend allscheduled conferencesand m eetings
w ithin the proposed flex-tim e schedule.Exem ptem ployeesshallnotify otherem ployees,w ho w illbe affected by
their presence or absence,oftheir schedulesand w hereaboutsw hile in w ork status,by posting schedules,
notifying those em ployeesthat they supervise,notifying the City Adm inistrator,orotherappropriate m eans.
Exem ptem ployeesshallcoordinate theirschedulesw ith those ofotherem ployeesto m aintain m inim um staffing
levels.

Exem ptem ployeesshallnotaccrue oraccum ulate com pensatory tim e afterthe date ofenactm entofthispolicy.
How ever,allcom pensatory tim e currently accrued by an exem ptem ployee shallrem ain foruse by the em ployee
inaccordancew ithpoliciesineffectatthetim eoftheaccrualofthetim e.
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S ection4: CO M P EN S A T IO N

Exem ptEm ployees

T hefollow ingpositionsshallbedeem edexem ptem ployeesundertheFairL aborS tandardsAct:

City Adm inistrator L ibrary Director P ublicW orkDirector/Engineer
City Attorney ChiefofP olice S treetS uperintendent
City Clerk P oliceL ieutenants R ecreationS upervisor
CDA ExecutiveDirector P arksandR ecreationDirector U tility S uperintendent
FireChief FireInspector
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S ection4: CO M P EN S A T IO N

HoursofW ork,L unchandBreaks

T he norm alw orkw eekforeach em ployee isforty (40)hours,oran approved alternative.An unpaid lunch period,
thelengthofw hichshallbedeterm inedby theDepartm entHead,w illbetakeneachw ork-day,tobescheduledat
thediscretionoftheDepartm entHead.Breakperiodsw illbegiven,atthediscretionoftheDepartm entHead.

O ffice staffhoursshallregularly be from 7:30 AM to 4:30 P M ,orforsuch hoursasare assigned by the City
Adm inistratororDepartm entHead.

Departm entHeads,m ay revise the w orkcycleso asto include afourday w orkw eek,orreschedulew orkstarting
andendingtim estoreflecttherequirem entsofthejobs.

Em ployeesshallbe required to w orkovertim e asthe necessitiesofthe City dem and. Em ployeesthat refuse to
w orkovertim em ay besubjecttodisciplinary m easures.

T he City ofBaraboo m aintainsthe follow ing businessoffice hours,M onday through Friday.A few departm ents,
becauseofthenatureoftheserviceprovided tothepublic,m aintaindifferenthours,allofw hicharebeyond 4:30
P .M .Alldepartm enthours,addresses,andphonenum bersarelistedhere:

Departm ent/A rea BusinessO fficeHours P hone
Adm inistration(Adm inistrator,Attorney,M ayor),135 4th S t....................7:30 AM to4:30 P M ...........355-2715
BuildingInspection,135 4th S t....................................................................7:30 AM to4:30 P M ...........355-2730
City Clerk,135 4th S t....................................................................................7:30 AM to4:30 P M ...........355-2700
Engineering,135 4th S t................................................................................7:30 AM to4:30 P M ...........355-2730
Fire,135 4th S t.............................................................................................7:30 AM to4:30 P M ...........355-2710
L ibrary,230 4th Ave........................................... M on,T ues,W ed& T hurs9:00 AM to8:30 P M ...........356-6166
............................................................................................................Friday 9:00 AM to5:00 P M
............................................................................................................S at.:9:00 AM to1:00 P M
P arksandR ecreation,124 2nd S t........................................................… … ..8:30 AM to5:00 P M ............355-2760
....................................................................................................................P arks& R ecO fficeClosed1 P M to2 P M
P olice5,135 4th S t........................................................................................7:30 AM to4:30 P M ...........355-2720
P ublicW orksBuilding,450 R oundhouseCourt..........................................7:00 AM to4:00 P M ...........355-2735
T reasurer,135 4th S t...................................................................................7:30 AM to4:30 P M ...........355-2700
U tilities(W ater& S ew er),450 R oundhouseCourt.....................................7:00 AM to4:00 P M ...........355-2740

T he hourslisted here are businessoffice hours.Certain staffin aparticulardepartm ent m ay m aintain other
w orkinghours.W iththechangesreflectedabove,citizensw illbeabletoreachbusinessofficestaffm inim ally until
4:30 P .M .,M onday throughFriday.Forfurtherinform ation,pleasecontacttheCity Adm inistrator’soffice.

5 Protective Employees: The normal workweek will be forty (40) hours. A paid lunch period of thirty (30) minutes may be taken each workday. In addition, a rest or
break period(s) will be allowed each day. Such rest period(s) will be determined by the Department Head. Protective employees are subject to call during lunch and
their rest period(s).
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S ection4: CO M P EN S A T IO N

L ongevity

1.Inordertoencourageaskilledandefficientw orkforcew ithyearsofexperience,theCom m onCouncildeclares
thatlongevity paym entsshallbepaid,asam atterofpolicy,toallfull-tim eCity em ployees.T hispolicy m ay,
how ever,bechangedorrevisedby theCom m onCouncilatany tim e.

2.L ongevity w illbepaidtoallCity em ployeesw how orkfull-tim e,oranapprovedalternative,onacontinuous
basisatthefollow ingrate:
A.Beginningatthree(3)yearsofservice--$60.00.
B.T hereafter,foreachcontinuousyearofserviceanadditional$20.00 w illbeaddedtotheannualrate.

3.P aym entforlongevity w illbem adeby separatecheck.L ongevity pay w illbecom edueontheem ployee's
anniversary dateandpaym entw illbem adethefollow ingpayday.T hislongevity benefitw illonly apply to
em ployeesw hom aintaincontinuousfull-tim eem ploym entandany term inationfrom full-tim eem ploym ent
w illcausethelongevity benefittoterm inateandany subsequentre-em ploym entw illcom m enceaszeroyears
ofserviceforlongevity purposes.
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S ection4: CO M P EN S A T IO N

O vertim eP ay

1. Em ployeesshallberequiredtow orkovertim easthenecessitiesoftheCity dem and. Em ployeesthatrefuseto
w orkovertim em ay besubjecttodisciplinary m easures.

2. Em ployees,exceptexem ptem ployees,w how orkinexcessof40 hoursinaw orkw eek,shallbepaid1½ tim es
theirregularhourly pay rateforovertim ehours.N on-exem ptem ployeesshallbeprohibitedfrom perform ing
overtim ew orkathom e.

3. R egardlessofthenum berofhoursw orkedinaw eek,non-exem ptem ployeesshallbepaid1½ tim estheir
regularhourly pay for:1)tim ew orkedonaHoliday;2)em ergency call-inw ork(paidforam inim um oftw o
hours),providedthatitdoesnotextendintotheem ployee’snorm alw orkschedule;and3)tim ew orkedona
w eekend.

4. Em ployeesw hoarecategorizedasseasonalam usem entandrecreationalem ployeesundertheFairL abor
S tandardsAct(FL S A)shallnotreceiveovertim epay orcom pensatory tim eoffforovertim ew orked.T hat
em ployeeshallbepaidtheirregularw agefortheovertim e.

5. T im eW orked
A.“ T im ew orked” includesalltim enon-exem ptem ployeesarerequiredtobeonduty attheirprescribed

w orkplacesandalltim eduringw hichthey areperm ittedtow ork.T im ew orkeddoesnotinclude
vacation,holiday,com pensatory,orany otherbenefittim e.

B. N on-exem ptem ployeesw illbecom pensatedforalltim ethey arerequiredoraskedtow orkw hich
supervisorsknow orhavereasontoknow they arew orking.

C. N on-exem ptem ployeesw how orkw ithoutauthorizationaresubjecttodisciplinary action,uptoand
includingterm ination.

D. N on-exem ptem ployeesarerequiredtoreportalltim ew orkedandarerequiredtoaccurately reflectthis
ontheirtim ecard orintheCity’stim esystem .Failuretocorrectly recordorfalsificationofactualw ork
tim eissubjecttodisciplinary action,uptoandincludingterm ination.

E. S upervisorsarenottoignorew orkthatnon-exem ptem ployeesdoontheirow ntim e.T hisisaviolationof
policy andprohibitedby theFL S A.

F. T hesupervisorw hosignsanem ployee’stim ecardorapproveshis/hertim erecordm usthavepersonal
know ledgeofthehoursw orkedby theem ployeeandm ustnot“ adjustthebooks” oraskanem ployeeto
recordm oreorfew erhoursthanw ereactually w orked.S uchanactionisnotonly aviolationofpolicy,but
isalsoillegalundertheFL S A andm ay subjecttheem ployeeandorsupervisortodisciplinary action,upto
andincludingterm ination.Any illegalactm ay alsoresultinlegalaction.

6. N on-exem ptem ployeesm ay electtoaccum ulateovertim ehoursascom pensatory tim e,toaccrueat1 ½
hoursofcom pensatory tim eforeachhourofovertim ew orked.A m axim um of150 hoursofcom pensatory
tim em ay beaccruedby anem ployee.Ideally,com pensatory tim eearnedshallbeusedinthenextregularpay
period.T heuseofcom pensatory hoursby anem ployeeissubjecttothediscretionofthesupervisor,andis
dependentupontheneedforem ployeesonthedateforw hichthecom pensatory tim eisproposedtobe
used.
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S ection4: CO M P EN S A T IO N

W orkers’ Com pensation

1.EM P L O YEES IN JU R ED O N T HEJO B M U S T IM M EDIA T EL Y N O T IFY T HEIR S U P ER VIS O R .

2.Anem ployeew hosustainsaninjury w hileperform ingw ithinthescopeofhis/herem ploym ent,asprovidedby
Chapter102 oftheW isconsinS tatutes(W orkers’ Com pensationAct),m ay continuetoreceiveanam ount
equaltothedifferenceofhis/herregularnetpay (deductedfrom accruedsickleave,vacation,or
com pensatory tim e)andhis/herW orkers’ Com pensationpaym entsfortheperiodoftim eoftheinjury under
thefollow ingconditions:
A.T heem ployeem usthaveaccruedunusedsickleave,vacationbenefits,orcom pensatory tim etobeeligible

toreceivethisdisability pay;and

3.Eachbenefitlistedw illbeconvertedintodollarsandcentsperhourtoestablishtheam ountofbenefit
deductiontheCity w illassesstheem ployeeforsuchdisability pay;and,

4.T heCity w illthendeductfrom theem ployee'sbenefittheactualtim eneededtogeneratesufficientm oney to
m akeupthedifferencebetw eentheam ountoftheW orkers’ Com pensationpaym entandtheam ountofcost
totheCity topay theem ployeehis/herregularnetpay;and

5.T oinsurenoabuseofthisprogram ,theCity m ay,atitsow nexpense,requirecoveredem ployeestosubm itto
specifiedm edicalevaluations;and

6.Ifallaccum ulatedsickleave,vacation,andcom pensatory tim ehasbeenused,suchem ployeew illonly receive
W orkers’ Com pensationbenefits.

7.W orkers’ Com pensationprocessingishandledthroughtheCity Clerk’sDepartm ent.T hereisasetofrulesthat
m ustbefollow edtoprocessaW orkers’ Com pensationclaim sotheinjuredem ployee,theS upervisor,andthe
Clerk’sDepartm entneedtow orktogethertoinsurethatclaim sareproperly handled.

8.Duringtheperiodoftim ethatanem ployeeisnotw orkingduetoacom pensableinjury,theCity ofBaraboo
shallpay allem ployeeandem ployercontributionstotheW isconsinEm ployees’ T rustFundrequiredonthe
earningsreportedfortheem ployee.U ponreturnoftheem ployeetow ork,theCity ofBarabooshallrecover
from theem ployee’sfutureearningsthecontributionam ountpaidonbehalfoftheem ployee,w hich
custom arily w ouldhavebeenpaidby theem ployee.IftheCity andtheem ployeecannotagreeupona
repaym entschedule,therecovery shallbem adeinequalinstallm entsoveraperiodofsixm onths.
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S ection4: CO M P EN S A T IO N

FireInspector

T he Fire Inspectorisrequired to be aP aid-on-CallFirefighterasaresultofhis/herposition description.(T hisrule
shallapply to allFire Inspectorshired afterAugust1,2012.)W hen the Fire Inspectorrespondsto callsforservice
under the P aid-on-CallFirefighter portion of his/her position description during norm alw orking hours,no
additionalcom pensation isreceived.W hen the Fire Inspectorrespondsto callsforservice outside ofhis/her
norm alw orkinghours,thecurrentcom pensationrateforP aid-on-CallFirefighterapplies.T hesam eholdstruefor
any trainingorm eetingsattendedinthiscapacity andtim efram e.



S ection4 – P age45

S ection4: CO M P EN S A T IO N

U seofBenefitT im e

T he S tandard W ork W eek forem ployeesofthe City ofBaraboo is40 hours.W hen claim ing benefit tim e (sick

leave,vacation tim e,com pensatory tim e and funeralleave)an em ployee shallonly use such benefit tim e asis

needed to com plete the em ployee'sw orkday in the standard w orkschedule.T he use ofcom pensatory tim e off

w illbe allow ed provided it w aspre-approved by the S uperintendent orDepartm ent Head.Holiday hoursw illbe

appliedpriortotheapplicationofany benefithoursused.
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S ection5: CO N DU CT

S tandardsofBehaviorandEm ployeeW orkR ules

1.P U R P O S E: T oestablishrulespertainingtoem ployeeconduct,perform ance,andresponsibilitiessothat
allpersonnelcanconductthemselvesaccordingtocertainrulesofgoodbehaviorandgoodconduct.
A.T hepurposeoftheserulesisnottorestricttherightsofanyone,butrathertohelppeoplew ork

togetherharm oniously accordingtothestandardsw ehaveestablishedforefficientand
courteousserviceforourcitizens.

B.R easonablerulesconcerningpersonalconductofem ployeesarenecessary ifthefacility istofunction
safely andeffectively.Em ployeesw illbekeptinform edofdepartm entrulesandchangestothose
rulesby theS upervisororDepartm entHead.

C.T heCity believesthatem ployeesw antto,andw ill,doagoodjobifthey know w hatisrequiredto
perform theirjobproperly.EachS upervisorisresponsibleforensuringthattheem ployeeknow s
w hatisexpectedofhim /herintheirjob.Further,itisCity policy thatem ployeesaregivenam ple
opportunity toim proveintheirjobperform ance.

2.P O L ICY: Degreesofdisciplineareusually progressiveandareusedtoensurethattheem ployeehasthe
opportunity tocorrecthis/herperform ance.T hereisnosetstandardofhow m any oralw arningsm ust
begivenpriortoaw rittenw arningorhow m any w rittenw arningsm ustprecedesuspensionor
term ination.Factorstobeconsideredinclude:
A.How m any differentoffensesareinvolved.
B.T heseriousnessoftheoffense.
C.T hetim eintervalandem ployeeresponsetopriordisciplinary action(s).
D.P reviousw orkhistory oftheem ployee.

3.EX CEP T IO N S : Forseriousoffenses,suchasfighting,theft,insubordination,threatsofviolence,thesaleor
possessionofdrugsorabuseofalcoholonCityproperty,etc.,term inationm aybethefirstandonly
disciplinary steptaken.Any step(s)ofthedisciplinary processm ay beskippedattheCity ofBaraboo’s
discretionafterinvestigationandanalysisofthetotalsituation,pastpractice,andcircumstances.

In general,severaloralw arningsshould,at the next infraction,be follow ed by aw ritten w arning,
follow edatthenextinfractionbysuspensionordischarge.T hisisespeciallytrueinthosecasesw herethetime
intervalbetw een offensesisshort and the employee demonstratesapoor desire to improve his/her
performance.

4.EM P L O YEES T A N DA R DS :(T HIS L IS T IS N O T AL L -IN CL U S IVE)
A.Em ployeesS hall:

1)Beefficientw ithahighstandardofperform anceofassigneddutiesandresponsibilities.
2)R eportallabsencestohis/herS upervisor.
3)Conductalldutiesandresponsibilitiesw ithoutnegligenceintheuseofCity property.
4)Becourteoustootherassociates,citizens,peers,andm anagem entpersonnel.(Courtesy is

dem onstratedbothverbally andnon-verbally.)
5)P racticegoodconduct.
6)Abideby theEthicsCode(seeEthicsCodeS ectionofthishandbook).
7)O btainproperrelieforauthorizationfrom his/herS upervisorbeforeleavingassignedduties.
8)Adheretosafety rules.
9)Follow City policiesandcodes.

B.Em ployeesS hallN ot:
1)U setelevisionsorpersonalreadingm aterialsw ithoutauthorizationw hileonduty.
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2)Beabsentortardy inreportingtow orkorw illfully inefficientintheuseoftim e.
3)S leeponthejob.
4)U seabusiveorfoullanguagew hileonduty.
5)Breachconfidence,includingm isappropriationorunauthorizeddivulgenceofconfidentialCity

inform ation.
6)Falsify City records.
7)U nlaw fully takeany City property ortheproperty ofanotherperson.
8)Deliberately dam ageCity property.
9)T hreatenorcom m itphysicalviolenceagainstanotherperson.
10)Filloutorcom pleteaCity tim erecordortim esheetforthem selvesorforanotherperson

w ithoutspecificperm issionfrom aDepartm entHead.
11)Carry anillegalw eapononCity prem isesorw ithinthescopeofem ploym entw ithoutproper

authorization.
12)Carry any w eapononCity prem isesorw ithinthescopeofem ploym entw ithoutproper

authorization.
13)U seorbeundertheinfluenceofalcohol,intoxicants,illegaldrugs,ornon-prescribed

controlledsubstancesduringthescopeofem ploym ent.
14)P articipateinthesale,purchase,attem ptedsaleorpurchase,possessionortransferofillegal

drugsornon-prescribedcontrolledsubstancesduringthescopeofem ploym ent.
15)U seCity property forpersonalgainorfavor.
16)FileafalseW orkers’ Com pensationclaim .
17)Beinsubordinateorderogatory tow ardany City em ployee.
18)Actinanunprofessionalm anneratany tim ew henrepresentingtheCity.
19)Violatethelaw .Arrestorconvictionforany felony,m isdem eanor,orotheroffensethat

substantially relatestothecircum stancesoftheem ployee’sparticularjobasprovidedin
§111.335,W isconsinS tatutes,isprohibited.

5.DEFIN IT IO N S
A.Adm inistrativeS uspension-Anadm inistrativesuspension(leave)isaperiod,duringw hichtim ean

em ployeeisrelievedofhis/herjobbecauseofallegedseriousm isconduct.
B.AttendanceandP unctuality – Eachem ployeeisim portanttotheeffectiveoperationoftheCity.

W henanem ployeeisnotpresentatw orkathis/herexpectedtim es,som eoneelsem ustdothe
em ployee’sjobordelay doinghis/herow njobw hilehe/shew aitsfortheem ployeetoarrive.If
theem ployee’sjobinvolvesw orkingw ithcitizens,they m ay grow frustratedifthey can’treach
theem ployeeduringscheduledw orktim es.Asaresult,theCity expectseachem ployeetokeep
regularattendanceandtobeontim eandready tow orkatthebeginningoftheem ployee’s
scheduledw orkday.O fcourse,thingsw illsom etim eshappenthatw illpreventanem ployeefrom
show ingupforw orkontim e.Forexam ple,theem ployeem ay bedelayedby w eather,asickchild,
orcartrouble.Ifanem ployeeisgoingtobem orethantenm inuteslate,theem ployeeshouldcall
his/herS upervisor.IftheS upervisorcannotbereached,thenthenextpersoninaS upervisory
positionshouldbecontacted.T hisnoticeshouldbegivenasfarinadvanceaspossible.

C.CrisisS uspension-A crisissuspension(leave)isgivenatthediscretionoftheS upervisorw hen
actionm ustbetakenim m ediately.

D.Disciplinary S uspension-A disciplinary suspension(leave)m ay begiveninadditiontothe
adm inistrativeleaveoraspunishm entfortheviolation.T heem ployeeisrelievedofhis/herjob
assignm entbecauseofseriousorrepeatedinstancesofm isconductandshallforfeitpay lostasa
resultofthesuspensioninsituationsw herethereisnospecificinstanceofconductthatissooutrageous
thatitjustifiestermination,butthereisapatternofconductw heretheem ployeehascontinually
engagedinonem inorinfractionoftherulesafteranotherandhasreceivedadocum entedverbal
and/orw rittenw arningforruleinfraction(s).Disciplinary suspensionw ouldgenerally notbeused
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asaform ofdisciplineforem ployeesw ithattendanceproblem s.
E.Discharge– W hentheem ployeeisdischargedasaresultofaseriousoffense,orasthefinalstepin

anaccum ulationofinfractionsforw hichaw arningnotice(s)has/havebeenw ritten,theem ployee
w illbedischargedforcause.

F.Fighting– Verbalorphysicalfightingam ongem ployeesisabsolutely prohibited.Em ployeesshall
notengagein,provoke,orencourageafight.

G.Horseplay – AlthoughtheCity w antsitsem ployeestohavefunw hilethey w ork,theCity doesnot
allow em ployeestoengageinhorseplay w hichisfunthathasgottenloudandboisterousandout
ofcontrol.Horseplay disruptsthew orkenvironm entandcangetoutofhand,leadingtofighting,
hurtfeelings,safety hazards,orw orse.

H.Insubordination– T heCity operatesonasystem ofm utualrespectbetw eenS upervisorsand
em ployees.S upervisorsm usttreattheirem ployeesw ithdignity andunderstandingand
em ployeesm ustshow dueregardfortheirS upervisor’sauthority.Insubordinationoccursw hen
em ployeesunreasonably refusetoobey theordersorfollow theinstructionsoftheirS upervisors.
Italsooccursw henem ployees,throughtheiractionsorw ords,show disrespecttow ardtheir
S upervisors.

I.InvestigativeS uspension– Anem ployeem ay beplacedoninvestigativesuspension(leave)w henit
isnecessary tom akeafullinvestigationtodeterm inethefactsofthecase,asinafighting,
insubordination,ortheftincident.

J.L anguage(T hreatening,AbusiveorVulgar)– T heCity expectsitsem ployeestotreateveryonethey
m eetthroughtheirjobsw ithcourtesy andrespect.T hreatening,abusive,andvulgarlanguagehas
noplaceinthebusinessoftheCity.Itdestroysm oraleandrelationshipsanditim pedesthe
effectiveandefficientoperationoftheCity’sbusiness.Asaresult,theCity w illnottolerate
threatening,abusive,orvulgarlanguagefrom em ployeesw hilethey areonthew orksite,
conductingCity business,orattendingCity-relatedbusinessorsocialfunctions.

K.N otification– Ifanem ployeem ustm issafullday ofw orkforreasonsotherthanvacation,sick
leave,orotherapprovedleave,theem ployeem ustnotify his/herS upervisorasfarinadvanceas
possible.Iftheem ployeecannotreachhis/herS upervisor,anotherS upervisorshouldbe
contacted.Ifanem ployeeislateforw orkorfailstoappearw ithoutcallinginasrequiredby this
policy orby otherpoliciesinthishandbook,theem ployeew illfacedisciplinary actionupto,and
including,term ination

L .S leepingontheJob– W henanem ployeeoftheCity arrivesatw ork,he/sheisexpectedtobe
physically preparedtow orkthroughtheirday.Em ployeesw hosleeponthejobdam penm orale
andproductivity,anddepriveCity taxpayersoftheirw orkobligation.Asaresult,theCity doesnot
allow any em ployeetosleepw hileatw ork.Em ployeesw hofeelsickorareunabletofinishthe
day becauseofw earinessshouldtalktotheirS upervisorabouttakingtherestoftheday off.

M .Violence– Violenceincludesphysicalaltercations,coercion,pushingandshoving,aggressive
horseplay,intim idation,stalking,andthreatsofviolence.T heCity w illnottolerateviolenceinthe
w orkplace.Any com m entsaboutviolencew illbetakenseriously andm ay resultinanem ployee’s
term ination.Em ployeesshouldnotjokeorm akeoff-handrem arksaboutviolence.Ifanem ployee
observedanincidentorthreatofviolencethatisim m ediateandserious,im m ediately dial911 and
reportittothepolice.Iftheincidentorthreatdoesnotappeartorequirepoliceintervention,you
shouldcontacttheCity Adm inistratorortheM ayorandreportitassoonaspossible.Alllegitim ate
com plaintsw illbeinvestigatedandappropriateactionw illbetaken.Anem ployeew illnotface
retaliationform akingacom plaint.

N .W eapons– W eaponsincludefirearm s,knives,brassknuckles,clubs,bats,explosives,andother
equipm entw hosedesignisspecifically m eanttocauseharm orinjury.W eaponsaregenerally not
allow edinthew orkplace;how ever,w eaponsm ay berequiredincertainpositionsw ithintheP olice
Departm entw herethey areperm itted.Ifyourw orkrequiresyou touseanitem thatm ay qualify as
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aw eapon,you m ustreceiveauthorizationfrom yourS upervisortobringthatitem tothew orkplace
ortouseitinthew orkplace.Any em ployeefoundw ithanunauthorizedw eaponinthew orkplace
w illbesubjecttodiscipline,uptoandincludingterm ination.Exceptforcertifiedpoliceofficers,no
em ployeeshallcarry aconcealedw eaponw hileem ployed,eveniftheem ployeehasavalidperm it
authorizingtheconcealedcarry ofaw eapon.
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S ection5: CO N DU CT

Com m ercialDriver’sL icense

In the event an em ployee’sactualw ork issuch that he/she operatesam otor vehicle requiring a
Com m ercialDriver’sL icense (CDL )and his/herlicense to operate such m otorvehicle issuspended fora
periodofsixty daysorlessasaresultofanoff-duty offense,he/shem ay bereassigned totasksw ithinthe
Departm entthatdo notrequire aCDL duringthe period ofsuspension,in w hich case the em ployee shall
have his/herw age rate reduced by tw enty (20% )percent during the period ofsuspension.T he City shall
notberequiredtoreorganizew orkcrew sorassignm entssoastoreasonably accom m odateanem ployee.

Ifthe driver’sCDL issuspended foraperiod longerthan sixty daysbut not m ore than one year,the
em ployeem ay begivenaleaveofabsenceforuptooneyear,untilsuchtim eastheCDL isrestored.Ifan
em ployee hasaccrued vacation orcom p tim e,those hoursm ay be used w hile on leave ofabsence.S uch
hoursshallbe used continuously and not sporadically.During the period ofsuspension,the City m ay
reasonably accom m odate the em ployee by having the em ployee’sDepartm ent Head recallhim /herto
w orkasthe need foranon-CDL capable w orkerin the em ployee’sDepartm entisavailable.T he City shall
notberequired toreorganizew orkcrew sorassignm entssoastoreasonably accom m odateanem ployee.
Any em ployee being reasonably accom m odated shallhave his/herw age rate reduced by tw enty (20% )
percentduringtheperiodofsuspension.

Ifan em ployee’sCDL issuspended foraperiod ofm ore than one year,the em ployee w illbe term inated
w ithoutrightstoberecalled.
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S ECT IO N 5: CO N DU CT

DressCode,P hysicalA dornm ents,S tyleIssues,Etc.

1. T hepersonalappearanceofallem ployeesreflectstheim agew eprojecttothecitizensw eserve.
W ithoutunduly restrictingindividualtastes,itisthepolicy oftheCity ofBarabootorequirepersonal
cleanliness,goodgroom ing,andappropriateclothingtobew ornw hileem ployeesareonthejob.Itis
ourpracticetom aintainreasonablestandardsofdressandappearancecom m ontoareabusinesses
asaw holeandtoindividualjobresponsibilities.Itistheresponsibility ofeachDepartm entHead
and/orS upervisortom akecertainthatsuitableclothingisw ornandproperappearancem aintained
by em ployeesinthew orkplace.

2. W isconsinS tateS tatutesrequirethatnew ly hiredem ployeesbem adeaw areofourrequirem entsin
term sofdresscode,includinghairstyle,facialhair,andclothing(S ee§103.14,W isconsinS tatutes).In
additiontohairstyle,facialhair,andclothing,theCity ofBaraboo,by law ,alsohastherighttoprovide
standardsw ithregardtobody piercings,andbody tattoos.

3. R equirem entsregardinghygiene: ItistheCity’spolicy torequirepersonalcleanlinessandgood
groom ing.S om ejobs,m orethanothers,w illresultinsoiledclothing,hands,face,etc.,butpersonal
cleanlinessreachesbeyondthesurfacesoallem ployeesareexpectedtom aintainhighstandardsof
personalcleanlinessand/orhygiene.

4. R equirem entsregardinghaircolor/hairstyle,facialhair,andclothing.

A.Hair– Hairshouldbeclean,com bed,andneatly trim m edorarranged.S haggy,unkem pthairisnot
perm itted.

B.HairColor– T heCity w illnotallow extrem ehaircolors(Forexam ple:pinkhair,w iththecolorpink
chosenasjustoneexam pleof“ extrem e” haircolorw ith“ extrem e” m eaningnotofthenorm al
rangesofblonde,brow n,black,red,andgrey/w hite).

C.HairS tyle– T heCity w illnotallow extrem ehairstylessuchasshavenshapesinthehair,baldheads
purposely accom plishedforw om en(exceptions,ofcourse,beingcasesofillness),m ohaw ks,
spiked,orextrem ely exaggerated“ hip” styles(Forexam ple:shortontheleftatearlevel,longon
therightatshoulderlevel).

D.FacialHair– N eatly trim m ed,groom ed,andcleanfacialhairsuchasm ustaches,beards,and
sideburns/chopsonm enareperm itted.Em ployeesusingself-containedbreathingapparatus
equipm entneedtocom ply w ithstandardsforusingtheequipm entsafely and,therefore,m ay
haveastricterstandardw ithw hichthey m ustcom ply.

E.Clothing-Em ployeesareexpectedtochoosetheappropriateclothingthatsuitsthejobthey
perform .Em ployeesareencouragedtousecom m onsenseandtospeaktotheirS upervisoror
Departm entHeadifthereisany questionastow hatisorisnotappropriate.

5. Em ployeesareexpectedtopresentaprofessional,business-likeim agetothepublicatalltim es.
Acceptablepersonalappearanceisanon-goingrequirem entofem ploym entw iththeCity.R adical
departurefrom conventionalandappropriatedressisnotperm itted.

6. Em ployeesindepartm entsthathaveuniform sissuedarerequiredtow eartheuniform saccordingto
thepolicy setby theirDepartm entHeads.Inaddition,theCity placesspecificrestrictionsonthedress
andappearanceofsom eem ployeesforsafety reasons.S om eem ployeesm ustw earsafety clothing
suchashardhats,orangevests,safety shoes,safety goggles,etc.T heCity hasadoptedvarioussafety



52

policiesaddressingsafety clothingandequipm ent,w hatisw orn,andw henitisw orn.Affected
em ployeesshouldconsultthosepoliciesorseetheirS upervisororDepartm entHeadforspecificrules
onw hattow ear.

7. Atitsdiscretion,theCity m ay allow em ployeestodressinam orecasualfashionthanisnorm ally
required(shortsandrelatedcasualattirem ay beperm ittedifapprovedby theS upervisoror
Departm entHead).O ntheseoccasions,em ployeesarestillexpectedtopresentaneatappearance
andarenotperm ittedtow earripped,disheveled,orinappropriateclothing(suchassuggestiveattire,
tight,very short,orrevealinggarm ents).Appropriateclothingisattirethatdoesnotdraw excessive
attentionordetractsfrom thew orkplaceatm osphere.

8. Body Alterations

A.R equirem entsregardingbody piercings: P iercingsareallow edonly onareasofthebody thatare
notvisiblew henanem ployeeisfully clothed.Forexam ple,abellybuttonpiercingisallow edas
longasitisnotvisibleatw ork.S om eexam plesofpiercingsthatw ouldnotbeallow edinclude
piercingsonlips,noses,eyelids,any areaontheheadorotherareasofthebody notcoveredby
clothing.Earringsw ornontheearsareallow ed,inm oderation(theS upervisororDepartm ent
Headshouldm akeajudgm entcallonm ultiplestudsand/orringsinanear).Ifanew hireora
currentem ployeehassuchvisiblepiercing(s),exceptfortheearringsjustnoted,theadornm ent(s)
m ustberem ovedw hileonthejob.

B.R equirem entsregardingbody tattoos/body art/brands: T attoos/body art/brandsonthebody that
arevisiblew henanem ployeeisfully clothedareprohibitedifthey areexcessive,obscene,
sexually explicitoradvocateorsym bolizesex,gender,racial,religious,ethnicornationalorigin
discrim ination.Inaddition,tattoos/body art/brandsthatadvocateorsym bolizegangaffiliation,
suprem acistorextrem istgroups,ordruguseareprohibited.T hispolicy shallnotbeapplicablefor
existingtattoos/body art/brandsofcurrentem ployeesatthetim ethepolicy becom eseffective.

C.S everebody alterations: Intentionalbody m utilation,piercing,branding/intentionalscarringthat
areexcessiveoreccentric,andarevisiblew henanem ployeeisfully clothed,areprohibited.S om e
exam plesare:
1)asplitorforkedtongue;
2)foreignobjectsinsertedundertheskintocreateadesignorpattern;
3)enlargedorstretchedoutholesintheears(otherthananorm alpiercing);
4)intentionalscarring.

D.Any em ployeew hodoesnotm eetorm aintainthestandardsofthispolicy w ithregardtopersonal
cleanliness/hygiene,appropriateclothing,hair,body piercings,andtattoos,etc.,w illbesubjectto
correctiveactionw hichm ay includebeingsenthom etocorrecttheproblem area(s).N on-exem pt
em ployees(thosesubjecttothem inim um w ageandovertim erequirem entsoftheFairL abor
S tandardsAct)w illnotbecom pensatedforany w orktim em issedbecauseoffailuretocom ply
w iththispolicy.
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S ection5: CO N DU CT

DrugandA lcoholFreeW orkplace

I. P U R P O S E
T he purpose ofthispolicy isto assistin the prevention ofaccidentsand injuriesthatresultfrom
the m isuse ofdrugsand/oralcoholby allCity em ployees,including driversofcom m ercialm otor
vehicles.T hispolicy isintendedtobeconsistentw ithandincom pliancew iththeU .S .Departm ent
ofT ransportation and the FederalM otorCarrierS afety Adm inistration (FM CS A)drugand alcohol
testingrules,regulationsandprocedurescontainedinT itle49 C.F.R .andtheDrugFreeW orkplace
Actof1988.

II. P O L ICY
T he City of Baraboo is com m itted to protecting the safety, health and w ell being of
allem ployeesand recognizesthatdrugand alcoholabuse posesasignificantthreatto the goalsof
theCity.Em ployeeinvolvem entw ithalcoholandotherdrugscanbevery disruptive,adverselyaffect
the quality ofw orkand perform ance ofem ployees,pose serioushealth risksto usersand others,
and have anegative im pact on productivity and m orale. T he City hasestablished adrug-free
w orkplace program thatbalancesthe respectforindividualsw ith the need to m aintain adrugand
alcoholfreeenvironm ent.

T he contact forany questionsregarding thispolicy is: Ed Geick,City Adm inistrator,135 4th

S treet,Baraboo,W I53913. T elephone: 608-355-2715

A.P rohibitedConductforallCity Em ployees
1.Asrequired by the Drug Free W orkplace Act,allCity em ployeesare strictly prohibited from using,

possessing, m anufacturing, distributing, or dispensing controlled substances w hile on City
property,oroperatingCity equipm entorvehicles.

2.City em ployeesare prohibited from reportingfororrem ainingon duty orperform ingassigned job
dutiesw hileundertheinfluenceofalcoholoracontrolledsubstance.

3.City Em ployeesare prohibited from deliberately m isusing thispolicy in regard to subordinates,as
w ellasproviding false inform ation in connection w ith atest,orfalsifying test resultsthrough
tam pering,contam ination,adulterationorsubstitution.

B. R eportofCrim inalConviction
Crim inal convictionsfor m anufacturing,distributing,dispensing,possessing or using controlled
substancesin the w orkplace m ust be reported in w riting to the City Adm inistratorno laterthan 5
calendardaysaftersuch conviction.Appropriate action,w hich m ay consist ofdiscipline up to and
includingterm ination,w illbetakenw ithin30 daysofnotification.Federalcontractingagenciesw illbe
notifiedw henappropriate.

C. P rohibitedConductForCom m ercialM otorVehicleO perators
P ursuantto FederalR egulations(49 C.F.R .P arts40 & 382)oftheO m nibusT ransportationT estingActof
1991,allem ployeesw ho operate acom m ercialm otorvehicle on afulltim e,casual,interm ittent or
occasionalbasisare prohibited from the use ofillegaldrugsat alltim es,asw ellasengaging in the
follow ingconduct:
1. R eportingfororrem ainingonduty requiringtheperform anceofsafety-sensitivefunctionsw hile

havinganalcoholconcentrationof0.04 orgreater;
2. U singalcoholw hileperform ing(definedas"anytim etheem ployeeisactually perform ing,ready to

perform orim m ediately availabletoperform ')safety-sensitivefunctions;
3. U singalcoholduringthehourstheem ployeeisoncall;
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4. P erform ingsafety-sensitivefunctionsw ithinfour(4)hoursafterusingalcohol;
5. U singalcoholw ithineight(8)hoursfollow inganaccident,iftheem ployeeisrequiredtotakea

post-accidentalcoholtest;
6. P erform ingsafety-sensitivefunctionsafterrefusaltosubm ittoany ofthefollow ing:post-accident,

random ,reasonablesuspicionorfollow -upalcoholorcontrolledsubstancestest;
7. R eportingfororrem ainingonduty requiringtheperform anceofsafety-sensitivefunctionsw hen

theem ployeeusesany controlledsubstance,exceptw hentheuseispursuanttotheinstructions
ofalicensedm edicalpractitionerw hohasadvisedthedriverthatthesubstancew illnotadversely
affecttheem ployee'sability tosafely operateacom m ercialm otorvehicle;

8. R eportingfororrem ainingondutyorperform ingasafety-sensitivefunctionaftertestingpositiveor
adulteratingorsubstitutingatestspecim enforcontrolledsubstances.

A "safety-sensitive"functionm eansanyofthefollow ingon-dutyfunctions:
a) Alltim ew aitingtobedispatched;
b) Alltim einspecting,servicingorconditioninganycom m ercialm otorvehicle;
c) Alldrivingtim e,i.e.alltim espentatthedrivingcontrolsofacom m ercialm otorvehiclein

operation;
d) Alltim e,otherthandrivingtim e,inoruponanycom m ercialm otorvehicle;
e) Alltim eloadingorunloadingavehicle,supervisingorassistingintheloadingorunloading,

attendingavehiclebeingloadedorunloaded,rem aininginreadinesstooperatethevehicle,orin
givingorreceivingreceiptsforshipm entsloadedorunloaded;

f) Alltim erepairing,obtainingassistanceorrem aininginattendanceuponadisabledvehicle.

Appendix A listsallCity positiontitlesthatareresponsibleforperform ingsafety-sensitivefunctions.

D. P reventionandR ehabilitation
T hegoalsofthispolicy arepreventionandrehabilitationw heneverpossible,ratherthandisciplineor
term ination.T heCity encouragesem ployeesw hohaveanalcoholorotherdrugproblem toseekhelp
todealw iththeirproblem .T heCity providesanEm ployeeAssistanceP rogram throughCeridian;that
program iscalledL ifeW orks. HelpisavailablethroughL ifeW orkstheCity'sEm ployeeAssistance
P rogram 24 hoursaday,7daysaw eek. Form oredetailsonthisprogram ,justgoto
w w w .lifew orks.com andenteruserid:baraboo; passw ord:eap.

Em ployeesw ho adm itto alcoholm isuse orcontrolled substancesuse are notsubjectto the referral,
evaluationandtreatm entrequirem entsofparts40 and382,providedthat:
1. T heem ployeedoesnotself-identifyinordertoavoiddrugoralcoholtesting;
2. T heem ployeem akestheadm issionofalcoholm isuseorcontrolledsubstancesusepriorto

perform ingasafety-sensitivefunction

E.DrugandA lcoholT esting
P articipation in the City'sDrug and AlcoholT esting P rogram isarequirem ent ofevery em ployee,
includingthoseperform ingsafety-sensitivefunctions,andtherefore,isaconditionofem ploym ent.
1. T estingR ecords

T he City,upon the em ployee'sw ritten consent,w illobtain the follow ing inform ation from the D.O .T .
regulated em ployersduring the tw o (2) yearsprior to the date ofapplication ortransferfor all
em ployeesseeking to begin perform ing safety-sensitive functionsforthe first tim e:(1)alcoholtests
w ith result of0.04 orhigheralcoholconcentration; (2)verified positive drug tests; (3)test refusals
(including verifiedadulteratedorsubstituteddrug testresults);(4)otherviolationsofDO T agency drug
and alcoholtesting regulations; (5)docum entation ofthe em ployee'ssuccessfulcom pletion ofDO T
return-to-dutyrequirem entsforviolationofthedrugandalcoholregulations.Ifthiscannotbeobtained
from apreviousem ployer,thedocum entationw illberequestedfrom theem ployee.

http://www.lifeworks.com/
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An em ployee w illnot be perm itted to perform safety-sensitive functionsifone ofthe follow ing
occurs:
a) T heaboveinform ationfrom previousem ployerscannotbeobtainedafter30 days,unlessagood

faithefforttoobtainthisinform ationhasbeenm adeanddocum ented;
b) Inform ationisobtainedthattheem ployeehasviolatedadrugandalcoholregulationandhasnot

com pliedw iththereturn-to-dutyrequirem entsoftheregulations;
c) T heem ployee,upontheCity'srequiredrequest,adm itstoarefusalorpositivetestonany

pre-em ploym entdrugandalcoholtestadm inisteredduringthepasttw oyearsforsafety-
sensitivetransportationw orkthattheem ployeedidnotobtain(untilandunlessthe
em ployeedocum entssuccessfulcom pletionofthereturntoduty process).

T he em ployee w illnot be allow ed to perform safety-sensitive functionsuntilthe em ployee
docum entssuccessfulcom pletionofthereturn-to-duty process.

Every DO T regulated em ployer that inform ation isrequested from w illreceive the em ployee's
w rittenconsenttoprovidetheinform ation.A confidentialrecordoftheinform ationobtained (orthe
City'seffortto obtain)m ustbe m aintained forthree (3)yearsfrom the date ofthe em ployee'sfirst
safety-sensitivedutyperform ance.

In situationsw here the City providesthisinform ation confidentially and in w riting to another
em ployer,aw ritten record ofthe released inform ation w illbe m aintained,asw ellasthe date,to
w hom theinform ationw asreleased,andasum m ary oftheinform ationprovided.

2.T estingConditions
a) R easonableS uspicion

Anem ployeeisrequired tosubm itto analcoholorcontrolled substancetestuponatrained
(in accordance w ith thispolicy and S ection 382.603 requirem ents)supervisor'sreasonable
suspicion to believe that the em ployee isin violation ofthispolicy.T he determ ination of
reasonable suspicion m ustbe based on specific,contem poraneous,articulable observations
concerning the appearance, behavior, speech or body odors of the em ployee. T he
observationsm ay include indicationsofthe chronic and w ithdraw aleffectsofcontrolled
substances.T hesupervisorw hom akesthedeterm inationthatreasonablesuspicionexiststo
conductanalcoholtestshallnotconductthealcoholtestoftheem ployee.

U nderDO T regulations,alcoholtesting isonly authorized ifobservationsare m ade during,just
preceding orjust afterthe period ofthe w ork day that the em ployee isrequired to be in
com pliance(during,justbeforeoraftertheem ployeehasperform edsafety-sensitivefunctions).
How ever,Citypolicyrequiresthatreasonablesuspicionalcoholtestingshallbeperform edatany
tim eduringanem ployee'sw orkday.

U nder DO T regulations,the em ployee w illnot be perm itted to perform safety-sensitive
functionsuntil:(1)an alcoholtest isadm inistered and the alcoholconcentration m easures
lessthan 0.02; or(2)24 hourshave elapsed follow ing the determ ination that there w as
reasonable suspicion to testthe em ployee.How ever,City policy requiresthatan em ployee
w illnotbereturnedtow orkuntilconfirm edtestresultsareobtained.

Ifanalcoholtestisnotadm inisteredw ithintw o(2)hoursfollow ingthereasonablesuspicion
determ ination,the supervisor m ust prepare and m aintain on file a record stating the
reasons the alcohol test w as not prom ptly adm inistered. If an alcohol test is not
adm inistered w ithin eight (8)hoursfollow ing the reasonable suspicion determ ination,the
supervisorm ust cease attem ptsto adm inisteran alcoholtest and shallstate in the record
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thereasonsfornotadm inisteringthetest.Inaddition,thedriverw illbeoutofservicefor24
hours.

T he supervisor w ho m ade the observationsshall provide a report that containsthe
observationsleadingto analcoholorcontrolled substancesreasonablesuspiciontestw ithin
24 hoursof the observed behavior or before the resultsof the alcoholor controlled
substancestestsarereleased,w hicheverisearlier.

1) U pontheem ployee'srem ovalfrom thejobsite,thesupervisorshouldcontacttheCity
Adm inistrator.Ifcontactcannotbem adeatthattim e,thesupervisorshouldproceedto
thenextstepofthisprocedureandm akecontactw iththeCity Adm inistratorassoon
thereafteraspossible.

2) T hesupervisoristothentaketheem ployeetothecollectionsitefordrugand/oralcohol
testing,andm ustrem ainatthesiteuntilthetestiscom pleted.

3) Ifthealcoholtestisconductedm orethantw o(2)hours,butlessthaneight(8)hours,after
thesupervisorm akesthereasonablesuspiciondeterm ination,thesupervisorw illcom pletea
reportexplainingthereasonforthedelayinconductingthetest.Ifthealcoholtestisnot
conductedw ithineight(8)hoursafterthesupervisorm akessuchreasonablesuspicion
determ ination,orifthedrugtestisnotconductedw ithintw enty-four(24)hoursaftersuch
determ ination,thesupervisorw illcom pleteareportexplainingthereasonsw hythetestw as
notconducted.

4) O ncethedrugand/oralcoholtesthasbeencom pletedthesupervisoristom ake
arrangem entsfortheem ployeetobetakenhom e.T heem ployeew illnotbeperm ittedto
drivetheirow ncarhom eatthattim e.T heem ployeem ay haveafam ily m em berora
friendpickthem uporthesupervisorm ay taketheem ployeehom e.

5) T heem ployeeistobeadvisednottoreporttow ork.T heCity w illcontacttheem ployee
oncethetestresultsareknow n(thisnorm ally takes24-48 hours)andadecisionhasbeen
m adeastotheem ployee'sstatus.

6) T he resultsofthe drug and/oralcoholtest w illbe sent directly to the City
Adm inistrator. W hentheresultsareobtained,theem ployee'ssupervisoranddepartm ent
headw illm eetw iththeCity Adm inistratorand/orCity Attorney todeterm inethe
appropriatecourseofactiontobetaken.

7) T hisisaconfidentialprocess.T estresultsw illbeheldstrictly confidentialandarenottobe
discussedorsharedw ithanyonew hodoesnotneedtoknow .L ikew ise,asupervisorm ust
notdiscussthesuspectedreasonforareferralorterm inationw ithanyonew hodoesnot
needtoknow .

8) O ncethetesthasbeencom pletedandtheem ployeehasbeentakenhom e,thesupervisor
m ustsubm itaw rittenreporttotheCity Adm inistrator,outliningindetailw hathappened
andw hatbehaviorw asobservedthatledthesupervisortobelievetheem ployeew as
undertheinfluenceofalcoholand/ordrugs.T hisreportistobedonew ithin24 hoursof
testing.

b)P re-Em ploym ent
Controlled S ubstances: Any individualnot currently em ployed by the City orany City em ployee
w ho iscurrently notperform ingsafety-sensitive functionsbutw illbe m ovingto asafety-sensitive
position shallundergo alcoholtestingpriorto hire ortransfer. T he City m ustbe in receiptofthe
em ployee'snegativetestresultfrom theM edicalR eview O fficer(M R O )orConsortium /T hirdP arty
Adm inistrator(C/T P A).

Adm inistrationofacontrolled substancetestisnotrequired iftheem ployeehasparticipated ina
controlledsubstancestestingprogram w ithintheprevious30 days:
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 A N D w astestedforcontrolledsubstancesw ithinthepast6 m onths(from thedateof
applicationw iththeCity);

 O R participatedintherandom controlledsubstancestestingprogram fortheprevious
12 m onths(from thedateofapplicationw iththeCity);

 A N D theCity ensuresthatnopriorem ployeroftheindividualhasrecordsofa
controlledsubstancesviolationw ithintheprevious6 m onths.

T o utilize thisexception,the supervisorm ust obtain and retain the follow ing inform ation from
thecontrolledsubstancestestingprogram (s)inw hichtheem ployeeparticipated:
1) N am e(s)andaddress(es)oftheprogram (s);
2) Verificationoftheem ployee'sparticipationintheprogram (s);
3) Verificationthattheprogram (s)conform (s)topart40 ofthistitle;
4) Verificationthattheem ployeeisqualifiedundertheserules,includingthattheem ployee

hasnotrefusedtobetestedforcontrolledsubstances;
5) T hedatetheem ployeew aslasttestedforcontrolledsubstances;
6) T heresultsofany teststakenw ithintheprevious6m onthsandany otherviolationsof

controlledsubstancetesting;
7) T heaboveinform ationm ustbeobtainedandm aintainedinaccordancew ithD.O .T .

standardsatleastonceevery 6m onthsforem ployeesthatareutilized,butnotem ployed
m orethanonceayear.IftheCity cannotverify thatanem ployeeisparticipatingina
controlledsubstancestestingprogram ,theCity shallconductapre-em ploym entcontrolled
substancestest.

A lcoholT esting: Any individualnotcurrently em ployed by the City orany City em ployee w ho is
currently notperform ingsafety-sensitivefunctionsbutw illbem ovingtoasafety-sensitiveposition
shallundergoalcoholtestingpriortohireortransfer.T heCity m ustbeinreceiptoftheem ployee's
negative test result from the M edical R eview O fficer (M R O ) or Consortium /T hird P arty
Adm inistrator(C/T P A).

Adm inistration ofan alcoholtest isnot required ifthe em ployee hasparticipated in an alcohol
testingprogram w ithintheprevious30 days:

 T hetestm ustbeconductedinaccordancew ithD.O .T .standardspriortothefirst
perform anceofasafety-sensitivefunction(applicabletonew ortransferring
em ployees)forallem ployees,afterm akingacontingentofferofem ploym entor
transfer

 Em ployeesm ay notbeginperform ingsafety-sensitivefunctionsunlesstheresultofthe
testindicatesanalcoholconcentrationoflessthan0.04.

c) P ost-A ccidentT esting
Assoonaspracticablefollow inganaccidentinvolvingacom m ercialm otorvehicle,theCityof
Barabooshalltesteachofitssurvivingdriver(s)foralcoholandcontrolledsubstancesif:
1) thesurvivingdriver(s)w ereperform ingsafety-sensitivefunctionsw ithrespecttothevehicle,

iftheaccidentinvolvedthelossofhum anlife;
2) theem ployeereceivedacitationw ithin8hours(foralcohol)or32 hours(forcontrolled

substances)oftheoccurrenceunderS tateorlocallaw foram ovingtrafficviolationarising
from theaccident,IFtheaccidentinvolved:(a)bodilyinjurytoanyonew hoim m ediately
receivesm edicaltreatm entaw ayfrom theaccidentsceneO R (b)oneorm orevehiclesincur
disablingdam ageandrequiretow ing.

T he alcoholtest m ust be adm inistered assoon aspossible,but no laterthan eight (8)hours
follow ingthe accident,and the drugtestm ustbeadm inistered w ithin thirty-tw o (32)hoursof



58

theaccident.

Ifthe alcoholtestisnotadm inistered w ithin tw o (2)hoursofthe accident,the supervisorm ust
stillattem pttoadm inisterthetestand prepareand m aintainonfilearecord statingthereasons
the alcoholtest w asnot prom ptly adm inistered.Ifan alcoholtest isnot adm inistered w ithin
eight(8)hoursorifthedrugtestisnotadm inisteredw ithinthirty-tw o(32)hoursoftheaccident,
the supervisorm ustcease attem ptsto adm inisterthe test(s)and shallstate in the record the
reasonsfornotperform ingthetest(s).

Anem ployeew ho issubjectto post-accidenttestingshallrem ainreadily availableforsuch testing
orm ay be deem ed by the City ofBaraboo to have refused to subm it to testing.How ever,an
em ployee isnot prohibited from obtaining necessary m edicalattention forinjured people
follow ing an accident or leaving the scene to obtain assistance or necessary em ergency
m edicalcare.

T he resultsofaurine orbreath alcoholtestconducted by afederal,state orlocalofficialhaving
independent authority forthe test w illbe considered to m eet the requirem entsforapost-
accidenttest.T hetestm ustconform totheapplicablefederal,stateorlocaltestingrequirem ents
andm ustbeobtainedbytheCity.

T hissectiondoesnotapplyto:
1) anoccurrenceinvolvingonly boardingoralightingfrom astationarym otorvehicle;or
2) anoccurrenceinvolvingonlytheloadingorunloadingofcargo;or
3) anoccurrenceinthecourseoftheoperationofapassengercarorm ulti-purposepassenger

vehicleunlessthevehicleistransportingpassengersforhireorhazardousm aterialsofatype
andquantity requiringthevehicletobem arkedorplacarded.

d)R andom T esting
R andom drugand alcoholtestingm ay beperform ed anytim easafety-sensitiveem ployeeison
duty.T heem ployeeselectionfortestingshallbem adeby ascientifically valid m ethod and w ill
occur unannounced throughout the calendar year. An em ployee notified of selection for
random alcoholand/orcontrolled substancestesting shallcease to perform safety-sensitive
functionsand proceed to the test site im m ediately. An em ployee shallonly be tested for
alcoholduring,justbeforeorjustaftertheperform anceofsafety-sensitivefunctions.

T he m inim um annualpercentage rate,asestablished by the FederalM otor Carrier S afety
Adm inistration (FM CS A),forrandom testing ofem ployeesin safety-sensitive positionsshallbe:
(1)10% foralcoholtesting;(2)50% forcontrolled substance testing.T he testing ratesm ay be
adjustedbasedonanalysisofpositivedrugandalcoholviolationsratesfortheentireindustry,as
reportedannually.

Ifanem ployeetestspositiveforalcoholorcontrolledsubstances,theem ployeew illbesubject
todisciplinary action,uptoandincludingdischarge.

e) R eturn-to-Duty/Follow -U pT esting

Em ployeestestingpositiveforalcoholorcontrolledsubstancesshallnotbereturnedtodutyinany

safetysensitiveposition.

f) T estR efusal
T hefollow ingbehaviorconstitutesatestrefusalfordrugsandalcohol(382.107):
1) Failuretoappearforthetestw ithin1 hourofhavingbeenorderedtoappearfortestingw ith
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theexceptionofpre-em ploym ent.
2) Failuretorem ainatthetestingsiteuntilthetestingprocessiscom pleted.How ever,ifan

em ployeeleavesapre-em ploym enttestingsitebeforetheprocessstarts,itisnotdeem ed
tobeatestrefusal.

3) Failuretoprovideaurinespecim en,salivaorbreathspecim en,asapplicable.How ever,an
em ployeew hodoesnotprovideaspecim enbecausetheyhaveleftthetestingsitebeforethe
processstartsforapre-em ploym enttestisnotdeem edtobeatestrefusal.

4) Failuretoprovideasufficientvolum eofurineorbreathw ithoutavalidm edical
explanationforthefailure.

5) Failuretoundergoam edicalexam inationaspartoftheverificationprocess.Inthecaseof
apre-em ploym entdrugtest,thetestisdeem edtobearefusalonly ifthepre-em ploym ent
testisconductedfollow ingacontingentofferofem ploym ent.

6) Failuretocooperatew ithany partofthetestingprocess.
7) Failuretoperm ittheobservationorm onitoringofspecim endonationw hensorequired.
8) Failuretotakeasecondtestrequiredby theCity orcollector.
9) A drugtestresultthatisverifiedby theM R O asadulteratedorsubstituted(applicableto

drugtestonly).
g) T estingP rocedures

T healcoholandcontrolledsubstancetestingproceduresw illcom plyw ith49 CFR P art40 as
am endedandprotectCityem ployeesandtheintegrityofthetestingprocess,safeguardthe
validityofthetestresults,andensurethetestresultsareattributedtothecorrectem ployee.For
am oredetaileddiscussiononthetestingprocedures,refertoAppendixB.

h)S tand-Dow n

T hereshallbenostand-dow npractice.

i) Em ployeeN otification(382.411)
1) Anem ployeeshallbenotifiedofapre-em ploym entcontrolledsubstancestestifthe

em ployeerequestssuchresultsw ithin60 calendardaysofbeingnotifiedofthedisposition
oftheem ploym entapplication.Anem ployeeshallbenotifiedoftheresultsofrandom ,
reasonablesuspicionandpost-accidenttestsforcontrolledsubstancesconductedifthe
testresultsareverifiedpositive,andw hichcontrolledsubstance(s)w ereverifiedas
positive.

2) T heDER shallm akereasonableeffortstocontactandrequesteachem ployeew ho
subm ittedaspecim enunderthetestingprogram ,regardlessoftheindividual's
em ploym entstatus,tocontactanddiscusstheresultsofthecontrolledsubstancestest
w ithaM R O w hohasbeenunabletocontactthedriver.

3) T heDER shallim m ediately notify theM R O thattheindividualhasbeennotifiedtocontact
theM R O w ithin72 hours.

j) R esultsofaP ositiveA lcoholorDrugT est
Any em ployee w ho testspositive fordrugsorforalcoholconcentration of0.02 orhigheris
subjecttodischarge.

k) EducationandT rainingP rogram s
Allcoveredem ployeesshallreceivedrugand alcoholinform ationalm aterialsandacom m unity
servicehot-linetelephonenum berforem ployeeassistance.

Covered em ployeesm ustreceiveatleast60 m inutesoftraining(required only onceduring the
em ployee'stenure w ith the City)on the effectsand consequencesofprohibited drug use on
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personalhealth,safety,and the w orkenvironm ent,and on the signsand sym ptom sthatm ay
indicatedprohibiteddruguse.

S upervisors and/or other authorized City officials w ho m ake reasonable suspicion
determ inationsshallreceive at least 60 m inutesoftraining on the physical,behavioraland
perform ance indicatorsof probable drug use and at least 60 m inutesof training on the
physical,behavioral,speech and perform ance indicatorsofprobable alcoholm isuse (required
only onceduringtheem ployee'stenurew iththeCity).

l) P rescriptionDrugs
P riortoperform ingw ork-related duties,em ployeesm ustnotify theirsupervisorifthey aretaking
any legally prescribed m edication,therapeuticdrug,orany non-prescription drugw hich contains
any m easurableam ountofalcoholorw hichcarriesaw arninglabelthatindicatestheem ployee's
m entalfunctioning,m otor skillsor judgm ent m ay be adversely affected by the use of the
m edication.A w ritten report ofthisnotification isto be filed by the supervisorw ith the City
Adm inistrator.It isthe responsibility ofthe em ployee to inform theirphysician ofthe type of
safety-sensitivefunctionthattheem ployeeperform sinorderforthephysiciantodeterm ineifthe
prescribed substance could interfere w ith the safe and effective perform ance ofthe em ployee's
dutiesoroperation ofCity'sequipm ent.How ever,asrequired by the Federalregulations,any
em ployee w ho usesor possessesm edication containing alcoholw hile on duty orw ho tests
positiveforalcoholw illberem ovedfrom theirpositionandsubjecttothealcoholprovisionofthis
policy,even though the reason forthe positive alcoholtest isthe fact that the em ployee's
prescriptionornonprescriptionm edicationcontainsalcohol.

A legally prescribed drug isone w here the em ployee hasaprescription or other w ritten
approvalfrom aphysician forthe use ofthe drug in the course ofm edicaltreatm ent.T he
prescription m ustinclude the patient'snam e,the nam e ofthe substance,quantity/am ountto
betaken,andtheperiodofauthorization.T hism isuseorabuseoflegaldrugsw hileperform ing
City businessisprohibitedby City policy.

m )Confidentiality ofR ecords
T he City respectsthe confidentiality and privacy rightsofallem ployees.Accordingly,the results
ofany testadm inistered underthispolicy and the identity ofany em ployee participating in the
City'sEAP orotherassessm entortreatm entprogram w illnotberevealed by the City to anyone
except asrequired by law . T he City w illrelease any em ployee'srecordsasdirected by the
expressw rittenconsentoftheem ployeeauthorizingreleasetoanidentifiedperson.Inaddition,
theCity w illensurethatany lab,agency orM edicalR eview O fficer(M R O )usedtoconducttesting
underthispolicy w illm aintaintheconfidentiality ofem ployeetestrecords.

T he M edicalR eview O fficer(M R O )w illnot revealindividualtest resultsto anyone except the
individualtested,unlessthe M R O hasbeen presented w ith aw ritten authorization from the
tested em ployee.T heCity m ay berequested by theM R O tohaveatested em ployeecontactthe
M R O iftheem ployeew asunableto bereached afteram inim um ofthree(3)attem ptsovera24
hourperiod.T heM R O w illdiscloseinform ationrelatedtoaverifiedpositivedrugoralcoholtestof
an individualto the City.T he City m ay disclose inform ation to the em ployee orto the decision
m akerin alaw suit,grievance orotherproceeding by oron behalfofthe individualw hich arises
from anyactiontakeninresponsetoapositivedrugoralcoholtest;orasrequiredby law ,including
courtordersandsubpoenas;oruponthetestedem ployee'sw rittenauthorizationandconsent.

Allrecordsrelated to drug and alcoholtestsofindividualem ployeesw illbe m aintained in
individualfilesseparate from the em ployee'spersonnelfile.T hese recordsw illbe stored in a
locked cabinetand accessw illonly be allow ed to those City em ployeesw ho have alegitim ate
needtoreview therecordsofaparticularem ployee.
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n)R ecordR etention,M IS R eportingandP ublicInterestExclusion(P IE)
R ecordsw illbe m aintained on test results,the testing process,return-to-duty process,and
em ployee training.Foram ore detailed discussion on record retention,M IS reporting and
P ublicInterestExclusion(P IE),refertoAppendixC.

III. DEFIN IT IO N S
1. Accident:Anoccurrenceassociatedw iththeoperationofavehicleif,asaresult:(1)anindividual

dies;(2)anindividualsuffersabodily injury andim m ediately receivesm edicaltreatm entaw ay
from thesceneoftheaccident;(3)w ithrespecttoanoccurrenceinw hichthem asstransitvehicle
involvedisarailcar,trolley car,trolley bus,orvessel,them asstransitvehicleisrem ovedfrom
revenueservice;(4)w ithrespecttoanoccurrenceinw hichthem asstransitvehicleinvolvedisa
bus,electricbus,van,autom obile,orany non-revenueservicevehicle,oneorm orevehiclesincurs
disablingdam ageastheresultoftheoccurrenceandistransportedaw ay from thesceneby atow
truckorothervehicle.Forpurposesofthisdefinition,"disablingdam age"m eansdam agethat
precludesdepartureofany vehiclefrom thesceneoftheoccurrence,initsusualm anner,in
daylight,aftersim plerepairs.Disablingdam ageincludesdam agetovehiclesthatcouldhavebeen
operatedbutw ouldhavebeenfurtherdam agedifsooperated,butdoesnotincludedam agethat
canberem ediedtem porarily atthesceneoftheoccurrencew ithoutspecialtoolsorparts;tire
disablem entw ithoutotherdam ageevenifnospareisavailable;ordam agetoheadlights,taillights,
turnsignals,hornorw indshieldw ipersthatm akesthem inoperative.

2. A dulteratedS pecim en:A specim enthatcontainsasubstancethatisnotexpectedtobepresent
inhum anurine,orcontainsasubstanceexpectedtobepresentbutisataconcentrationsohigh
thatitisnotconsistentw ithhum anurine.

3. A lcoholConcentration:T healcoholinavolum eofbreathexpressedinterm sofgram sof
alcoholper210 litersofbreathasindicatedby abreathtestunderthispart.

4. AlcoholConfirm ationT est:A subsequenttestusinganEBT ,follow ingascreeningtestw itharesult
of0.02 orgreater,thatprovidesquantitativedataaboutthealcoholconcentration.

5. A lcoholS creeningDevice(A S D):A breathorsalivadevice,otherthananEBT ,thatis
approvedby theN ationalHighw ay T rafficS afety Adm inistration(N HT S A)andplacedona
conform ingproductslist(CP L )forsuchdevices.

6. A lcoholS creeningT est:Ananalyticalproceduretodeterm inew hetheranem ployeem ay havea
prohibitedconcentrationofalcoholinabreathorsalivaspecim en.

7. BreathAlcoholT echnician(BA T ):Anindividualw hoinstructsandassistsindividualsinthealcohol
testingprocessandoperatesanEBT .

8. CancelledT est:A drugoralcoholtestthathasaproblem identifiedthatcannotbeorhasnot
beencorrected,orw hichthispartotherw iserequirestobecancelled.A cancelledtestisneither
apositivenoranegativetest.

9. ChainofCustody(CCF):T heprocedureusedtodocum entthehandlingoftheurinespecim enfrom
thetim etheem ployeegivesthespecim entothecollectoruntilthespecim enisdestroyed.T his
procedureusestheFederalDrugT estingCustodyandControlForm (CCF).

10.Confirm ation(orConfirm atory)T est:Indrugtesting,asecondanalyticalproceduretoidentify
thepresenceofaspecificdrugorm etabolitethatisindependentofthescreeningtestandthat
usesadifferenttechniqueandchem icalprinciplefrom thatofthescreeningtesttoensure
reliability andaccuracy.Inalcoholtesting,asecondtest,follow ingascreeningtestw itharesult
of0.02 orgreater,w hichprovidesquantitativedataofalcoholconcentration.

11.Confirm ationValidity T est:A secondtestperform edonaurinespecim entofurthersupporta
validity testresult.

12.Confirm edDrugT est:A confirm ationtestresultreceivedbyanM R O from alaboratory.
13.Consortium /T hirdP artyAdm inistrator(C/T P A):A serviceagentw hoprovidesorcoordinatesthe

provisionofavarietyofdrugandalcoholtestingservicestoem ployers.C/T P Astypically perform
adm inistrativetasksconcerningtheoperationoftheem ployers'drugandalcoholtestingprogram s.
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T histerm includes,butisnotlim itedto,groupsofem ployersw hojointogethertoadm inister,asa
singleentity,theDO T drugandalcoholtestingprogram sofitsm em bers.C/T P Asarenot
"em ployers"forpurposesofthispart.

14.DesignatedEm ployerR epresentative(DER ):Anem ployeeauthorizedbytheem ployertotake
imm ediateaction(s)toremoveem ployeesfrom safety-sensitiveduties,orcauseem ployeestobe
removedfrom thesecoveredduties,andtomakerequireddecisionsinthetestingandevaluation
processes.T heDER alsoreceivestestresultsandothercomm unicationsfortheem ployer,consistent
w iththerequirementsof49 CFR P art40.S erviceagentscannotactasDER s.

15.DiluteS pecim en:A specim enw ithcreatinineandspecificgravity valuesthatarelow erthan
expectedforhum anurine.A dilutetestw illbereportedaspositiveornegative.Forapositive
dilutetesttheem ployertreatstheresultasapositivetestandrem ovestheem ployeefrom
safety-sensitiveduty.Foranegativedilutetest,theem ployerm ay require,asam atterofpolicy,
em ployeestoretestw ithoutdirectobservation.T hesecondtestisthetestofrecord,evenifthe
secondtestisalsonegativedilute.

16.DrugM etabolite:T hespecificsubstanceproducedw henthehum anbody m etabolizesagiven
prohibiteddrugasitpassesthroughthebody andisexcretedinurine.

17.DrugT est:T helaboratory analysisofaurinespecim encollectedinaccordancew ith49 CFR P art
40 andanalyzedinaDepartm entofHealthandHum anS ervices(DHHS )approvedlaboratory.

18.EvidentialBreathT estingDevice(EBT ):AnEBT approvedby theN ationalHighw ay T rafficS afety
Adm inistration(N HT S A)fortheevidentialtestingofbreathandplacedonN HT S A'sConform ing
P roductsL istofEvidentialBreathM easurem entDevices(CP L ).

19.InvalidDrugT est:T heresultofadrugtestforaurinespecim enthatcontainsanunidentified
adulterantoranunidentifiedinterferingsubstance,hasabnorm alphysicalcharacteristics,orhas
anendogenoussubstanceatanabnorm alconcentrationthatpreventsthelaboratory from
com pletingorobtainingavaliddrugtestresult.

20.InitialValidity T est:T hefirsttestusedtodeterm ineifaspecim enisadulterated,diluted,or
substituted.

21.M edicalR eview O fficer(M R O ):A personw hoisalicensedphysicianandisresponsiblefor
receivingandreview inglaboratory resultsgeneratedby anem ployer'sdrugtestingprogram and
evaluatingm edicalexplanationsforcertaindrugtestresults.

22.N egativeT estR esult:Drugtestw ithaverifiedpresenceoftheidentifieddrugoritsm etabolite
below them inim um levelsspecifiedin49 CFR P art40,asam ended.Analcoholconcentrationof
lessthan0.02 BAC isanegativetestresult.

23.N on-negativeT est:T estresultfoundtobeadulterated,substitute,invalidorpositivefor
drug/drugm etabolites.N on-negativeresultsareconsideredapositivetestorrefusaltotestif
M R O cannotdeterm inelegitim atem edicalexplanation.

24.P erform ing(asafety-sensitivefunction):A coveredem ployeeisconsideredtobeperform inga
safety-sensitivefunctionandincludesanyperiodinw hichheorsheisactuallyperform ing,readyto
perform ,orim m ediatelyavailabletoperform suchfunctions.

25.P ositiveT est:Drugtestw ithaverifiedpresenceoftheidentifieddrugoritsm etaboliteator
abovethem inim um levelsspecifiedin49 CFR P art40,asam ended.A positivealcoholtestresult
m eansaconfirm edalcoholconcentrationof0.04 BAC,orgreater.

26.P ost-AccidentT est:A drugtestadm inisteredtoanem ployeew henanaccident(aspreviously
defined)hasoccurredandtheem ployeeperform edasafety-sensitivefunctionthateither
contributedtotheaccident,orcannotbecom pletely discountedasacontributingfactorinthe
accident.

27.P rim ary S pecim en:Indrugtesting,theurinespecim enbottlethatisopenedandtestedby a
prim ary laboratory todeterm inew hethertheem ployeehasadrugordrugm etaboliteintheir
system ;andforthepurposeofvalidity testing.T heprim ary specim enisdistinguishedfrom the
splitspecim en,definedinthissection.

28.P re-Em ploym entT est:A drugtestgiventoanapplicantorem ployeew hoisbeingconsideredfora
safety-sensitiveposition.T hetestisalsoadm inisteredw hentransferringanem ployeefrom anon-
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safety-sensitivepositiontoasafety-sensitiveposition.Em ployersarealsorequiredtoconductapre-
em ploym enttestw henacoveredem ployeeorapplicanthasnotperform edasafety-sensitive
functionfor90 consecutivecalendardaysregardlessofthereason,andtheem ployeehasnotbeen
intheem ployer'srandom selectionpoolduringthattim e.T heapplicantorem ployeem ustbe
inform edofthepurposefortheurinecollectionpriortoactualcollection.

29.R andom T est:A drugtestadm inisteredannuallytoapredeterm inedpercentageofem ployeesw ho
perform safety-sensitivefunctionsandw hoareselectedonascientificallydefensiblerandom and
unannouncedbasis.

30.R easonableCauseT est:A drugtestgiventoacurrentem ployeew hoperform sinasafety-
sensitiveposition,andw hoisreasonablesuspectedby oneorm oretrainedsupervisorsor
com pany officialsofusingaprohibiteddrugorm isusingalcohol.

31.R efusaltoT est:A coveredem ployeefailstoprovideaurinesam pleasrequiredby49 CFR P art40,
w ithoutavalidm edicalexplanation,aftertheyhavereceivednoticeoftherequirem enttobe
testedinaccordancew iththeprovisionsofthissubpart,orengagesinconductthatclearly
obstructsthetestingprocess.Anem ployeeisconsideredtohaverefusedtotestiftheyfailtodo
thefollow ing:(1)Appearforanytestw ithinareasonabletim e,asdeterm inedbytheem ployer,
afterbeingdirectedtodosobytheem ployer;(2)R em ainatthetestingsiteuntilthetestingprocess
iscom plete;(3)P rovideaurineorbreathspecim enforany drugtestrequiredbythispartorDO T
agencyregulations;(4)Inthecaseofadirectlyobservedorm onitoredcollectioninadrugtest,fails
toperm ittheobservationorm onitoringofyourprovisionofaspecim en;(5)P rovideasufficient
am ountofurineorbreathw hendirected,andithasbeendeterm ined,througharequiredm edical
evaluation,thattherew asnotadequatem edicalexplanationforthefailure;(6)Declinestotakea
secondtesttheem ployerorcollectorhasdirectedthem totake;(7)U ndergoam edical
exam inationorevaluation,asdirectedbytheM R O aspartoftheverificationprocess,orasdirected
bytheDER aspartofthe"shy bladder"or"shy lung"procedures;(8)Cooperatew ithany partofthe
testingprocess(i.e.refusetoem ptypocketsw hensodirectedbythecollector,behaveina
confrontationalw aythatdisruptsthecollectionprocess),iftheM R O reportsthatthereisverified
adulterated,orsubstitutedtestresult;or(9)S ign"step2"ofthealcoholtestingform .

32.R eturn-to-duty T est:Aninitialdrugtestpriortoreturntoduty giventoem ployeesperform ing
insafety-sensitivefunctionsw hopreviously testedpositivetoadrugtestandarereturningto
safety-sensitivepositions.A return-to-duty testisalsorequiredofanindividualw hohasrefused
anothertypeoftestrequiredby theFT A rule.

33.S afety-sensitiveFunction:Anyofthefollow ingdutiesareconsideredsafety-sensitive:(1)O peratinga
revenueservicevehicle,includingw hennotinrevenueservice;(2)O peratinganon-revenueservice
vehicle,w henrequiredtobeoperatedby aholderofaCom m ercialDriver'sL icense;(3)
Controllingdispatchorm ovem entofarevenueservicevehicle;(4)M aintainingarevenue
servicevehicleorequipm entusedinrevenueservice,unlesstherecipientreceivessection18
fundingandcontractsoutsuchservices;and(5)Carryingafirearm forsecurity purposes.

34.S creeningT est(orinitialtest):Indrugtesting,anim m unoassayscreentoelim inate"negative"urine
specim ensfrom furtheranalysis.Inalcoholtesting,ananalyticproceduretodeterm inew hetheran
em ployeem ayhaveaprohibitedconcentrationofalcoholinabreathspecim en.

35.S creeningT estT echnician(S T T ):A personw hoinstructsandassistsem ployeesinthealcohol
testingprocessandoperatesanAS D.

36.S plit-S pecim en:Indrugtesting,apartoftheurinespecim enthatissenttoaprim arylaboratoryand
retainedunopened,andistransportedtoasecondlaboratoryintheeventthattheem ployee
requeststhatitbetestedfollow ingaverifiedpositivetestoftheprim aryspecim enoraverified
adulteratedorsubstitutedtestresult.

37.S tand-Dow n:T hepracticeoftem porarily rem ovinganem ployeefrom theperform anceof
safety-sensitivefunctionsbasedonly onareportfrom alaboratory totheM R O ofaconfirm ed
positivetestforadrugordrugm etabolite,anadulteratedtest,orasubstitutedtest,beforethe
M R O hascom pletedverificationofthetestresult.

38.S ubstanceA buseP rofessional(S A P ):A personw hoevaluatesem ployeew hohaveviolateda
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DO T drugandalcoholregulationandm akesrecom m endationsconcerningeducation,treatm ent,
follow -uptestingandaftercare.

39.S ubstitutedS pecim en:A specim enw ithcreatinineandspecificgravity valuesthatareso
dim inishedthatthey arenotconsistentw ithhum anurine.

40.Validity T esting:T heevaluationofthespecim entodeterm ineifitisconsistentw ithnorm al
hum anurine.T hepurposeofthevalidity testingistodeterm inew hethercertainadulterantsor
foreignsubstancesw ereaddedtotheurine,iftheurinew asdiluted,orifthespecim enw as
substituted.

41.VerifiedN egative(drugtestresult):A drugtestreview edby anM R O anddeterm inedtonave
noevidenceofprohibiteddruguse.

42.VerifiedP ositive(drugtestresult):A drugtestresultreview edby anM R O anddeterm inedto
haveevidenceofprohibiteddruguse.

43.VerifiedT est:A drugtestresultorvalidity testingresultfrom aDepartm entofHealthand
Hum anS ervicescertifiedlaboratory thathasundergonereview andfinaldeterm inationby the
M R O .
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AP P EN DIX A

L istofP ositionT itlesoftheCitythatperform safety-sensitiveduties:

Allpositionsrequiringacom m ercialdriver’slicense(CDL ).
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A P P EN DIX B

DR U G A N D A L CO HO L T ES T IN G P R O CEDU R ES

T he City w illuse adrug and alcoholcollection site thatm eetsthe standardsestablished in 49 C.F.R

P art40 and alaboratory thatiscertified by the U .S .Departm entofHealth and Hum an S ervices.All

drugandalcoholtestingw illbeconductedinconform ancew iththeproceduresandrulesestablished
by the federalO m nibusT ransportation Em ployee T esting Act of 1991 and it'sim plem enting

regulations.

AlcoholT esting

Em ployeesw illbe required to subm it to breath testing using aN ationalHighw ay T raffic S afety
Adm inistration (N HT S A)approved evidentialbreath testing (EBT )oranon-evidentialalcoholscreen

device(AS D)usingbreathorsaliva.A state-certifiedBreathAlcoholT echnician(BAT )w illadm inisteran

initialscreening test. If the em ployee testspositive for alcohol,then the BAT w illconduct a
confirm ation test.T he City w illtake action based only upon the positive resultsofthe confirm ation

test,0.04 percent or greater. Allproceduresand stepsused in conducting both the initialand
confirm ationtestsw illbeperform edinconform ancew ithfederallaw andregulations.

P reparationForBreath/S alivaAlcoholT esting

T he follow ing proceduressum m arize the proceduresestablished by the FederalM otorCarrier

S afety Adm inistration (FM CS A) regulationsim plem enting drug and alcoholtesting under the
federallaw .T hese proceduresare binding and are subject to change in the event the FM CS A or
othergovernm ent agency changesthe regulationson drug and alcoholtesting ofem ployeesin
safety-sensitivepositions.

1. W hentheem ployeeentersthecollectionsite,theBAT w illrequirehim orhertoprovide
positiveidentification(i.e.photoI.D.orem ployeridentification).

2. T heBAT w illexplainthetestproceduretotheem ployee,andshow them theinstructionson

thebackoftheAlcoholT estingForm (AT F)(requiredtobeusedforallandonly DO T covered
alcoholtestsperform ed).

3. Em ployeesw illberequiredtocom pleteS tep2 oftheAT Fandsignthecertification.R efusalto
signthecertificationw illberegardedasrefusaltotakethetest,andtheCity w illbenotified
im m ediately.

4. T hescreeningtestw illbeconducted.T heBAT w illopenanindividually sealed,disposable

m outhpieceintheview oftheem ployeeandattachittotheEBT .T heBAT w illinstructthe
em ployeetoblow forcefully intothem outhpieceforatleastsix(6)secondsoruntilan

adequateam ountofbreathhasbeenobtained.Follow ingthetest,theBAT w illshow the

em ployeethetestresults.

5. Ifasalivaalcoholscreendevice(AS D)isutilized,aqualifiedS creenT estT echnician(S T T )w illopen

thepackageinthepresenceoftheem ployee,andinstructtheem ployeetoinsertitintotheir

m outhuntilitbecom essaturatedw ithsaliva.U ponrem ovalofthedevicefrom them outh,the
S T T w illensurethetestw asactivatedandreadtheresultsdisplayedtotheem ployeew ithin15

m inutesofthetest.Ifthetestw asnotcom pleted,onereattem ptw illbeadm inistered.Ifthe
reattem ptisnotsuccessful,theem ployeew illbedirectedtotakeanew testim m ediately,utilizing

atEBT .A salivaalcoholscreendevicem ayonlybeutilizedasascreeningtest.
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6. Ifthescreeningtestisabreathalcoholconcentrationoflessthan0.02,nofurthertestingis

requiredandtheBAT w illreportthetesttotheem ployerasanegative.
7. Ifthescreeningtestisabreathalcoholconcentrationgreaterthan0.02,aconfirm ationtest

m ustbeperform ed.T heconfirm ationtestw illbeconducted20 m inutesaftercom pletionof
thescreeningtest,em ployingthesam eprocedureasusinganEBT .Duringthisperiodthe
em ployeem ustnoteat,drink,belchorputany objectorsubstanceintotheirm outh.

8. Iftheinitialandconfirm atory testresultsaredifferent,theconfirm ationtestresultisdeem edto

bethefinalresult.T heem ployeew illbeinstructedtosignthecertificationstatem entonstep4
oftheAT F.Itisnotatestrefusaliftheem ployeerefusestosign.T hetestresultsw illbe
confidentially transm ittedtotheCity im m ediately sotheem ployeecanberem ovedfrom the

safety-sensitivefunction.Ifthealcoholtestispositive,arrangem entsw illbem adetotransport
theem ployeefrom thecollectionsite.

9. Insituationsw heretheCity hasbeeninform edthatanem ployeehasnotprovidedasufficient
am ountofbreathtoperm itavalidbreathtest,they w illbedirectedtoobtain,w ithin5 days,

anevaluationfrom alicensedphysicianacceptabletotheCity,w hohasexpertiseinthe
m edicalissuesraisedby failingtoprovideenoughbreath.

10.Iftheem ployee'sbehaviorconstitutesatestrefusal,thetestw illbeterm inatedandtheCityw ill
benotifiedoftherefusalim m ediately.T estrefusalw illsubjecttheem ployeetodiscipline,upto

andincludingdischarge.T hefollow ingbehaviorsconstituteanalcoholtestrefusal:failureto
appearforthetestw ithinthedesignatedtim efram e[thism ustbeestablishedbytheCity],
failuretorem ainatthetestingsiteuntiltheprocessiscom plete,failuretoattem pttoprovidea
specim en,failuretoprovidesufficientbreathw ithnovalidm edicalexplanation,failureto
undergoam edicalexam inationassociatedw ithinsufficientvolum eprocedures,failuretosign
thecertificationonstep2 oftheAT F,andfailuretocooperatew iththecollectionprocess.

11.Cancelledtests(asdefinedinP art40.267)m ustbereportedtotheCity w ithin48hours,and
theem ployeew illbetreatedasifthetestneveroccurred.A retestfollow ingacancelledtest
isonly allow edforareturn-to-duty orfollow -uptest,otherw isearetestisstrictly prohibited.

DrugT esting
T he City w illutilize afive (5)paneldrug screen that consistsofthe follow ing drugs: m arijuana,

cocaine, opiates (heroin, m orphine, codeine), phencyclidine (P CP ) and am phetam ines. In

instancesw herethereisreasontobelieveanem ployeeisabusingasubstanceotherthanthefive
drugslisted above,the City reservesthe right to test foradditionaldrugsunderthe City 'sow n

authority usingstandardlaboratory testingprotocols.

Drugtestingisconducted by analyzinganem ployee'surinespecim en,throughatestinglab certified

andm onitoredby theDepartm entofHealthandHum anS ervices(DHHS ).T hisprocedurew illinclude

useofasplitspecim entestingprocedure.Eachurinespecim enissubdividedintotw obottleslabeled
asa"prim ary"and a"split"specim en.Both bottlesw illbe sentto acertified lab.O nly the prim ary

specim en bottle isopened and used forthe urinalysis.T he splitspecim en bottle w illrem ain sealed
and stored at the lab. Ifthe analysisofthe prim ary specim en confirm sthe presence ofillegal,

controlled substances,the em ployee has72 hoursto requestthe splitspecim en be retested atthe

sam e lab orbe sent to anothercertified laboratory foranalysis,at the em ployee'sexpense.An
em ployee w ho failsto notify the M edicalR eview O fficer(M R O )w ithin 72 hoursofreceiving the

resultsofthepositivetestoftheirdesireto havethesplitspecim entested shallbedeem ed to have
w aivedtheirrighttoseektestingofthesplitspecim en.
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P reparationforDrugT esting

T he follow ing proceduressum m arize those established by the FederalM otor Carrier S afety
Adm inistration (FM CS A) regulationsim plem enting drug testing under the federallaw . T hese

proceduresare subject to change in the event the FM CS A orothergovernm ent agency changes
theregulationsondrugandalcoholtestingofem ployeesinsafety-sensitivepositions.

1. Em ployeesaretoreporttothecollectionsitew ithinthedesignatedtim efram e[thism ustbe
establishedby theCity ]afterreceivingnotification.R efusaltoreportforcollectionw ithin
thetim efram eornon-cooperationw iththecollectionprocessw illbeconsideredatest
refusal.

2. U ponentry tothecollectionsite,em ployeesw illberequiredtoprovidepositive

identification(i.e.photoI.D.orem ployeridentification).T hecollectorw illexplainthebasic
collectionprocedurestotheem ployeeandshow them thew ritteninstructionsontheback

oftheCustody andControlForm (CCF).

3. Intheeventbothdrugandalcoholtestsarerequired,thealcoholtestshouldbeconducted
first,ifpossible.

4. O utergarm entsm ustbecheckedandpocketcontentsdisplayedtothecollectionsite
personnel.Any unacceptableitem sw illbesecuredw iththeem ployee'sotherbelongings.

Em ployeeshavetherighttoretaintheirw alletandobtainareceiptfortheirbelongings.

5. T heem ployeew illbeinstructedtorinseanddry theirhandsandobtain(orobservethe
collectorobtaining)aw rappedspecim encontainerandbreak(orw atchthecollectorbreak)
thesealonthecollectioncontainer.

6. T heem ployeew illthenbeinstructedtoproceedtotheprivacyenclosureandprovideatleast45
m L .ofurineinthecollectioncontainer.T hetoiletisnottobeflushed.T hespecim enshouldbe

returnedtothecollectorassoonaspossible.Ifaninsufficientam ountofurineisprovided,
theoriginalspecim enw illbediscardedandtheem ployeew illbegivenupto3 hoursand
allow edtoconsum enotm orethan40 ouncesoffluidstoprovideanotherspecim en.T he
specim enm ay notbetam peredw ithorsubstituted,andw illbevisually inspectedfor
unusualcolorandsedim ent.T hetem peratureofthespecim enw illbem easuredandm ust
fallw ithinanacceptablerange.

7. T heem ployeew illberequiredtoprovideanotherspecim enunderdirectobservationifthe
tem peraturefallsoutsidetheacceptablerange,ifthedrugtestresultindicatesthatthe

em ployee'sspecim enw asinvalid,thecollectornoticesanysignsofadulteration,substitutionor
tam peringw iththespecim en,theoriginalpositive,adulteratedorsubstitutedresultw ascancelled

becausethetestofthesplitspecim encouldnotbeperform ed,ortheM R O reportedthe
specim enasnegativeanddiluteanddirectstheCitytoconductarecollection.T heCitym ayalso

directacollectionunderdirectobservationifthetestisreturn-to-dutyorfollow -uptest.Any

reasonrequiringadirectobservationtestw illbefullyexplainedtotheem ployee.R efusalto
cooperatew iththerequestforanew collectionunderdirectobservationw illbedeem edatest

refusal.

8. Afterthespecim enisgiventothecollectionpersonnel,thecollectorw illbreakthesealonthe

specim enbottles,pourthespecim enintotheprim ary andsplitspecim enbottles,sealand
labelthem infrontoftheem ployee.T heem ployeew illthenbeinstructedtoinitialthelabels

toverify thespecim en.

9. S tep5oftheCustody andControlForm (CCF)m ustbecom pletedby theem ployee.Atthistim e

theem ployeem ay alsow ishtoindicateonthebackoftheircopyoftheCCFany m edications
thatarecurrently beingused,intheeventtheM edicalR eview O fficer(M R O )contactsthe
em ployeetodiscusstheresultsofthetest.R efusaltosigntheform doesnotconstitutea
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refusaltotest,butw illbenotedby thecollectorintherem arkssectionoftheCCF.
10.T hecollectorw illcom pletetheirportionoftheCCFandplacethespecim enbottlesandcopy

oneoftheCCFinsidealeak-resistantplasticpouchinfrontoftheem ployee.

11.T hetestresultsw illbeconfidentially transm ittedfrom thelaboratory totheM R O inatim ely
m anner.T heM R O w illthencontacttheem ployeeand/orCity representative(ifnecessary)

perP art40.131.

12.Ifthetestresultoftheprim ary specim enispositive,theem ployeem ay requestw ithin72

hoursofreceivingthepositivetestresults,thattheM R O directthatthesplitspecim enbe
testedinthesam eordifferentDepartm entofHealthandHum anS ervices(DU BS )certified

laboratory forpresenceofthedrug(s)forw hichapositiveresultw asobtainedinthetestof
theprim ary specim en.

13.O ncetheCity isnotifiedby theM R O ofaverifiedpositive,positivedilute,adulterated,or
substitutedtestresult,theCity m ustim m ediately rem ovetheem ployeefrom safety-sensitive

jobdutiesandcannotreturntheem ployeetosafety-sensitiveduty untilthey have
successfully com pletedthereturn-to-duty process.T heem ployeew illalsoberem ovedfrom

thesafety-sensitivepositionpendingtheresultofthetestofasplitspecim en.

14.Iftheresultofthetestofthesplitspecim enfailstoreconfirm thepresenceofthedrug(s)or
drugm etabolite(s)foundintheprim ary specim en,theM R O shallcancelthetest.

15.T heem ployeew illbedirectedtoprovideanotherspecim enim m ediately iftheCity isnotified
ofacancelledtestresultforapre-em ploym ent,return-to-duty orfollow -uptest.

16.Insituationsw hereanem ployeedoesnotprovideenoughspecim enthey w illbedirectedto
obtain,w ithin5 days,anevaluationfrom alicensedphysicianacceptabletotheM R O ,w ho
hasexpertiseinthem edicalissuesraisedby failingtoprovideenoughspecim en.

17.R efusalbyanem ployeetoprovideanadequateam ountofurineorotherw isefailtocooperate
w iththetestingprocessinaw aythatpreventsthecom pletionofthetestw illbeconsidered

groundsfordisciplinaryaction,uptoandincludingterm ination.

18.Intheeventofconflictingresultsbetw eentheinitialtestandtheconfirm ationtest,the
confirm ationtestresultsw illdeterm inetheoutcom eofthetest.
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A P P EN DIX C
R ecordR etention,M IS R eporting& P ublicInterestExclusion(P IE)

R ecordsw illbe m aintained on test results,the testing process,return-to-duty process,and em ployee
training.AlldrugandalcoholtestrecordsshallbekeptintheO fficeoftheCity Attorney,andm aintained
separate from personneland m edicalrecords.O nly the City Adm inistrator,City Attorney,and their
adm inistrativeassistantshallhaveaccesstotestingrecords.How ever,anem ployeeshallhaveaccessto
his/herow ntestingrecordsuponw rittenrequest.

1.R etentionP eriod.
T hefollow ingrecordsm ustbem aintainedfortheindicatedtim eperiods:
a. IndefiniteP eriod:R ecordsrelatedtothetrainingandeducationofsupervisorsand

em ployees,fortheperiodtheindividualperform sthefunctionrequiringtrainingandfortw o
yearsafterceasingtoperform thosefunctions.

b. Five(5)Years:(1)R ecordsofdriveralcoholtestresultsindicatinganalcoholconcentrationof0.02
orgreater;(2)R ecordsofdriververifiedpositivecontrolledsubstancestestresults;(3)
Docum entationofrefusalstotakerequiredalcoholand/orcontrolledsubstancestests;(4)Driver
evaluationandreferrals;(5)Calibrationdocum entation;(6)R ecordsrelatedtothatadm inistration
fthealcoholandcontrolledsubstancestestingprogram s;(7)A copyofeachannualcalendaryear
sum m aryrequiredby49 CFR P art382.403.

c. T w o(2)Years:(1)R ecordsrelatedtothecollectionprocess(excludingEBT calibration).
d. O ne(1)Year:(1)Alcoholtestresultsoflessthan0.02;(2)R ecordsofnegativeandcanceled

drugtestresults.

2.T ypesofR ecordstobem aintained.
a. R ecordsrelatedtothecollectionprocess:(1)collectionlogbooks(ifused);(2)docum entsrelated

totherandom selectionprocess;(3)calibrationdocum entationforevidentialbreathtesting
devices;(4)docum entationofbreathalcoholtechniciantraining;(5)docum entsgeneratedin
connectionw ithdecisionstoadm inisterreasonablesuspicionalcoholorcontrolledsubstances
tests;(6)docum entsgeneratedinconnectionw ithdecisiononpostaccidenttests;(7)docum ents
verifyingexistenceofam edicalexplanationoftheinabilityofanem ployeetoprovideadequate
breathorurinespecim enfortesting;(8)consolidatedannualcalendaryearsum m aries.

b. R ecordsrelatedtotheem ployee'stestresults:(1)theCity'scopy ofthealcoholtestform ,
includingtheresults;(2)theCity'scopy ofthecontrolledsubstancestestchainofcustody
andcontrolform ;(3)docum entssentby theM R O totheCity;(4)docum entsrelatedtothe
refusalofany em ployeetosubm ittoanalcoholorcontrolledsubstancestest;(5)docum ents
presentedby anem ployeetodisputetheresultofanalcoholorcontrolledsubstancestest
adm inistered;(6)docum entsgeneratedinconnectionw ithverificationsofpriorem ployers'
alcoholorcontrolledsubstancestestresultsthattheCity m ustobtain.

c. R ecordsrelatedtoevaluations:(1)recordspertainingtoadeterm inationby asubstance
abuseprofessionalconcerninganem ployee'sneedforassistanceandtheem ployee's
com pliancew iththerecom m endation.

d. R ecordsrelatedtoeducationandtraining:(1)m aterialsonalcoholm isuseandcontrolled
substanceabuseuseaw areness,includingacopyoftheCity'spolicy;(2)docum entationofthe
policy,includingtheem ployee'ssignedreceiptofeducationm aterials;(3)docum entationof
trainingprovidedtosupervisorsforthepurposeofqualifyingthem tom akeadeterm ination
concerningtheneedforalcoholand/orcontrolledsubstancestestingbasedonreasonable
suspicion;(4)docum entationofthetrainingforbreathalcohol
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techniciansand certification thatany training conducted com pliesw ith the requirem entsfor
suchtraining.

e. Adm inistrativerecordsrelatedtotesting:(1)agreem entw ithcollectionsitefacilities,
laboratories,breathalcoholtechnicians,screeningtesttechnicians,m edicalreview officers,
consortia,andthirdparty serviceproviders;(2)nam esandpositionsofofficialsandtheirrole
intheCity'salcoholandcontrolledsubstancestestingprogram s(s);(3)sem i-annuallaboratory
statisticalsum m ariesofurinalysis;(4)theCity'salcoholandcontrolledsubstancestesting
policy andprocedures.

f. L ocationofrecords:Allrequiredrecordsshallbem aintainedandm adeavailableforinspection
attheCity w ithintw obusinessdaysafterarequesthasbeenm adeby anauthorized
representativeofT heFederalM otorCarrierS afety Adm inistration.

3.R eportingofresultsinam anagem entinform ationsystem (M IS ).
a. Detailed sum m ary: Each calendar year sum m ary that containsinform ation on averified

positivecontrolled substancestestresult,an alcoholscreeningtestresultof0.02 orgreater,or
any otherviolation ofthe alcoholm isuse provisionsshallinclude the follow ing inform ational
elem ents: (1) num ber of em ployeessubject to the regulations; (2) num ber of em ployees
subjecttotestingunderthealcoholm isuseorcontrolledsubstancesuserulesofm orethanone
DO T agency,identified by eachagency;(3)num berofurinespecim enscollected by typeoftest
(i.e.pre-em ploym ent,random ,reasonable suspicion,post-accident); (4) num berofpositives
and negativesverified by anM R O by typeoftest,and typeofcontrolled substance;(5)num ber
of persons denied a position follow ing a pre-em ploym ent verified positive controlled
substancestest and/orapre-em ploym ent alcoholtest that indicatesan alcoholconcentration
of0.04 orgreater;(6)num berofem ployeesw ith testsverified positive by aM R O form ultiple
controlledsubstances;(7)num berofem ployeesw horefusedtosubm ittoarequiredalcoholor
controlled substances test, including those w ho subm itted substituted or adulterated
specim ens; (8) num ber of supervisorsw ho have received required alcoholand controlled
substancestraining during the reporting period; (9) num ber of screening alcohol tests,
confirm ation alcoholtests,confirm ation alcoholtestsindicating an alcoholconcentration of
0.02 or greater but lessthan 0.04,and confirm ation alcoholtestsindicating an alcohol
concentration of0.04 orgreater,allby type oftest; (10) num berofem ployeesw ho w ere
returned to duty (having com plied w ith the recom m endations of a substance abuse
professional) during thisreporting period,w ho previously had averified positive controlled
substance testresultorengaged in prohibited alcoholm isuse;(11)num berofem ployeesw ho
w ere adm inistered alcoholand drug testsatthe sam e tim e,w ith both averified positive drug
testresultand a0.04 orgreateralcoholtestresultand num berofem ployeesw ho w ere found
tohaveviolatedany non-testingprohibitionsandany actiontakeninresponsetotheviolation.

b. S hortS um m ary:T heCity'sannualcalendaryearsum m arythatcontainsonlynegativecontrolled
substancetestresults,alcoholscreeningtestresultsoflessthan0.02,anddoesnotcontainany
otherviolationsm ayprepareadetailedsum m arycontainingalloftheinform ationspecified
above,oran"EZ"reportthatincludesthefollow ingelem ents:(1)num berofem ployeessubjectto
thispart;(2)num berofem ployeessubjecttotestingunderthealcoholm isuseorcontrolled
substanceuserulesofm orethanoneDO T agency,identifiedbyeachagency;(3)num berofurine
specim enscollectedbytypeoftest(i.e.pre-em ploym ent,random ,reasonablesuspicion,post-
accident);(4)num berofnegativesverifiedbyaM R O bytypeoftest;(5)num berofem ployees
w horefusedtosubm ittoarequiredalcoholorcontrolledsubstancestest,includingthosew ho
subm ittedsubstitutedoradulteratedspecim ens;(6)num berofsupervisorsw hohavereceived
requiredalcoholandcontrolledsubstancestrainingduringthereportingperiod;(7)num berof
screenalcoholtestsbytypeoftest;(8)num berofem ployeew how erereturnedtoduty(having
com pliedw iththerecom m endationsofasubstanceabuseprofessionalw hopreviouslyhada
verifiedpositivecontrolledsubstancetestresultorengagedinprohibitedalcoholm isuse.



72

c. A Citythatissubjecttom orethanoneDO T agencyalcoholorcontrolledsubstancesrulesshall
identifyeachem ployeecoveredbytheregulationsofm orethanoneDO T agency.T he
identificationw illbebythetotalnum berofcoveredfunctions.P riortoconductinganyalcoholor
controlledsubstancestestonanem ployeesubjecttotheserules,theCityshalldeterm inew hich
DO T agencyrule(s)authorizesorrequiresthetest,anddirecttheresultstotheappropriate
agency.

d. A C/T P A m ay prepareannualcalendaryearsum m ariesandreportsonbehalfoftheCity to
com ply w iththisrequirem ent.How ever,eachCity shallsignandsubm itsuchareportand
shallrem ainresponsiblefortheaccuracy andtim elinessofeachreportpreparedontheir
behalf.

4.FacilitiesandR ecordsAccess
a. Exceptasrequiredby law orinthissection,theCity shallnotreleaseem ployeeinform ation

containedinrecordsrequiredtobem aintainedby thispolicy.
b. Anem ployeeisentitled,uponw rittenrequest,toobtaincopiesofanyrecordspertainingtothe

em ployee'suseofalcoholorcontrolledsubstances,includinganyrecordspertainingtotheir
tests.T heCityshallprom ptly providetherecordsrequestedbytheem ployee.Accesstoan
em ployee'srecordsshallnotbecontingentuponpaym entforrecordsotherthanthose
specificallyrequested.

c. T heCityshallperm itaccesstoallfacilitiesutilizedincom plyingw iththedrugandalcoholtesting
requirem entstotheS ecretaryofT ransportation,anyDO T agency,orany S tateorlocalofficials
w ithregulatoryauthorityovertheCityoranyem ployees.

d. T heCity w illm akeavailablecopiesofallresultsforalcoholand/orcontrolledsubstances
testingconductedandany otherinform ationpertainingtotheCity'salcoholm isuseand/or
controlledsubstancesusepreventionprogram ,w henrequestedby theS ecretary of
T ransportation,any DO T agency,orany S tateorlocalofficialsw ithregulatory authority over
theCity orany em ployees.

e. W henrequestedby theN ationalT ransportationS afety Boardaspartofanaccident
investigation,T heCity shalldiscloseinform ationrelatedtotheadm inistrationofthepost-
accidentalcoholand/orcontrolledsubstancetestadm inisteredfollow ingtheaccidentunder
investigation.

f. R ecordsshallbem adeavailabletoasubsequentem ployeruponreceiptofaw rittenrequest
from anem ployee.Disclosureby thesubsequentem ployerisperm ittedonly asexpressly
authorizedby theterm softheem ployee'srequest.

g. T heCitym aydiscloseinform ationrequiredtobem aintainedpertainingtoanem ployeetothe
decisionm akeinalaw suit,grievanceoradm inistrativeproceedinginitiatedby oronbehalfof
theindividual,andarisingfrom apositiveDO T drugoralcoholtestorarefusaltotest
(including,butnotlim itedto,adulteratedorsubstitutedtestresults)to(including,butnot
lim itedto)aw orker'scom pensation,unem ploym entcom pensation,orotherproceeding
relatingtoabenefitsoughtby theem ployee.Additionally,theCity m ay discloseinform ationin
crim inalorcivilactionsinaccordancew ith49 CFR P art40.323(a)(2).

h.T he City shallrelease inform ation regarding an em ployee'srecordsasdirected by the specific
w ritten consent of the em ployee authorizing release of the inform ation to an identified
person.R eleaseofsuchinform ationby thepersonreceivingtheinform ationisperm itted only
inaccordancew iththeterm softheem ployee'sspecificw rittenconsent.

5.P ublicInterestExclusion(P IE)
a. InordertoensurethattheCityconductsbusinessw ithonlyresponsibleserviceagents(i.e.

laboratory,M R O ,S AP ),theDO T allow sthedrugandalcoholprogram m anagerorhis/her
designee("initiatingofficial")torequestaP IEproceeding.T hedecisiontostartaproceedingis
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reliantoncredibleinform ationfrom anysourcethattheserviceagentisnotincom pliancew ith
DO T regulationsregardingdrugandalcoholtesting.P riortotheproceeding,theserviceagent
m ustbegiventheopportunitytocorrecttheproblem .Itistheresponsibilityoftheindividual
initiatingtheP IEtocontacttheserviceagenttoascertainifthereisany inform ationthatm ay
affectthedecisiontosendacorrectionnotice.O nceinitialcontactiscom pletedandnoinfluential
inform ationisobtained,theserviceagentm ustbesentacorrectionnotice.T hecorrectionnotice
m ustidentifythespecificareastheserviceagentm ustcom eintocom pliancew ithinorderto
avoidbeingsubjecttoaP IEproceeding.A P IEproceedingdoesnothavetotakeplaceifthe
serviceagentcorrectsanydeficienciesw ithin60 daysofreceivingthecorrectionnotice.

Ifthe m atterisnot corrected,the initiating officialstartsaP IE proceeding by sending the
service agent a "notice of proposed exclusion (N O P E)", w hich includes the follow ing
inform ation:(I)astatem entrecom m endingthattheDO T issue theservice agentaP IE;(2)the
factualbasisasto w hy the service agentisnot providing drug and/oralcoholtesting services
in com pliance w ith DO T regulations; (3)the factualbasisasto w hy the service agent'snon
com pliancehasnotorcannotbecorrected;(4)theinitiatingofficial'srecom m endationforthe
scopeand durationoftheP IE;(5)astatem entthattheserviceagentm ay contesttheissuance
oftheHE.A copy oftheN O P Em ustbesenttotheO DAP C Director,atthesam etim eitissent
totheserviceagent.

T he decision on issuance of aP IE residesw ith the O DAP C Director or his/her designee.
T herefore,the directorw illnot be involved in the initiating official'sdeterm ination about
w hetherto start aP IE proceeding,and isprohibited from having any discussion,contact or
exchange ofinform ation w ith the initiatingofficial,w ith the exception ofanythingthatispart
ofarecordoftheproceeding.

Asinitiating aP IE,the initiating officialisresponsible for the burden ofproof,and m ust
dem onstrate that the service agent w asin seriousnoncom pliance w ith the DO T drug and
alcoholtestingrequirem ents.

b. N otificationofaP IE
T he DO T m aintainsadocum ent called the "L ist ofExcluded Drug and AlcoholS ervice Agents",
w hich m ay be requested from the O DAP C or obtained at http://w w w .dotgov/ost/dapc. T he
organization'snam e and address,asw ellasotherpersonsororganizationsto w hom the P IE
appliesand inform ation about the scope and duration oftheP IE islisted.T he inform ation is
rem oved w hen the service agent ceasesto be subject to aP IE.T he DO T also published a
FederalR egisternoticetoinform thepubliconany occasiononw hichaserviceagentisadded
to ortaken offthe L ist.T he City isdeem ed to have notice ofthe issuance ofaP IE w hen it
appearson the DO T 'sL istorthe FederalR egisterN otice.T hese sourcesshould be checked to
ensurethatallserviceagentsutilizedby theCity arenotsubjecttoaP IE.

T he service agent w ho issubject to aP IE isobligated to notify each DO T regulated em ployer
clients,in w riting,aboutthe issuance,scope,duration and effectofthe P IE.T he notice m ustalso
offerto im m ediately transferallrecordspertaining to the City and itsem ployeesto the City or
anotherserviceagentdesignatedbytheCity.

T he City m uststop using the servicesofthe service agent to w hom aP IE hasbeen issued (or
any contractororaffiliate ofthe service agentto w hom the P IE applies)no laterthan 90 days
afterthe DO T published the decision in the FederalR egisterorposted iton itsw eb site.A 30
day extensionm ay beapplied forifasubstituteserviceagentcannotbefound w ithin90 days.
Continuing to use the servicesofaservice agentw ho iscovered by aP IE isin violation ofthe

http://www.dotgov/ost/dapc
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DO T 'sregulationsand subject to applicable sanctions(i.e. civilpenalties,w ithholding of
Federalfinancialassistance).
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A P P EN DIX D
DR U G A N D A L CO HO L FA CT S HEET S

A lcoholFactS heet
DetectionP eriod:12-24 hours.
Alcoholisasociallyaccepteddrugthathasbeenconsumedthroughoutthew orldforcenturies.Itisconsidered
arecreationalbeveragew henconsumedinmoderationforenjoymentandrelaxationduringsocialgatherings.
How ever,w henconsumedprimarilyforitsphysicalandm ood-alteringeffectsitisasubstanceofabuse.Asa
depressant,itslow sdow nphysicalresponsesandprogressivelyimpairsmentalfunctions.
S IGN S AN D S YM P T O M S

Dulledm entalprocesses L ackofcoordination
O dorofalcoholonbreath P ossibleconstrictedpupils
S leepy orstuporouscondition S low edreactionrate
S lurredspeech
HEAL T H EFFECT S

T hechronicconsum ptionofalcohol(average3 servingsperday ofbeer[12 ounces],w hiskey [1 ounce],or
w ine[6 ounceglass])overtim em ay resultinthefollow inghealthhazards:
 Decreasedsexualfunctioning
 Dependency(upto10% ofallpeoplew hodrinkalcoholbecomephysicallyand/ormentallydependenton

alcoholandcanbetermed"alcoholic")
 Fatalliverdiseases
 Increasedcancersofthem outh,tongue,pharynx,esophagus,rectum ,breastandm alignantm elanom a
 Kidney disease
 P ancreatitis
 S pontaneousabortionandneonatalm ortality
 U lcers
 Birthdefects(upto54% ofallbirthdefectsarealcoholrelated)
S O CIAL IS S U ES
 2/3 ofallhom icidesarecom m ittedby peoplew hodrinkpriortothecrim e
 2 — 3% ofthedrivingpopulationislegallydrunkatanyonetime.T hisrateisdoubledatnightandon

w eekends.
 2/3 ofallAm ericansw illbeinvolvedinanalcoholrelatedvehicleaccidentduringtheirlifetim e.
 T herateofseparationanddivorceinfam iliesw ithalcoholdependency problem sis7tim estheaverage
 40% offam ily courtcasesarealcoholproblem related
 Alcoholicsare15tim esm orelikely tocom m itsuicidethanareothersegm entsofthepopulation
 M orethan60% ofburns,40% offalls,69% ofboatingaccidents,and76% ofprivateaircraftaccidents

arealcoholrelated
T HEAN N U AL T O L L
 24,000 m orepeoplew illdieonthenation'shighw aysduetothelegally im paireddriver
 12,000 m orew illdieonthenation'shighw aysduetothealcohol-affecteddriver
 15,800 w illdieinnon-highw ay accidents
 30,000 w illdieduetoalcoholcausedliverdisease
 10,000 w illdieduetoalcohol-inducedbraindiseaseorsuicide
 U ptoanother125,000 w illdieduetoalcohol-relatedconditionsoraccidents
W O R KP L ACEIS S U ES
 Ittakesonehourfortheaverageperson(150 lbs.)toprocessoneservingofanalcoholicbeverage

from thebody
 Im pairmentincoordinationandjudgmentcanbeobjectivelym easuredw ithaslittleastw odrinksinthebody
 A personw hoislegally intoxicatedis6 tim esm orelikely tohaveanaccidentthanasoberperson.
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A m phetam ineFactS heet
DetectionP eriod:2 — 4 days.
Amphetaminesarecentralnervoussystem stimulantsthatspeedupthemindandbody.T hephysical
senseofenergyatlow erdosesandthementalexhilarationathigherdosesarethereasonsfortheir
abuse.Althoughw idelyprescribedatonetimeforw eightreductionandmoodelevation,thelegaluseof
amphetam inesisnow lim itedtoaverynarrow rangeofmedicalconditionsM ostamphetaminesthatare.

abusedareillegally m anufacturedinforeigncountriesandsm uggledintotheU .S .or
clandestinely m anufacturedincrudelaboratories.
DES CR IP T IO N
 Amphetamineissoldincounterfeitcapsulesorasw hite,flat,double-scored"mini-bennies".Itis

usuallytakenbym outh.
 M etham phetam ineisoftensoldasacreamyw hiteandgranularpow derorinlum ps,andispackaged

in
alum inum foilw rapsorsealableplasticbags.M ethamphetaminemaybetakenorally,injected,or
snortedintothenose.S IGN S AN D S YM P T O M S O FU S E

 Hyper-excitability,restlessness
 Dilatedpupils
 Increaseheartrateandbloodpressure
 Heartpalpitationsandirregularbeats
 P rofusesw eating
 R apidrespiration
 C onfusion
 P anic
 T alkativeness
 Inability toconcentrate
 Heightenedaggressivebehavior
HEAL T H EFFECT S
 R egularuseproducesstrongpsychologicaldependenceandincreasingtolerancetothedrug.
 Highdosesm ay causetoxicpsychosisresem blingschizophrenia.
 Intoxicationm ayinduceaheartattackorstrokeduetospikingofbloodpressure.
 Chronicusem ay causeheartandbraindam ageduetosevereconstrictionofcapillary blood

vessels.
 T heeuphoricstim ulationincreasesim pulsiveandrisktakingbehaviors,includingbizarreand

violentacts.
 W ithdraw alfrom thedrugmayresultinseverephysicalandmentaldepression.W O R KP L ACEIS S U ES
 S inceam phetam inesalleviatethesensationoffatigue,they m ay beabusedtoincrease

alertnessbecauseofunusualovertim edem andsorfailuretogetrest.
 L ow doseam phetam ineusew illcauseashort-term im provem entinmentalandphysical

functioning.
W ithgreateruseorincreasingfatigue,theeffectreversesandhasanim pairingeffect.Hangover
effectischaracterizedby physicalfatigueanddepression,w hichmaymakeoperationofequipment
orvehiclesdangerous.
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CocaineFactS heet
DetectionP eriod:12 — 72 hours.
Cocaineisusedm edically asalocalanesthetic.Itisabusedasapow erfulphysicalandm ental
stim ulant.T heentirecentralnervoussystem isenergized.M usclesarem oretense,theheartbeats
fasterandstronger,andthebody burnsm oreenergy.T hebrainexperiencesany exhilarationcaused
by alargereleaseofneurohorm onesassociatedw ithm oodelevation.
DES CR IP T IO N
 T hesourceofcocaineisthecocabush,grow nalm ostexclusively inthem ountainous

regionsofnorthernS outhAm erica.
 CocaineHydrochloride— "snortingcoke"isaw hitetocream y granularorlum py pow derthat

ischoppedintoafinepow derbeforeuse.Itissnortedintothenose,rubbedonthegum s,or
injectedinveins.T heeffectisfeltw ithinm inutesandlasts40 to50 m inutesper"line"(about
60 to90 m illigram s).Com m onparaphernaliaincludeasingleedgedrazorbladeandasm all
m irrororpieceofsm oothm etal,ahalfstraw orm etaltube,andasm allscrew capvialorfolder
paperpacketcontainingthecocaine.

 CocaineBase— asm allcrystallinerockaboutthesizeofasm allpebble.Itboilsatalow
tem perature,isnotsolubleinw ater,andisupto90 percentpure.Itisheatedinaglasspipeand
thevaporisinhaled.T heeffectisfeltw ithin7seconds.Com m onparaphernaliaincludesa"crack
pipe"(asmallsm okingdeviceforvaporizingthecrackcrystal)andalighter,alcohollamp,orsm all
butanetorchforheating.

 T rade/streetnam esincludeCoke,R ock,Crack,FreeBase,Flake,S now ,S m oke,andBlow .
S IGN S AN D S YM P T O M S O FU S E
 Financialproblem s
 Frequentandextendedabsencesfrom w ork
 Increasephysicalactivity andfatigue
 Isolationandw ithdraw alfrom friends

andactivities
 S ecretivebehaviors,frequentnon-

businessvisitors,deliveredpackages,
phonecalls

 U nusualdefensiveness,anxiety,agitation
 W ide m ood sw ings
 R unny orirritated nose
 Difficulty inconcentration

 Dilatedpupilsandvisualim pairm ent
 R estlessness
 S ensationofbugscraw lingonskin
 Highbloodpressure,heartpalpitations
 Hallucinations
 Hyperexcitability & overreactiontostim ulus
 Insom nia
 P aranoia
 P rofusesw eatinganddry m outh
 T alkativeness

HEAL T H EFFECT S
 R esearchsuggeststhatregularcocaineusemayupsetthechemicalbalanceofthebrain.Asaresult,

it
mayspeeduptheagingprocessbycausingirreparabledam agetocriticalnervecells.T heonsetof
nervoussystem illnessessuchasP arkinson'sdiseasecouldalsooccur.

 Cocaineusecausesthehearttobeatfasterandharderandrapidlyincreasesbloodpressure.
Inaddition,cocainecausesspasm sofbloodvesselscausingstrokesorheartattacks.

 S trongpsychologicaldependencycanoccurw ithone"hit"ofcrack.U sually,mentaldependency
occursw ithindays(crack)orw ithinseveralm onths(snortingcoke).Cocainecausesthestrongest
mentaldependencyofanyknow ndrug.

 T reatm entsuccessratesarelow erthanforotherchem icaldependencies.
 Cocaineisextrem ely dangerousw hentakenw ithdepressantdrugs.Deathduetooverdoseis

rapid.T hefataleffectsofanoverdosearenotusually reversibleby m edicalintervention.T he
num berofcocaineoverdosedeathshastripledinthelast4 years.

 Cocaineoverdosew asthesecondmostcommondrugemergencyin1986— upfrom 11thplacein1980.W O R KP L ACEIS S U ES
 Extrem em oodandenergy sw ingscreateinstability.S uddennoisescancauseaviolentreaction.
 L apsesinattentionandignoringw arningsignalsgreatlyincreasethepotentialforaccidents.
 T hehighcostofcocainefrequentlyleadstow orkplacetheftand/ordealing.
 A developingparanoiaandw ithdraw alcreateunpredictableandsom etim esviolentbehavior.
 W orkperform anceincharacterizedbyforgetfulness,absenteeism,tardiness,andm issedassignments.
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•
M arijuanaFactS heet

DetectionP eriod:2 — 7days(casualuse);U pto30 days(chronicuse).
M arijuanaisthem ostm isunderstoodandunderestim ateddrugsofabuse.P eopleuse
m arijuanaforthem ildly tranquilizingandm oodandperceptionalteringeffectsinproduces.
DES CR IP T IO N
 U sually soldinplasticsandw ichbags,leafm arijuanaw illrangeincolorfrom greentolighttan.T he

leavesareusuallydryandbrokenintosmallpieces.T heseedsareovalw ithoneslightlypointedend.
L essprevalent,hashishisacom pressed,sometim estarlikesubstancerangingincolorfrom pale
yellow toblack_ Itisusuallysoldinsmallchunksw rappedinalum inum foil.Itm ayalsobesoldinany
oilyliquid.

 M arijuanahasadistinctly pungentarom aresem blingacom binationofsw eetalfalfaandincense.
 Cigarettepapers,roachclipholders,andsmallpipesmadeofbone,brass,orglassarecommonly

used.
S moking"bongs"(largeborepipesforinhalinglargevolum esofsmoke)caneasilybemadefrom soft
drinkcansandtoiletpaperrolls.

 T rade/streetnam esincludeM arino',T HC,P ot,Grass,Joint,R eefer,AcapulcoGold,S insem ila,
T haiS ticks,Hash,andHashO il.S IGN S AN D S YM P T O M S O FU S E

 R eddenedeyes(oftenm askedby eyedrops)
 S low ed speech
 Distinctiveodoronclothing
 "Idon'tcare"attitude
 Chronicfatigueandlackofm otivation
 Irritatingcough,chronicsorethroat
HEAL T H EFFECT S
 W henm arijuanaissm oked,itisirritatingtothelungs.Chronicsm okingcauses

em physem a-likeconditions.
 O nejointcausesthehearttoraceandbeoverw orked.P eoplew ithundiagnosedheart

conditionsareatrisk.
 M arijuanaiscom m only contam inatedw iththefungusAspergillus,w hichcancauseserious

respiratory tractandsinusinfections.
 M arijuanasmokinglow ersthebody'simmunesystem response,makingusersmoresusceptible

to
infection.T heU S Governmentisactivelyresearchingapossibleconnectionbetw eenmarijuana
smokingandtheactivationofAIDS inpositivehumanimmunodeficiencyvirus(HIV)carriers.P R EGN AN CY P R O BL EM S AN D BIR T H DEFECT S

 T heactivechemical,tetrahydrocannabinol(T HC),and60 otherrelatedchem icalsinm arijuana
concentrateintheovariesandtestes.

 Chronicsm okingofm arijuanainm alescausesadecreaseinsex horm one,testosterone,andan
increaseinestrogen,thefem alesex horm one.T heresultisadecreaseinsperm count,w hich
canleadtotem porary sterility.O ccasionally,theonsetoffem alesexcharacteristicsincluding
breastdevelopm entoccursinheavy users.

 Chronicsm okingofm arijuanainfem alescausesadecreaseinfertility andanincreasein
testosterone.

 P regnancyw omenw hoarechronicmarijuanasmokershaveahigherthannormalincidenceof
stillborn
births,earlyterminationofpregnancy,andhigherinfantmortalityrateduringthefirstfew daysoflife.

 Intestanimals,T HC causesbirthdefects,includingmalformationsofthebrain,spinalcord,forelimbs,
andliverandw ateronthebrainandspine.

 O ffspringoftestanim alsw how ereexposedtom arijuanahavefew erchrom osom esthan
norm al,
causinggrossbirthdefectsordeathofthefetus.P ediatriciansandsurgeonsareconcludingthat
theuseofm arijuanaby eitherorbothparents,especially duringpregnancy,leadstospecific
birthdefectsoftheinfant'sfeetandhands.

 O neofthem ostcom m oneffectsofprenatalcannabinoidexposureisunderw eightnew born
babies.

 Fetalexposurem ay decreasevisualfunctioningandcauseotherophthalm icproblem s.
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M EN T AL FU N CT IO N
R egularusecancausethefollow ingeffects:
 Delayeddecisionm akinganddim inishedconcentration
 Im pairedshort-term m em ory,interferingw ithlearning
 Im pairedsignaldetection(ability todetectabriefflashoflight),ariskforusersw hoare

operatingm achinery
 Im pairedtracking(theability tofollow am ovingobjectw iththeeyes)andvisual

distancem easurem ents
 Erraticcognitivefunction
 Distortionsintim eestim ation
 L ongterm negativeeffectsonmentalfunctionknow nas"acutebrainsyndrome",w hichis

characterizedbydisordersinmemory,cognitivefunction,sleeppatterns,andphysical
conditions

AcuteEffects:
 Aggressiveurges
 Anxiety
 Confusion
 Fearfulness
 Hallucinations
 Heavy sedation
 Im m obility
 M entaldependency
 P anic
 P aranoid reaction
 U npleasantdistortionsinbody im age
W O R KP L ACEIS S U ES
 T heactivechem ical,T HC storesinbody fatandslow ly releasesovertim e.M arijuanasm oking

hasalongterm effectonperform ance.
 A 500 to800 percentincreaseinT HC concentrationinthepastseveralyearsmakessmoking3 to5

jointsaw eektodayequivalentto15to40 jointsaw eekin1978.
 Com biningalcoholorotherdepressantdrugsandm arijuanacanproduceam ultipliedeffect,

increasingtheim pairingeffectofboththedepressantandm arijuana.
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N arcoticsFactS heet
DetectionP eriod:2 — 4 days.
Cocaineisusedm edically asalocalanesthetic.Itisabusedasapow erfulphysicalandm ental
stim ulant.T heentirecentralnervoussystem isenergized.M usclesarem oretense,theheartbeats
fasterandstronger,andthebody burnsm oreenergy.T hebrainexperiencesany exhilarationcaused
by alargereleaseofneurohonnonesassociatedw ithm oodelevation.
DES CR IP T IO N
 N aturalandnaturalderivatives— opium ,m orphine,codeineandheroin
 S ynthetics— meperidine(Demerol),oxymorphone(N umorphan),andoxycodone(P ercodan)
 M ay betakeninpillform ,sm oked,orinjected,dependinguponthetypeofnarcoticused.
 T rade/streetnam esincludeS m ack,Horse,Emm a,BigD,Dollies,Juice,S yrup,andChinaW hite
S IGN S 'AN D S YM P T O M S O FU S E
 M oodchanges
 Im pairedm entalfunctioningandalertness
 Constrictedpupils
 Depressionandapathy

 Im pairedcoordination
 P hysicalfatigueanddrow siness
 N ausea,vom itingandconstipation
 Im pairedrespiration

HEAL T H EFFECT S
 W needleusershaveahighriskforcontractinghepatitisandAIDS duetothesharingofneedles.
 N arcoticsincreasepaintolerance.Asaresult,peoplecouldmoreseverelyinjurethem selvesorfailto

seekmedicalattentionafteranaccidentduetothelackofpainsensitivity.
 N arcotics'effectsarem ultipliedw henusedincombinationw ithotherdepressantdrugsand

alcohol,
causingincreasedriskforanoverdose.S O CIAL IS S U ES

 T hereareover500,000 heroinaddictsintheU S m ostofw hom areIV needleusers.
 Anevengreaternum berofm edicinalnarcotic-dependentpersonsobtaintheirnarcotics

through
prescriptions.

 Becauseoftolerance,thereisanever-increasingneedform orenarcoticstoproducethesam e
effect.

 S trongm entalandphysicaldependency occurs.
 T hecom binationoftoleranceanddependencycreatesanincreasingfinancialburdenfortheW O R KP L ACEIS S U ES
 U nw antedsideeffectssuchasnausea,vomiting,dizziness,mentalcloudinganddrow sinessplacethe

legitimateuserandabuserathigherriskforanaccident.
 N arcoticshavealegitim atem edicaluseinalleviatingpain.W orkplaceusem ay cause

im pairm entofphysicalandm entalfunctions.
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P hencyclidine(P CP )FactS heet
DetectionP eriod:2 — 7days(casualuse);U pto30 days(chronicuse).
P hencyclidine(P CP )w asoriginallydevelopedasananesthetic,buttheadversesideeffectspreventedits
useexceptasalargeanimaltranquilizer.P hencyclidineactsasbothadepressantandahallucinogen,and
sometimesasastimulant.Itisabusedprimarilyforitsvarietyofmood-alteringeffects.L ow dosesproduce
sedationandeuphoricm oodchanges.T hem oodcanchangerapidlyfrom sedationtoexcitationand
agitation.L argerdosesmayproducesacoma-likeconditionw ithmusclerigidityandablankstarew iththe
eyelidshalfclosed.S uddennoisesorphysicalchocksmaycausea"freakout"inw hichthepersonhas
abnorm alstrength,extremelyviolentbehavior,andaninabilitytospeakorcom prehendcommunication
DES CR IP T IO N
 P CP issoldasacreamy,granularpow derandisoftenpackagedinone-inchsquarealuminum foilor

folderpaper"packets".
 Itm ay bem ixedw ithm arijuanaortobaccoandsm oked.Itissom etim escom binedw ith

procaine,alocalanesthetic,andsoldasim itationcocaine.
 T rade/streetnam esincludeAngelDust,DustandHog
S IGN S AN D S YM P T O M S O FU S E
 Im pairedcoordination
 S evereconfusionandagitation
 Extrem em oodshifts
 M usclerigidity
 Jerky eyem ovem ents
 Dilatedpupils
 P rofusesw eating
 R apidheartbeat
 Dizziness
HEAL T H.EFFECT S
 T hepotentialforaccidentsandoverdoseem ergenciesishighduetotheextrem em ental

effectscom binedw iththeanestheticeffectonthebody.
 P CP ispotentiatedbyotherdepressantdrugs,includingalcohol,increasingthelikelihoodofan

overdosereaction.
 M isdiagnosingthehallucinationasL S D induced,andthenretreatingw ithT horazine,cancauseafatal

reaction.
 U secancauseirreversiblem em ory loss,personality changes,andthoughtdisorders.
 T hereare4 phasesofP CP abuse.T hefirstphaseisacutetoxicity.Itcanlastupto3 daysandcan

includecombativeness,catatonia,convulsionsandcoma.Distortionsofsize,shape,anddistance
perceptionarecommon.T hesecondphase,w hichdoesnotalw aysfollow thefirst,isatoxic
psychosis.U sersmayexperiencevisualandauditorydelusions,paranoia,andagitation.T hethird
phaseisadrug-inducedschizophreniathatmaylastamonthorlonger.T hefourthphaseisP CP -

induceddepression.S uicidaltendenciesandm entaldysfunctioncanlastform onths.
W O R KP L ACEIS S U ES
 P CP abuseislesscom montodaythaninrecentyears.Itisalsonotgenerallyusedinaw orkplace

settingbecauseoftheseveredisorientationthatoccurs.
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A P P EN DIX E-FO R M S
P R E-EM P L O YM EN T DR U G T ES T IN G N O T IFICA T IO N &

A CKN O W L EDGEM EN T

Ihereby acknow ledge and understand that,aspart ofm y application forem ploym ent fora
position w hich involvestheperform anceofsafety-sensitivefunctionsasdefined by 49 CFR P art
655,asam ended,Im ustsubm ittoaurinedrugtestundertheauthority oftheU .S .Departm ent
oftransportation,FederalT ransitAdm inistration.Iacknow ledge and understand thatany offer
ofem ploym entiscontingenton the passing ofthe aforem entioned drug testand Iw illnotbe
assigned toperform asafety-sensitivefunctionunlessm y urinedrugtesthasaverified negative
resulthavingnoevidenceofprohibiteddruguse.

S ignatureofApplicant Date

P rintN ame

S ignatureofW itness Date

P rintN ame

Yourapplicationw illnotbeconsideredforemploymentforacoveredsafety-sensitivepositionunlessthis
acknow ledgementiscompletedandsigned.
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A CKN O W L EDGEM EN T O FCIT Y O FBA R A BO O 'S DR U G A N D A L CO HO L T ES T IN G
P O L ICY

T heundersigned,hereby acknow ledgethatIhavereceived acopy oftheanti-drugand alcohol
m isuse program policy m andated by the U .S .Departm ent ofT ransportation forallcovered
em ployeesw ho perform asafety-sensitive function.Iunderstand thispolicy isrequired by 49
CFR P arts40 and 382,asam ended,and hasbeen duly adopted by the Councilofthe City.Any
provisionscontained herein w hich are not required by 49 CFR P art 382 or49 CFR P art 40,as
am ended,thathavebeenim posed solely ontheauthority oftheCity aredesignated assuchin
thepolicydocum ent.

Ifurtherunderstand thatreceiptofthispolicy constitutesalegalnotificationofthecontents,
and that it ism y responsibility to becom e fam iliar w ith and adhere to allprovisions
contained herein.Iw illseekand get clarificationsforany questionsfrom the City'scontact
person listed in thepolicy.Ialso understand thatcom pliancew ithallprovisionscontained in
thepolicy isaconditionofm y em ploym ent.

I further understand that the inform ation contained in the approved policy dated
____________________, issubject to change,and that any such changes,oraddendum ,
shallbegiventom einam annerconsistentw iththeprovisionof49 CFR P arts40 and 382,as
am ended.

S ignatureofEm ployee Date

S ignatureofW itness Date
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R EL EA S E O FIN FO R M A T IO N FO R M

S ectionI.T obecom pletedby thenew em ployer,signedby theem ployee,andtransm ittedto
thepreviousem ployer:
EmployeeP rintedorT ypedN ame:
EmployeeS S orID N umber:
Iherebyauthorizereleaseofinformationfrom myDepartm entofT ransportationregulateddrugandalcohol
testingrecordsbymypreviousemployer,listedisS ection1-B,totheemployerlistedinS ectionI-A.T his
releaseisinaccordancew ithDO T R egulation49 CFR P art40,section40.25.Iunderstandthatinform ationto
bereleaseinS ectionII-A bym ypreviousemployer,islim itedtothefollow ingDO T regulatedtestingitem s:
 Alcoholtestsw itharesultof0.04 orhigher;
 Verifiedpositivedrugtests;
 R efusalstobetested;
 O therviolationsofDO T agency drugandalcoholtestingregulations;
 Inform ationobtainedfrom previousem ployersofadrugandalcoholruleviolation;
 Docum entation,ifany,ofcom pletionofthereturn-to-duty processfollow inaruleviolation.

Em ployeeS ignature: IDate:
I-A
N ew EmployerN ame:
Address:
T elephoneN um ber: IFax:
DesignatedEm ployerR epresentative:

.
I-B
P reviousEm ployerN ame:
Address:
T elephoneN umber:
DesignatedEm ployerR epresentative(ifknow n):
S ectionII:T obecom pletedby thepreviousem ployerandtransm itted,by m ailorfax tothe
new em ployer:
IVA
Inthetw oyearspriortothedateoftheemployee'ssignature(inS ectionI),forDO T -regulatedtesting:
1.Didtheem ployeehavealcoholtestsw itharesultof0.04 orhigher? Yes N o
Didtheem ployeehaveverifiedpositivedrugtests? Yes N o
Didtheem ployeerefusetobetested? Yes N o
4. Didtheem ployeehaveotherviolationsofDO T agency drug& alcohol

testingregulations?
Yes N o

Didapreviousem ployerreportadrugandalcoholruleviolationtoyou? Yes N o
6. Ifyou answ ered"yes"toany oftheaboveitem s,didtheem ployee

com pletethereturn-to-duty process?
Yes N o

N ote:Ifyou answ ered ỳes"toitem 5,you m ustprovidethepreviousem ployer'sreport.Ifyou
answ ered"yes"toitem 6,you m ustalsotransm ittheappropriatereturn-to-duty docum entation
(i.e.S A P reports,follow -uptesting record).
II-B .
N ameofpersonprovidinginformationinS ection11-A:
T itle:
T elephoneN umber:
Date:
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P O S T A CCIDEN T DR U G A N D A L CO HO L T ES T DECIS IO N
DO CU M EN T A T IO N FO R M

1.AccidentR eportN um ber:
2. L ocationofAccident:

3. AccidentDate: T ime:
4. R eportDate: T ime:
5. N ameofEm ployee:
6. IdentificationN um ber:
7. P osition:
8. R esultofAccident(Checkallthatapply):

Fatality Injuryrequiringtransporttohospital
Disablingdamagetooneorm orevehicles R emovefrom revenueservice
P assenger Employee
O thervehicle O ther,specify:

9. W astheem ployeesentforapost-accidenttest? IYes N o
10. Ifno,explain:

11. Decisiontotest:FT A AuthorityCity
Authority

Yes
Yes

N o
N o

12. T ypeofT est: Drug Alcohol
13. S upervisorm akingdetermination:
14. N otificationoftest:Date: IT im e:
15. T estConducted:Drug

Alcohol
Date
:
Date

T ime:
T ime:

16. Didthealcoholtestoccurm orethan2 hoursfrom thetim eoftheaccident? YesN o
Explain:

17. Ifnoalcoholtestoccurredbecausem orethan8 hourselapsedfrom thetim eofthe
accident,pleaseexplain:

18. Didtheem ployeeleavethesceneoftheaccidentw ithoutjustcause? Yes N o
Ifyes,explain:

19. Ifnodrugtestw asperform edbecausem orethan32 hourshadpassedsincethetim eofthe
accident,pleaseexplain:

20. Iftheem ployeeindicatedrecentuseofprescriptionorover-the-counterm edications,please
com pleteaconfidentialm edicalreport
2L O therComm ents:

22.S upervisorS ignature Date
Attachm ent:
O rdertoT est
ChainofCustodyT est
R esultS ummary
AlcoholT estingForm
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P ossibleS ourcesforInform ationalM aterials

1. N ationalClearinghouseforA lcoholandDrugInform ation(N CA DI),P O Box 2345,
R ockville,M D 20852.(800)729-6686 or(301)468-2600.T heClearinghousecanprovidefact
sheets,film s,posters,pam phlets,andbrochuresatnoorlow cost.M ultilingualm aterialsand
afreequarterly catalogarealsoavailable.

2. S tateS ubstanceAbuseClearinghouse:
N ancyKendall
W isconsinClearinghouseforP reventionR esources
1552 U niversityAvenue
M adison,W isconsin53726-4085
Voice:(608)262-7507
T ollFree:(800)248-9244
Fax:(608)262-6346
E-m ail:nkendall@ w isc.edu
http://vvvvw.uhs.wisc.edu/wch/
O N DCP State and Local Drug Profiles
View Map

3. Drug-FreeW orkplacehelpline,CenterforS ubstanceAbuseP revention.(800)843-4971
operatesfrom 9:00 a.m .to8:00 p.m .ES T ,M onday— Friday.P rovidesinform ationonpolicy,drug
testing,em ployeeassistanceprogram sm odels,andrelatedtopics.O ffersliteratureatnocostto
em ployers.R eferralstootherinform ationsourcesandlistsofconsultantsby geographicareaare
available.

4. P artnershipforaDrugFreeA m erica,405 L exingtonAvenue,N ew York,N Y 10174-0002.(212)
922-1560.P rovideshighquality,highim pactm essagesintheform ofposters,audiotapes,and
videotapes.N ocharge,butadonationw illberequested.

S ourcesofCom m unity S erviceHotL ineT elephoneN um bers

1.Am ericanCouncilonAlcoholism Helpline— (800)356-9996
2.N ationalCocaineHotline— (800)CO CAIN Eor(800)662-HEL P
3.N ationalCouncilonAlcoholism andDrugDependenceHopeL ine— (800)N CA-CAL L
4.N ationalInstituteonDrugAbuseHotline— (800)662-HEL P
5.AlcoholicsAnonymous— (800)870-3795
6.N arcoticsAnonym ous— seelocaldirectory
7.L ocalU nitedW ay
8.N ationalDirectory ofDrugA buseandA lcoholism T reatm entandP reventionP rogram s.

Directory P ublishedby theU .S .P ublicHealthS ervice,R ockville,M D.
9.W isconsinalcoholanddrugabuseagencies.
10. Yellow P agesdirectoryunder"S ocialS erviceAgencies"

mailto:nkendall@wisc.edu
http://vvvvw.uhs.wisc.edu/wch/
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S ection5: CO N DU CT

EthicsCode

Em ployeesareexpectedtoadheretotheCity’sEthicsCode,w hichisincorporatedhereinby reference. T he
com pleteEthicsCodecanbefoundinChapter1 oftheCity’sGeneralCodeofO rdinances.



88

S ection5: CO N DU CT

Harassm entandDiscrim inationintheW orkplace

P U R P O S E -T he purpose ofthispolicy isto m aintain ahealthy w ork environm ent in w hich allindividualsare
treated w ith respectand dignity and to provide proceduresforreporting,investigating,and resolving com plaints
ofharassm entanddiscrim ination.

P O L ICY -Itisthepolicy oftheCity ofBaraboothatallem ployeeshavetherighttow orkin an environm entfree ofall
form sofharassm ent.T he City ofBaraboo w illnot tolerate,condone,orallow harassm ent by any em ployee or
other non-em ployeesw ho conduct businessw ith the City. T he City of Baraboo considersharassm ent and
discrim ination ofothersto be form sofseriousem ployee m isconduct.T herefore,the City shalltake direct and
im m ediate action to prevent such behavior, and to rem edy all reported instances of harassm ent and
discrimination.A violationofthisCitypolicycanleadtodisciplineuptoandincludingtermination,w ithrepeatedviolations,
evenif“ minor,” resultingingreaterlevelsofdisciplineasappropriate.

P R O CEDU R ES

1. P rohibitedActivity (S exualHarassm entandHarassm ent)
A.S exualharassm entisdefinedasunw elcom esexualadvances,requestsforsexualfavors,andotherverbal

orphysicalconductofasexualnaturew hen:
1)S ubm issiontosuchconductism adeeitherexplicitly orim plicitly aterm orconditionofem ploym ent;or
2)S ubm issiontoorrejectionofsuchconductby anem ployeeisusedasthebasisforem ploym ent

decisionsaffectingtheem ployee;or
3)S uchconducthasthepurposeoreffectofunreasonably interferingw ithanem ployee’sw ork

perform anceorcreatinganintim idating,hostile,oroffensivew orkingenvironm ent.
B.Harassmentisanyverbal,w ritten,visual,orphysicalactthatcreatesahostile,intimidating,oroffensivew ork

environm entorinterferesw ithanindividual’sjobperform ance.
1)N oem ployeeshalleitherexplicitly orim plicitly ridicule,m ock,deride,orbelittleany person.
2)Em ployeesshallnotm akeoffensiveorderogatory com m entstoany person,eitherdirectly or

indirectly,basedonrace,color,sex,religion,age,disability,m aritalstatus,sexualorientation,national
origin,andotherform sofdiscrim inationprohibitedby theW isconsinFairEm ploym entAct.S uch
harassm entisaprohibitedform ofdiscrim inationunderstateandfederalem ploym entlaw and/oris
alsoconsideredm isconductsubjecttodisciplinary actionby theCity.

2. CoveredIndividuals– Individualscoveredunderthispolicy includeem ployeesandapplicantsforem ploym ent,
volunteers,m em bersofthepublic,electedofficials,andappointedboardsandcom m issions.

3. S upervisory R esponsibilities
A.EachS upervisorshallberesponsibleforpreventingprohibitedactivitiesasdefinedaboveby:

1)M onitoringthew orkenvironm entonadaily basisforsignsthatharassm entm ay beoccurring;
2)T rainingandcounselingallem ployeesonw hatconstitutesharassm entandsexualharassm ent,onthe

typesofbehaviorprohibited,andtheCity’spolicy andproceduresforreportingandresolving
com plaintsofharassm ent.

3)S toppingany observationthatm ay beconsideredharassm ent,andtakingappropriatestepsto
intervene,w hetherornottheinvolvedem ployeesarew ithinhis/herlineofsupervision;and

4)T akingim m ediateactiontopreventretaliationtow ardthecom plainingparty orw itnessesandto
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elim inatethehostilew orkenvironm entw heretherehasbeenacom plaintofharassm ent,pending
investigation.Ifasituationrequiresseparationoftheparties,careshouldbetakentoavoidactions
thatappeartopunishthecom plainant.T ransferorreassignm entofany ofthepartiesinvolvedshould
bevoluntary ifpossibleand,ifinvoluntary,shouldbetem porarypendingtheoutcom eofthe
investigation.

B.EachS upervisorhastheresponsibility toassistany em ployeeoftheCity w hocomestothatS upervisorw itha
com plaintofharassm entindocum entingandfilingacom plaintw iththeinternalinvestigationsauthority as
designatedby thisagency.

Failing to carry out these responsibilitiesw illbe considered in any perform ance appraisal(evaluation)or
promotionaldecisionandmaybegroundsfordiscipline.

4. Em ployeeR esponsibilities
A.Eachem ployeeofthisagency isresponsibleforassistinginthepreventionofharassm entthroughthe

follow ingacts:
1)R efrainingfrom participatingin,orencouragem entofactionthatcouldbeperceivedasharassm ent;
2)R eportingactsofharassm enttoaS upervisor;and
3)Encouraginganyem ployeew hoconfidesthathe/sheisbeingharassedordiscrim inatedagainsttoreport

theseactstoaS upervisor.

5. Com plaintP rocedures
A.Any em ployeeencounteringharassm entisencouraged,butnotrequired,toinform thepersonthathis/her

actionsareunw elcom eandoffensive.T hisinitialcontactcanbeeitherverbalorinw riting.T heem ployeeisto
documentallincidentsofharassm entinordertoprovidethefullestbasisforinvestigation.

B.Anyem ployeew hohasunsuccessfullyattem ptedtoterm inatetheharassm entby them eansstatedinS ection
1 above,andw hobelievesthathe/sheisbeingharassed,shallreporttheincident(s)assoonaspossibleto
his/herS upervisorsothatstepsm ay betakentoprotecttheem ployeefrom furtherharassm ent,andso
thatappropriateinvestigativeanddisciplinarym easuresm aybeinitiated.W heredoingsoisnotpractical,the
em ployeem ay,instead,fileacom plaintw ithanotherS upervisor,Hum anR esources,theCityAttorney,City
Adm inistrator,orM ayor.
1)T heS upervisororotherpersontow hom acom plaintisgivenshallm eetw iththeem ployeeand

docum enttheincident(s)com plainedof,theperson(s)perform ingorparticipatingintheharassm ent,
any w itnessestotheincident(s),andthedate(s)onw hichtheallegedharassm entoccurred.

2)Failureofany S upervisor(orotherpersontow hom thecom plaintisgiven)tocarry outtheabove
responsibilitiesw illbeconsideredinany perform anceappraisal(evaluation)orpromotionaldecisionand
maybegroundsfordiscipline.

C.Anem ployeeshouldutilizetheCity’sinternalreportingprocedurefirst.How ever,ifafterutilizingthis
procedurethecom plainantfeelsthatthecom plainthasnotbeenadequately addressed,theem ployee
m ay fileacom plaintw itheitherorbothofthefollow ing:
1)S tateofW isconsinEqualR ightsAgency,201 EastW ashingtonAvenue,M adison,W I53703,P hone:

(608)266-6860,and/or
2) EqualEm ploym entO pportunity Com m ission,310 W estW isconsinAvenue,S uite800,M ilw aukee,W I

53203-2292,P hone: 800-669-4000
3)Iftheemployeeexercisesthereportingoptionsof(1)or(2)above,he/shemustfileacopy ofthecom plaint

w iththeCity Attorney w ithin24 hoursoffilingofthatcom plaint.
D.T heinternalinvestigationauthority shallberesponsibleforinvestigatingany com plaintalleging

harassm entordiscrim ination.
1)T heinternalinvestigativeauthority (ifotherthantheCity Adm inistratororCity Attorney)shall

im m ediately notify theCity Adm inistratorandtheCity Attorney ifthecom plaintcontainsevidenceof
crim inalactivity suchasbattery,rape,orattem ptedrape.
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2)T heinvestigationshallincludeadeterm inationw hetherotherem ployeesarebeingharassedby the
person,andw hetherotherCity em ployeesparticipatedinorencouragedtheharassm ent.

3)T heinternalinvestigativeauthority shallinform thepartiesinvolvedoftheoutcom eofthe
investigation.

4)A fileofharassm entanddiscrim inationcom plaintsshallbem aintainedinasecurelocation.T heChief
ExecutiveO fficershallbeprovidedw ithanannualsum m ary ofthesecom plaints.

E.T hereshallbenoretaliationagainstany em ployeeforfilingharassm entordiscrim inationcom plaint,orfor
assisting,testifying,orparticipatingintheinvestigationofsuchacom plaint.

F.T hecom plainingparty’sconfidentiality w illbem aintainedthroughouttheinvestigatoryprocesstotheextent
practicalandappropriateunderthecircum stancesandtotheextentperm ittedundertheW isconsinP ublic
R ecordsL aw .

6. R etaliation
A. R etaliationagainstany em ployeeorapplicantforfilingaharassm entordiscrim inationcom plaint,for

assisting,testifyingorparticipatingintheinvestigationofsuchacom plaint,orforrequestingaprotected
leaveofabsenceorreasonableaccom m odation,isillegalandisprohibitedby theCity andby federal
statutes.

B. R etaliationcanoccurfrom avariety ofsources,includingco-w orkers,supervisorsorelectedofficials.
C. Generally,any m aterially adverseactiontakenagainstanem ployeeorapplicant“ becauseof” protected

conductisprohibited. T hescopeofretaliationgoesbeyondw orkplace-relatedorem ploym ent-related
actionsandincludesconductthatw oulddissuadeareasonablew orkerfrom m akingorsupportinga
chargeofdiscrim ination. T hesignificanceofany givenactofretaliationm ay dependupontheparticular
circum stances,butm ustbeconsidered“ m aterially adverse” ,thusseparatingsignificantfrom trivialharm s
thatnorm ally w illnotdeterdiscrim inationvictim sfrom filingacom plaint. Exam plesofconductthatm ay
beconsideredretaliationinclude:

a. Discharge
b. Dem otionornotprom oting
c. R eductioninpay
d. R eassignm entofjobduties
e. Givingalessdistinguishedjobtitle
f. Filingfalsecrim inalchargesagainstanem ployee
g. S ignificantly dim inishinganem ployee’sresponsibilities
h. U nw arrantednegativeperform anceevaluations(im pactingprom otionalopportunities)
i. Increasedscrutiny ofem ployee’sw ork
j. R efusingtorestorelostleavetim e
k. Isolationorshunninganem ployee

D. Com plaintP rocedure: Any em ployeew hobelievesthatheorsheisbeingretaliatedagainstshallreport
theincident(s)assoon aspossibletotheirsupervisorsothatstepsm ay betakentoprotectthe
em ployee.W heredoingsoisnotpractical,theem ployeem ay insteadfileacom plaintw ithanother
supervisor,Hum anR esources,theCity Attorney,City Adm inistratororM ayor.

E. R etaliationisaform ofem ployeem isconduct. Any evidenceofretaliationshallbeconsideredaseparate
violationofthispolicy andissubjecttodisciplineuptoanincludingterm ination.

F. M onitoringtoensurethatretaliationdoesnotoccuristheresponsibility ofthechiefexecutiveofficer,
supervisorsandtheappropriateinternalinvestigativeauthority.
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S ection5: CO N DU CT

Disciplinary A ction

P urpose-Any em ployeeconductthat,intheopinionoftheCity,interferesw ithoradversely affectsCity business
issufficientgroundsfordisciplinary action.

1.DIS CIP L IN AR Y S T EP S -S houldtherebeaproblem regardingtheem ployee'sadherencetotheCity’srules,the
em ployeew illbegivenanopportunity tochangetheunw antedbehavior.T heCity,afterconductingan
investigationandprovidingdueprocess,m ay takedisciplinary actionthatcanrangefrom oralw arningsto
im m ediatedischarge.O urgeneralpolicy istotakedisciplinary stepsinthefollow ingorder:

A.O ralW arning(s)-T heemployeew illbegivenaverbalexplanationoftheerrantbehavior,includingareiteration
ofw hattheCity'sruleisw ithregardtothatbehavior.Inaddition,theem ployeew illbeadvisedofthe
consequencesoffurtherinfractionsoftheruleinquestion.Ifnofurtherproblem soccurw ithregardto
theissueraisedattheverbalw arningstage,nofurtherdisciplinary actionw illbetaken.

B.W rittenR eprim and(s)-Iftheproblem persists,theem ployeew illbegivenaw rittenexplanationofthe
errantbehavior,includingareiterationofw hattheCity’sruleisw ithregardtothatbehavior.Inaddition,
theem ployeew illbeadvisedthatcontinuationoftheproblem w illleadtosuspensionw ithoutpay fora
statedperiodoftim e.Asbefore,theem ployeew illbegivenanopportunity tochangetheunw anted
behaviorand,ifthebehaviordoesnotrecur,nofurtherdisciplinary actionw illbetaken.

C.S uspension-Ifverbalandw rittenw arningsfailtobringaboutachangeintheundesiredconduct,the
em ployeew illbesuspendedandw illbeinform edthatfurtheroccurrencesoftheconductw illleadtothe
em ployee'sim m ediatedischarge,w ithoutadditionalw arnings.

D.T erm ination– T heem ployee’sem ploym entw iththeCity w illbeended.

2 T heCity O fBarabooreservestherighttobypassthedisciplinary stepsandbaseitsdisciplinary actiononthe
severity,frequency,orcom binationofinfractionsw hencircum stancesw arrantim m ediateaction.T heCity of
Baraboobelievesthatengagingincertaintypesofm isconductshouldsubjectanem ployeetoim m ediate
suspensionordischarge,ratherthanallow ingopportunity forcorrectionofbehaviorthroughprogressive
disciplinesteps.Violentbehaviorw ouldbeanexam plethatm ightleadtoim m ediateaction.

3. DO CU M EN T AT IO N -Departm entHeadsoradesigneew illdocum entadisciplinary processbeginningw iththe
firstverbalw arning.T heCityAdm inistratorw illapprovealldisciplinaryactionsinexcessofw rittenw arnings.T he
CityAdm inistratordoesnotneedapprovaltotakedisciplinaryactionagainstaDepartm entHead.T he
Finance/P ersonnelCom m ittee,M ayororadesigneew illapprovealldisciplinary actionsinvolvingtim eofffor
Departm entHeads.Com m onCouncilauthority isrequiredforterm inationofaDepartm entHead.A reportof
disciplinary actionw illberetainedintheem ployee'spersonnelfile.

4. T heCity alsoreservestherighttoaltertheorderdescribedabove,toskipdisciplinary steps,toelim inate
disciplinary steps,ortocreatenew and/oradditionaldisciplinary steps.Inchoosingtheappropriate
disciplinary action,w em ay considerany num berofthefollow ingthings:

a. T heseriousnessofyourconduct,
b. Yourhistory ofm isconduct,
c. Yourem ploym entrecord,
d. Yourlengthofem ploym entw iththeCity,
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e. T hestrengthoftheevidenceagainstyou,
f. Yourability tocorrecttheconduct,
g. Yourattitudeabouttheconduct,
h. Actionsw ehavetakenforsim ilarconductby otherem ployees,
i. How yourconductaffectsthisCity,itscitizens,andyourco-w orkers,and
j. Any othercircum stancesrelatedtothenatureofthem isconduct,toyourem ploym entw iththe

City,andtotheaffectofthem isconductonthebusinessoftheCity.

5. Dependingonthecircum stances,theCity m ay givesom eoftheabovecriteriam orew eightthanothers–
ornow eightatall.S om econductm ay resultinim m ediateterm ination.Herearesom eexam plesof
behaviorthatw ouldrequiredisciplinary action(includebutarenotlim itedto):dishonesty orfalsification
ofrecords,insubordination,theftordestructionofCity property,unauthorizeduseorabuseofCity
property,drinkingintoxicantsw hileonthejob,useofdrugsorcontrolledsubstancesincludingthe
inappropriateuseofcontrolledsubstancesprescribedby aphysicianw hileonthejob,fightingor
creatingadisturbanceam ongfellow em ployees,disorderly orim m oralconduct,violatingthecivilrights
ofanotherperson,violatingtheCity’santi-harassm entpolicy,violatingtherules,regulationsorpolicies
oftheirrespectivedepartm entortheCity,absencew ithoutleave,habitualtardinessorabuseofsick
leave,useofofficialpositionorauthority forpersonalprofitorpoliticaladvantage,disregardorrepeated
violationofsafety rules,know ingly m akingfalseorm aliciousstatem ents,acceptanceofany gift,favoror
any servicethatm ightreasonably tendtoim properly influenceanem ployeeinthedischargeofhis/her
officialduties,failuretoperform assignedw orkinanefficientm anner,beingw astefulofm aterial,
property,orw orkingtim e,orany othercircum stancethatm ay w arrantdisciplinary actiononacase-by-
casebasis.

6. O fcourse,itisim possibletocom pileanexhaustivelistofthetypesofconductthatw illresultin
im m ediateterm ination.T heoneslistedabovearem erely illustrations.

7. You shouldrem em berthatyourem ploym entisatthem utualconsentofyou andtheCity.T hispolicy
doesnotchangethisfact.T hism eansthatyou ortheCity ofBaraboocanterm inateourem ploym ent
relationshipatw ill,atany tim e,w ithorw ithoutcause,andw ithorw ithoutadvancenotice.Asaresult,
theCity reservestherighttoterm inateyourem ploym entatany tim e,forany law fulreason,including
reasonsnotlistedinthispolicy.You alsohavetherighttoendyourem ploym entatany tim e.

8. W heneverany disciplinary actioniscontem platedagainstapublicem ployeeasaresultofconductthat
m ightleadtoacrim inalcharge,thepersonassignedtoinvestigatetheallegationsofm isconductshould
beaw areofthefollow ingrule:

a. A governm entem ployerw how antstoaskanem ployeepotentially incrim inatingquestionsm ust
firstw arntheem ployeethattheem ployeem ustrespondtoquestionsrelatedtotheirjob.Either
beforethem eeting,atthebeginningofthem eeting,oraftertheem ployee’sfirstrefusalto
answ eraquestion,thefollow ingstatem entshouldbem adeifitisdesiredtocom pelthe
em ployeetoansw er:

b. “ You areunderadirectordertoansw erthesequestions.Failureorrefusaltoansw erallofthese
questionscom pletely andtruthfully shallbeconsideredgroundsforseriousdisciplineuptoand
includingdischarge.N othingyou say,northefruitsthereof,m ay beusedagainstyou inany later
crim inalproceedings,butm ay beusedinlaterdisciplinary proceedings.”

9. T heabove-w arningm ustbegivenw heneveranem ployeeisw arnedthathe/shem ay notrefuseto
answ erthequestionsonthegroundsthattheansw erm ay incrim inatehim /her.U sually,w hensuch
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w arningisgiven,theem ployeeisalsoadvisedthatifhe/sherefusestoansw erthequestions,thatthis
w ouldbeconsideredinsubordinationresultinginhis/herdischarge.

a. Inthealternativetogivingtheabovew arning,theinvestigatorm ay advisetheem ployeethat
he/shem ay refusetoansw erquestionsonthegroundsthattheansw ersm ightincrim inate
him /her;how ever,he/sheshouldunderstandthatsuchrefusalcouldbeconsideredadversely
from his/herstandpoint.T hus,anem ployeem ay beadvisedthathe/shem ay taketheFifth
Am endm entw ithoutrepercussionsortheinterview erm ay inform theem ployeethatifhe/she
takestheFifthAm endm ent,theinterview erm ay draw anadverseinferencefrom theem ployee’s
takingtheFifthAm endm ent,w hichisperm ittedincivilcases.

b. O utsidethecrim inalcontext,thegovernm entinvestigatorisnotrequiredtoadvisetheem ployee
oftheirlegaloptions.

i. Itshouldalsoberecognizedthatanem ployeehasnorighttoskipaninterview m erely
becausehe/shehasreasonstothinkthathe/shew illbeaskedquestionsw herethe
answ erstothequestionsm ightbeincrim inating.T heem ployeem ustunderstandthat
he/shem ay beaskedotherquestionsoutsidethecrim inalcontext.

ii. Finally,astothequestionw hetherapublicem ployeehasarighttoproceduraldue
process,thefederalcourtshaveheldthatapublicem ployeew hoseem ploym entcouldbe
term inatedonly “ forcause” hasaprotectableproperty interestinhis/herjobandis,
therefore,entitledtodueprocess.(S eeClevelandBoardofEduc.V L auderm ill,470
U .S .532,538(1985);S onnleitnervYork,304 F3d704,711 (7th Cir.2002),andAtw ellvL isle
P arkDistrict,286 F3d987 (7th Cir.2002).

c. P rotectiveEm ployees– T hey w illbedisciplinedinaccordancew ithrequirem entssetforthin
S ection62.13,W isconsinS tatutes.



94

S ection5: CO N DU CT

P rogressiveDisciplineP olicy Form

CIT Y O FBA R ABO O EM P L O YEEN O T ICEO FDIS CIP L IN A R Y ACT IO N

 DateofR eprim and: Verbal______________________ W ritten________________________

 Ifaverbalreprim and,show datew henw rittenrecordofthatconversationw asm ade:_______________

 S uspensionof________ daysfrom ________________________ to_______________________

 T erm inationdate:_______________________________________

 EffectiveDateofAction__________________________________

N am e:____________________________________________________________________________

T itle/P ay L evel:_____________________________________________ $ ____________________

Departm ent:_______________________________________________________________________

DateofHire: ______________________________________________________________________

P rovidealloftheinform ationrequestedbelow .Attachadditionalpagesifnecessary:

I. Disciplinary actionisbeingtakenforthefollow ingreasons(includedates):

II. Em ploym enthistory(includedateandexplanationofpreviousdisciplinesandrelevantcounseling):

III. T hefollow ingcorrectiveactionisexpected:

Futureinfraction(s)m ay resultinfurtherdisciplineuptoandincludingdischarge.

Em ployeeR epresentative___________________________________ Date:_____________________

Em ployeeS ignature_______________________________________ Date:_____________________

Departm entHeadS ignature_________________________________ Date:_____________________

City Adm inistratorS ignature_________________________________ Date:_____________________

S IGN AT U R EIN DICAT ES R ECEIP T ,N O T N ECES S AR IL Y CO N CU R R EN CE)
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S ection5: CO N DU CT

GrievanceP rocedure

S tatem entofP urpose: T he City ofBaraboo hasestablished thisGrievance P rocedure foran em ployee to utilize
form attersconcerning discipline,term ination,orw ork place safety covered by thisGrievance P rocedure.T his
P rocedure providesan em ployee w ith the individualopportunity to addressconcernsregarding discipline,
term ination orw orkplace safety m atters,to have those m attersreview ed by an Im partialHearingO fficer,and to
appealtotheCom m onCounciloftheCity ofBaraboo.

Anem ployeeshallusetheGrievanceP rocedureforresolvingdisputesregardingem ployeeterm ination,em ployee
discipline orw orkplace safety issuescovered by thisP rocedure.T he City ofBaraboo expectsan em ployee and
m anagem ent to exercise reasonable effortsto resolve any questions,problem sorm isunderstandingspriorto
utilizing the Grievance P rocedure.An em ployee subject to acontractualgrievance procedure shallfollow the
contractualgrievance procedure to the extent those procedurescoverthe m atterscovered by the Grievance
P rocedure.An em ployee subjectto statutory dispute resolution proceduresshallbe subjectto those procedures
to theextentthoseprocedurescoverthem atterscovered by theGrievanceP rocedure.T hisGrievanceP rocedure
doesnotcreatealegally bindingcontract.

T he City ofBaraboo reservesallrightsand thisprocedure doesnotcreate acontractofem ploym ent.Em ployees
ofthe City ofBaraboo are em ployed at-w illand m ay resign w ith orw ithoutreason.T he Em ployerm ay term inate
theem ploym entrelationshipatany tim ew ithorw ithoutreasonandw ithoutviolationofapplicablelaw .

DEFIN IT IO N S :
“ A dm inistration” m eanstheCity Adm inistrator,Departm entHead,orotherrepresentativeoftheCity ofBaraboo
authorizedtorespondtoagrievancefiledby anem ployee.

“ Em ployee” m eansallfull-tim e and perm anentpart-tim e em ployeesofthe City ofBaraboo,notincluding those
em ployeessubject to a collective bargaining agreem ent addressing em ployee discipline,term ination and
w orkplacesafety,statutorily appointed individualsidentified specifically instatuteasservingatthepleasureofan
appointingauthority,electedofficials,andindependentcontractors.

“ Em ployee discipline” m eansan em ploym ent action that resultsin disciplinary suspension,w ith orw ithout pay,
disciplinary term ination,ordisciplinary dem otion. “ Em ployee discipline” doesnot include oralreprim andsor
w arnings,w rittenreprim andsorw arnings,perform anceim provem entplans,perform anceevaluationsorreview s,
docum entation ofem ployee actsorom issions,adm inistrative leave orsuspension w ith orw ithout pay,non-
disciplinary w age,benefit orsalary adjustm ents,changesin assignm ent,action taken pursuant to an ordinance
createdunder§19.59(1m ),W isconsinS tatutes,orothernon-m aterialem ploym entactions.

“ T erm ination” m eansaseparation from em ploym ent by the em ployerfordisciplinary orquality ofperform ance
reasons.“ T erm ination” doesnotinclude layoff,furlough orreduction in w orkforce,job transfer,non-disciplinary
dem otion,reduction orposition elim ination based on failure to m eet qualifications,resignation,abandonm ent,
retirem ent,nonrenew alof contract,death,separation asaresult ofdisability,action taken pursuant to an
ordinance created under§19.59(1m ),W isconsin S tatutes.,orthe end orcom pletion oftem porary em ploym ent,
seasonalem ploym ent,contractem ploym ent,orassignm ent.

“ W orkplace safety” ,w hich shallbe narrow ly construed and not construed to include basic conditionsof
em ploym ent unrelated to physicalhealth and safety,m eansconditionsofem ploym ent related to the physical
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health and safety ofem ployees,aslong assuch conditionsare not enforceable understate orfederallaw ,and
includessafety ofthephysicalw orkenvironm ent,thesafeoperationofw orkplaceequipm entand tools,provision
ofprotective equipm ent,training and w arning requirem ents,w orkplace violence and accident risk.“ W orkplace
safety” doesnotincludeconditionsofem ploym entunrelated tophysicalhealthand safety m atters,including,but
not lim ited to,hours,overtim e,sick,fam ily,orm edicalleave,w ork schedules,breaks,term ination,vacation,
perform ancereview s,andcom pensation.

M A T T ER S N O T CO VER ED BY T HIS P R O CEDU R E: T hescopeofaGrievancethatissubjecttothejurisdictionofa
governm entalbody orspecificprocedureby otherW isconsinS tatutesshallbegovernedby thosestatutesandnot
theGrievanceP rocedure.

T hescopeofaGrievancethatissubjecttoagrievanceprocedureinacollectivebargainingagreem entm ay notbe
broughtforthunderthisP olicy.

T he scope ofaGrievance that issubject to otherP olicy orO rdinance forform alorinform alinvestigation or
disputeresolutionproceduresm ay notbebroughtforthunderthisP olicy.

P R O CEDU R E:

VerbalGrievanceandDisputeR esolution.W ithinfive(5)w orkingdaysoftheem ployeediscipline,oractualor
reasonableknow ledgeofthew orkplacesafety issue,andpriortofilingaw rittenGrievance,theGrievantm ust
discussthedisputew iththesupervisorw hom adethedecision.T hesupervisorandem ployeem ustinform ally
attem pttoresolvethedispute.T hesupervisorshallnotify theCity Adm inistratorofthism eetingandtheresultsof
them eeting.

W ritten Grievance S ubm ission.T he em ployee m ust file aw ritten Grievance w ithin fifteen (15)w orking daysof
the term ination,em ployee discipline oractualorreasonable know ledge ofthe w ork place safety issue. T he
Grievancem ustbeinw ritingand m ustbefiled w iththesupervisorand w ithacopy to theCity Adm inistrator.T he
Grievanceshallcontainaclearand concisestatem entofthepertinentfacts,thedatestheincidentsoccurred,the
identitiesofthe personsinvolved,docum entation related to the Grievance in possession ofthe Grievant,the
stepstaken to inform ally resolve the dispute and the resultsofthose discussions,allreasonsw hy the actionsof
the supervisorshould be overturned,ifapplicable,and the rem edy thatshould be issued.A Grievance alleging a
w orkplacesafety issueshallalsoidentify thew orkplacerulesallegedly violated,ifapplicable.

R epresentation. T he Grievant shallhave the right to representation during the Grievance P rocedure at the
Grievant’sexpense.T herepresentativem ay includeaunionrepresentativeorstew ard,anattorney,orapersonal
advocateselectedby thegrievant.T herepresentativeshallnotbeam aterialw itnesstothedispute.

A dm inistrativeR esponse.T heAdm inistrationshallm eetw iththeGrievantw ithinten(10)w orkingdaysofreceipt
ofthe w ritten Grievance to discussvoluntary resolution ofthe Grievance.Ifthose discussionsdo notresolve the
Grievance,then the Adm inistration w illprovide aw ritten response to the Grievance w ithin five (5)w orkingdays
of the m eeting. T he w ritten response shall contain a statem ent of the date the m eeting betw een the
Adm inistrationand theGrievantoccurred,thedecisionto sustainordeny theGrievance,and thedeadlineforthe
GrievanttoappealtheGrievancetoanIm partialHearingO fficer.

Im portance ofT im elinesand P rocess.A Grievance w illbe processed pursuant to the established tim elines.A
Grievant m ay advance aGrievance to the next step ifaresponse isnot provided w ithin the designated tim e
fram es.A Grievantm ay notfileoradvanceaGrievanceoutsideofthedesignatedtim efram es.T heAdm inistration
m ay advanceaGrievancetothenextstepatthew rittenrequestofeithertheGrievantortheAdm inistration.T he
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tim elinesm ay be m odified by w ritten m utualagreem ent ofthe Grievant and Adm inistration.T he failure ofthe
Grievantto follow the tim elinesand otherrequirem entsin thispolicy shallresultin the Im partialHearingO fficer
not having jurisdiction overthism atterand shallterm inate the Grievance P rocedure forthat Grievance.T he
Im partialHearing O fficer shallhave the authority to determ ine w hether the Im partialHearing O fficer has
jurisdiction,w hichm ay besubjecttoreview by thegovernm entalbody.

S cheduling.Grievance m eetingsand hearingsw illtypically be held during the Grievant’soff-duty hours.T im e
spentinGrievancem eetingsandhearingsw illnotbeconsideredascom pensablew orktim e.

Individualclaim .Any Grievance filed regarding w orkplace safety m ust relate to issuespersonalto the Grievant
filingtheGrievanceand m ay notrelateto,w ithoutlim itationby enum eration,safety ofproperty,orthird parties.
A Grievancefiled regardingw orkplacesafety m ustbefiled by theGrievantclaim ingheorshehasbeenpersonally
affectedby theallegedw orkplacesafety violation.

R EVIEW BY IM P A R T IA L HEA R IN G O FFICER :

Im partialHearing.T he decision ofthe Adm inistration asto the Grievanceshallbe finalunlessthe Grievantfilesa
w rittenappealrequestingahearingbeforeanIm partialHearingO fficer.T hew rittenappealshallbefiled w iththe
City Adm inistratorand w ithinten(10)w orkingoftheAdm inistrativeR esponse.Ifno Adm inistrativeR esponsehas
been filed w ithin the tim e lim itsofthe P olicy,then the w ritten appealshallbe filed w ithin ten (10)w orkingdays
ofthevoluntary resolutionm eeting.

Costs.Each party shallbearitsow n costsforw itnessesand allotherout-of-pocket expenses,including possible
attorney fees,in investigating,preparing,orpresenti9ng agrievance.T he feesofthe Im partialHearing O fficer
shallbepaidforequally by theGrievantandtheCity ofBaraboo.

S election ofHearing O fficer.Follow ing receipt ofthe appealrequesting ahearing before an Im partialHearing
O fficer,the Adm inistration shallprovide the nam e ofthe person w ho shallserve asan Im partialHearing O fficer.
T he Im partialHearingO fficershallbeassigned and notice provided to theGrievantw ithin10 w orkingdaysofthe
receipt ofthe appeal.T he Im partialHearing O fficershallbe aS aukCounty Court Com m issioner,oran attorney
representingaS aukorColum biaCounty m unicipality.

A dm inistration R epresentative.T he Adm inistration shallbe represented before the Im partialHearing O fficerby
theCity Adm inistrator,Departm entHead,and/ortheCity Attorney.

Conciliation.P riortotheHearing,thepartiesandIm partialHearingO fficerm ay engageinconciliationm eetingsto
resolvethedispute.Incasesinvolvingallegationsofw orkplacesafety,theconciliationm eetingshallbem andatory
and shalloccurnot m ore than ten w orking daysafterassignm ent to the Im partialHearing O fficer.T he Im partial
Hearing O fficer’sinvolvem ent in any conciliation processshallnot disqualify the Im partialHearing O fficerfrom
hearingthem eritsofany GrievanceunlessallpartiesagreetoreplacetheIm partialHearingO fficer.

P re-HearingConference and T im elines.T he Adm inistration,Grievantand Im partialHearing O fficershallconduct
apre-hearing conference and selectadate forhearing notm ore than thirty (30)calendardaysfrom the date of
assignm ent ofthe Im partialHearing O fficer. T he Im partialHearing O fficer shallassign datesfor prelim inary
m attersthatm ay arisepriortothehearing.
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R ecord ofP roceedings.T he Im partialHearing O fficershallconduct the proceedingsand m ake arecord ofthe
proceedings.Follow ing the issuance ofthe decision,the record shallbe provided to the Baraboo City Clerk for
preservation.

Burdens.T heGrievantshallbeartheburdenofproductionandburdenofproof.T herulesofevidenceshallnotbe
strictly follow ed,butnofactualconclusionsm ay bebased solely onhearsay evidence.N otlessthantendaysprior
to the hearing,the Grievant and the Adm inistration shallexchange listsofw itnessesand docum entary evidence
thatthey intendtointroduceattheproceedings.

W rittenR esponse.Afterreceivingtheevidenceand closingthehearing,theIm partialHearingO fficershallissuea
w ritten response. T he Im partial Hearing O fficer m ay request oralor w ritten argum entsand replies. T he
recom m endation shallcontain findingsoffact,analysisand arecom m endation.T he Im partialHearing O fficer
m ust answ erthe follow ing question:Based on the preponderance ofthe evidence presented,hasthe Grievant
proven the decision ofthe Adm inistration w asarbitrary orcapricious? T he Im partialHearing O fficershallfile a
w rittenresponsew ithinfifteen(15)w orkingdaysofthecloseofthehearing.

P ow ersofthe Hearing O fficer.T he Im partialHearing O fficershallhave the pow erto issue aresponse to the
Grievance.T he Im partialHearing O fficershallhave no pow erto issue any rem edy,but the Im partialHearing
O fficerm ay recom m end arem edy.R em edialauthority shallbe subjectto the determ ination and approvalofthe
P ersonneland Finance Com m ittee and shallbe addressed by that Com m ittee in the event the Grievance is
sustained.

A P P EA L T O CO M M O N CO U N CIL :

A ppealforR eview .T he non-prevailingparty m ay fileaw ritten requestforreview by theCom m on Councilw ithin
ten(10)w orkingdaysofreceiptoftheIm partialHearingO fficer’sw rittenresponse.

W rittenA ppeal.T he w ritten noticeofappealshallcontain astatem entexplainingthe reasonsfortheappealand
acopy ofthe Grievance,the Adm inistration’sresponse to the Grievance,and the Im partialHearing O fficer’s
response.T he w ritten notice m ay not include inform ation that w asnot presented at the Hearing.T he request
shallbefiledw iththeM ayoroftheCity ofBarabooandw ithacopy totheprevailingparty.

R ecordoftheHearing.U ponappealoftheresponseoftheIm partialHearingO fficer,acopy oftherecordshallbe
providedtothem em bersoftheCom m onCouncil.

R eview . T he Com m on Councilshallreview the record and determ ine w hetherarationalbasisexistsforthe
Im partialHearing O fficer’sdecision.T he findingsoffactofthe Im partialHearingO fficershallnotbe overturned
unlessclearly erroneous. In the event the Com m on Councildoesnot sustain the Im partialHearing O fficer’s
decision,thentheCom m onCouncilm ay renderanew decisionand rem edy,requesttheIm partialHearingO fficer
to take further evidence,assign an Im partialHearing O fficer to create arecom m endation for the Com m on
Council’sreview ,orhold anew hearing and m ake an independentdecision.T he City Attorney shallprovide legal
advice to the Com m on Councilduring any review ,and shallnot represent position ofthe Adm inistration at the
review .

A dditionalInform ation.T he Com m on councilm ay offerthe Grievant and the Adm inistration the opportunity to
provide inform ation to the Com m on Councilin am eeting duly noticed for closed session or open session
discussion.T heCom m onCouncilm ay requestw rittenororalargum entsfrom eachparty.

Decision ofthe Com m on Council.T he Com m on Councilshallhold am eeting w ithin thirty (30)calendardaysof
thefilingofanappealofthedecisionoftheIm partialHearingO fficer.A decisionby thegovernm entalbody w illbe
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m ade w ithin sixty (60)calendardaysofthe filing ofthe appealunlessthe governm entalbody extendsthistim e
fram e.AlldecisionsoftheCom m onCouncilinvolvingtheGrievanceshallbeby sim plem ajority voteandinw riting
and filed w ith the City Clerkw ithin five daysofthe date ofthe finaldecision.A copy ofthe finaldecision shallbe
delivered to the Grievant and the Adm inistration.T he Com m on Council’sdecision isfinaland isnot subject to
appeal.
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S ection5: CO N DU CT

T obacco-FreeW orkplace

1. Asaplacew herepublicbusinessisconductedandfrom w hichservicestothecitizensofBaraboooccur,
S tateL aw requiresthattheinteriorofallpublicbuildings,areas,andvehiclesbem aintainedastobacco-free
forthehealth,safety,andw elfareofboththepublicandCity em ployees.T herefore,becausetheCity is
concernedaboutthehealth,safety,com fort,andw elfareofitsem ployees,allCity buildingsandvehicles
aretobacco-free.

2. T heCom m onCouncilhaspreviously adoptedseveralresolutions(R esolutions93-41,93-42,and93-43 on
February 23,1993)m akingallCity buildingsandCity vehiclessm okefree.

3. Ifanem ployeew ishestoengageinchew ingorsm oking,itshallbedoneoutsideabuildingorvehicleduring
theem ployee’sbreak,lunchtim e,orpersonaltim ecom ingtoorleavingw ork.Em ployeesshallnotbe
allow edtotaketobaccoorsm okingbreaksduringregularw orkinghours.S m okingdevices(cigars,
cigarettes,pipecontents,etc.)andchew ingtobaccoproductsshallbedisposedofinthecontainers
designatedforsuchuseandm ay notbedepositedonthepavem entorgroundsofCity property.
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S ection6: EDU CA T IO N

T rainingandT rainingP rogram s

1. City Departm entHeadsm ay authorizetheexpenditureofupto$500 fortrainingsessionsandtraveliffunds
areplannedforinthedepartm ent'srespectivebudget.Departm entHeadsm ustobtainapprovalfortheir
trainingfrom theCity Adm inistratorifm orethan$500 w iththefollow ingexceptions:

P osition R eceivesA pprovalFrom :

P oliceChief M ayororCity Adm inistrator

FireChief M ayororCity Adm inistrator

City Clerk M ayororCity Adm inistrator

S treetS uperintendent City Engineer,M ayor,orCity Adm inistrator

U tility S uperintendent City Engineer,M ayor,orCity Adm inistrator

P arksandR ecreationDirector City Adm inistrator

L ibrary Director L ibrary Board

CDA Director Com m unity Developm entAuthority Board

City Attorney M ayororCity Adm inistrator

City Engineer/P ublicW orks
Director

M ayororCity Adm inistrator

2. Attendancefortrainingatany outofstatelocationby any City em ployeem ustbeapprovedby theCity
Adm inistratorandrequiresfundingtobebudgeted.(Alsoseesectionentitled"U seofCity Vehicles"regarding
travelarrangem ents.)

3. T heCityhasvarioustrainingprogramsforitsemployeesasrequiredbytheDepartmentofS afetyandP rofessional
S ervices(DS P S ),mostofw hicharedesignedforem ployeesafetyw hileonthejob.Certaintrainingisconsidered
mandatorybasedonjobresponsibilitiesandexposuretodangerousequipmentorsituations.Certaintrainingis
m andatedbygovernm entagenciesand,therefore,isalsom andatory.T rainingdocum entationrecordsrequiredby
theDO C aremaintainedbytheL ossControlandS afetyT rainingP rogrammerintheCity Clerk’sDepartm ent.O ther
departm ents,suchastheW aterU tility,m ay alsom aintainrecordsonrequiredtraining.

4. T henum berandtypeoftrainingprogram savailabletoem ployeesisalw ayschanging.T hoselistedinthis
policy areonly asam pleofsom eofthetrainingprogram sthatareavailableandshouldnotbeconsideredall-
inclusive.T heCity’sdesiretoprovideeducationandtrainingopportunitiesforitsem ployeesisagrow ingarea.
Checkw iththeClerk’sDepartm entforthelatestlistoftrainingandeducationprogram savailabletoCity
em ployees.

 P ersonalP rotectiveEquipm ent
 Em ployeeR ighttoKnow andHazardCom m unicationsP olicy
 T renchingandExcavating
 L ockout/T agout
 EthicsCode
 ConfinedS paceEntry
 O fficeS afety T rainingandErgonom ics
 BloodborneP athogens
 FireExtinguisher
 HearingConservation
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S ection6: EDU CA T IO N

N IM S /ICS T raining

1. O nJune14,2005 theCity ofBarabooCom m onCouncilapprovedR esolution2005-34 w hichadoptsthe
N ationalIncidentM anagem entS ystem (N IM S )asthestandardforincidentm anagem ent.

2. T heCity furtherrequiresallem ployeestocom pletethefollow ingcoursestosatisfy theintentoftheabove
resolution:
A.IS -700.A N ationalIncidentM anagem entS ystem (N IM S ),AnIntroduction(Availableon-line)
B.IS -100 IntroductiontoIncidentCom m andS ystem (Availableon-line)

3. Departm entHeadsandotherS upervisory S taffarerequiredtocom pletethefollow ing:
A.IS – 800.B N ationalR esponseFram ew ork,AnIntroduction(Availableon-line)
B.ICS – 300 Interm ediateICS forExpandingIncidents;andifexpectedtoorm ay needtow orkinthe

Em ergency O perationsCenter(EO C)(Classroom delivery only)
C.ICS – 400 AdvancedICS forCom m andandGeneralS taff,Com plexIncidentsandM ACS forO perationalFirst

R esponders(Classroom delivery only)
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S ection7: GEN ER A L R U L ES

Confidentiality ofCertainAssessorR ecords

1. Certainrecords,includingR ealEstateT ransferR eturns,P ersonalP roperty Blotter,andIncom e/Expense
S tatem entsonfileintheCity Assessor’sofficeareconsideredconfidentialandarenotsubjecttoopen
recordsrequests.N ecessary handlingoftheserecordsby theAssessorandCity em ployeesistobe
accom plishedinstrictconfidenceandsuchrecordsaretobeadm inisteredandstoredinam annerthatholds
them confidentialandprotectstheirconfidentialnature.T hecontentsofsaidrecordsw illnotbedisclosed,
discussed,orusedby theCity Assessorand/orem ployeesforpurposesotherthanthoseauthorizedby law .

2. AnyrequestsforconfidentialrecordsmustfirstbereferredtotheCityAssessorand/orCityAttorney.

3. T heAssessorandCityem ployeesrecognizeandacknow ledgethatcertaininformationintheAssessor’sofficeisof
aconfidentialnature.i.e.(R ealEstateT ransferR eturns,T axR eturns,Incom eExpenseS tatem ents,P ersonal
P roperty Blotter).Em ployeeshavingaccesstosuchinform ationunderstandthatthey w illnot,duringor
aftertheterm ofhis/herem ploym entorcontract,disclosesuchconfidentialinform ationtoany person,
firm ,corporation,association,orotherentity forany reasonorpurposew hatsoever.

4. Intheeventofabreachorthreatenedbreachbyanemployeeand/ortheAssessoroftheprovisionsofthis
paragraph,theemployeeand/orAssessorw illbesubjecttodisciplineuptoandincludingterm ination,orinthe
caseofacontractforservices,term inationofcontractandpossiblelegalactions.

5. R ECO R DS S T O R AGE-R ealEstateT ransferR eturns,P ersonalP roperty Blotter,andIncom eandExpense
S tatem entsinthepossessionoftheCity Assessorw illbekeptinaseparatefilingdraw erintheAssessor’s
officethatiskeptlocked. Accesstosaidfilesw ouldberestrictedtotheAssessorandem ployeesw hom ust
haveaccesstoassisttheAssessorw ithhis/herw ork.
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S ection7: GEN ER A L R U L ES

Dam agetoP ersonalBelongings

U ponthefilingofabonafideclaim w iththeDepartm entHead,and uponthecom pletionand filingofappropriate
paperw ork,the City m ay reim burse an em ployee up to am axim um oftw o hundred dollars($200) peryearfor
personalbelongingsthat are accidentally dam aged in the course ofthe em ployee'sjob. Allclaim sm ust be
approvedby theCity Adm inistratorpriortopaym ent.T hispolicy doesnotincludepersonalcellphones.

Forallem ployees,personalbelongingsotherthan clothing that are dam aged on the job (excluding norm alw ear
and tear)and presented to the City shallbe replaced by the City at no cost to the em ployee.R eim bursem entof
w atchesislim itedto$25.00 annually.R eim bursem entofglassesshallbelim itedtosim ilarfram eandlensesasthe
glassesthat w ere broken. P ersonalelectronicdevices,including but not lim ited to cellphones,M P 3 players,I-
P ads/P ods/P hones,areexcludedfrom reim bursem ent.
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S ection7: GEN ER A L R U L ES

DualEm ploym ent(a/k/aM oonlighting)

P U R P O S E: T o define and clarify the ethicaland practicalissuesregarding City em ployees“ m oonlighting” on jobs
w hileactively w orkingasafull-tim eem ployeefortheCity ofBaraboo.

1. P ER M IT T ED M O O N L IGHT IN G: Em ployeesm ay w orkinotherem ploym ent(referredtoas“ m oonlighting” )in
additiontotheirjobattheCity ofBarabooontheirow ntim e.Anem ployee’sow ntim eincludes:tim eafter
w orkhours,vacationtim e,personaldays,holidays,m ilitary leave(w orkforthem ilitary),andeducational
leave.P oliceDepartm entstaffrequirestheP oliceChief’sapprovalpriorto“ m oonlighting” .

2. P R O HIBIT ED M O O N L IGHT IN G: Em ployeesm ay notm oonlightw hileusingCity ofBaraboosickleaveorfam ily
leaveorotherpaidorunpaidleavefrom scheduledw orkhoursfortheCity ofBaraboo,exceptasnoted
above.Em ployeesm ay notm oonlightinasecondCity ofBaraboojob.T herem ay beexceptionsforpart-tim e,
seasonalorrecreationprogram positionsw ithaDepartm entHeadsapproval.Extenuatingcircum stancesm ay
allow em ployeesharing.

3. CO DEO FET HICS AN D CO N FL ICT O FIN T ER ES T : AllCity em ployeesm ustcom ply w iththeCity CodeofEthics
containedintheM unicipalCode(andalsofoundw ithintheP olicy Handbook).Em ployeesm ay notm oonlight
inapositionthatcreatesaconflictofinterestinviolationoftheCity’sCodeofEthics.Violationsm ay subject
anem ployeetodisciplineandw illrequireterm inationoftheconflictofinterest.
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S ection7: GEN ER A L R U L ES

P art-T im e,R egularP art-T im e,andS easonalEm ployees

FO R EM P L O YEES HIR ED BEFO R E07/01/11
1. P art-tim eEm ployees: P art-tim eem ployeesreceivebenefitsinaccordancew iththenum berofhours

w orkedpercalendaryear.Em ployeesinthisclassificationw orkm orethan600 hourspercalendaryear,but
lessthan1,040.T heseem ployeesm aybeeligibletoreceiveW isconsinR etirem entlifeandhealthinsurance,
andincom econtinuationinsurance.S eerespectiveBEN EFIT S policy sectionsofthishandbookform ore
inform ation.

2. R egularP art-tim eEm ployees:Exceptforlongevity benefits,City em ployeesw how orkm orethan1,040
hourspercalendaryearonacontinuousbasis,butlessthanfull-tim e,areeligible,onapro-ratabasis,forall
benefitsbasedonthenum berofhourstheem ployeew orksperw eekontheaverageascom paredtoforty
(40)hoursperw eek.T heCity Adm inistrator,inconsultationw ithotherappropriatejurisdictionalbodies,
m ay categorizecertainem ployeesasfull-tim eem ployeeseventhoughtheem ployeem ay w orklessthan
forty (40)hoursperw eekifitisdeterm inedthatthenum berofhoursw orkedperw eekisanapproved
alternativetoforty (40)hours.

3. S easonalP art-tim eEm ployees:Em ployeesinthisclassificationw orklessthan600 hoursannually and
receivenobenefits.

FO R EM P L O YEES HIR ED A FT ER 07/01/11
1. R egularP art-tim eEm ployees: Exceptforlongevity benefits,City em ployeesw how ork1200 orm orehours

percalendaryearonacontinuousbasis,butlessthanfulltim e,areeligibleonapro-ratabasis,forall
benefitsbasedonthenum berofhourstheem ployeew orksperw eekontheaverageascom paredtoforty
(40)hoursperw eek. T heCity Adm inistrator,inconsultationw ithotherappropriatejurisdictionalbodies,
m ay categorizecertainem ployeesasfull-tim eem ployeeseventhoughtheem ployeem ay w orklessthan
forty (40)hoursperw eekifitisdeterm inedthatthenum berofhoursw orkedperw eekisanapproved
alternativetoforty (40)hours.

2. S easonalP art-tim eEm ployees: Em ployeesinthisclassificationw orklessthan1200 hoursannually and
receivenobenefits.
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S ection7: GEN ER A L R U L ES

R esidency R equirem ents

1. U nlessotherw iserequiredbytheCommonCouncil,em ployeesw hoareclassifiedasnon-emergencyem ployeesm ay
liveanyw here.T hisw illincludethem anagem entandclericalem ployeesofalldepartm entsexceptthose
listedbelow .

2. T heresidency requirem entforem ployeesw hoaresubjecttocalloutforim m ediateresponseorem ergency
purposesisestablishedtobew ithinatraveltim eof30 m inutesoftheCity anddefinedasreportingtoyour
regularly assignedw orksite.T hisincludesthefollow ingpositionsorgroups:
A.P ublicW orksDepartm ent

1)Director/City Engineer
2)S treetS uperintendent
3)Allforem en
4)S killedcrew ,sem i-skilledcrew ,licensedsem i-skilledcrew ,m echanics,sanitation,janitorandlaborer

positions
B.P oliceDepartm ent

1)Chief
2)L ieutenants,S ergeants,DetectivesandP atrolO fficersorotherprotectivepositionsthatm ay be

created.
C.FireDepartm ent

1)Chief
2)L ieutenants
3)Firefightersorotherprotectivepositionsthatm ay becreated.

D.U tility
1)S uperintendent
2)Forem en,
3)S killedcrew ,sem i-skilledcrew s,laborers,plantm aintenance,laboratory technicians,janitors

3. T heCity Adm inistratorandCity Attorney arerequiredtolivew ithintheCity lim its.

4. T hedeadlineforEm ployeestocom ply w iththeresidency requirem entis12 m onthsfrom thedateofhire,
unlessanextensionisgrantedby theCity Adm inistrator.
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S ection7: GEN ER A L R U L ES

S eparationorR etirem entfrom Em ploym entby N on-R epresentedEm ployees

1. Itisrecom m endedthatem ployeesw hohavechosentoterm inatetheirem ploym entw iththeCity otherthan
by retirem entgivetheCity tw ow eeksnotificationoftheseparation.

2. Exceptforcasesinvolvinginjury ordisability,retiringem ployeesshouldgivenoticeoftheirintentiontoretire
totheirDepartm entHeadinw ritingatleastsixty (60)daysbeforethedateofretirem entinordertobe
eligibleforany benefitsmadeavailabletoretireeselsew hereinthispolicy.DepartmentHeadsw illnotifytheCity
Administrator.

Any em ployee w ho com m enced full-tim e em ploym ent w ith the City prior to January 1,1987,and w ho
thereafterw orked continuously forthe City on afull-tim e basisuntilretirem ent orterm ination isentitled to
receive com pensation for accum ulated sick leave,vacation,com pensatory tim e,and/or overtim e. S uch
com pensation shallbe paid in alum p sum at the first regularpayrolldate follow ing the em ployee’slast
w orkday w iththeCity.

3. Anem ployeeretiringfrom activeem ploym entw iththeCity m ay extendhis/herfinaldateofretirem ent
throughtheuseofaccum ulatedsickleave,vacation,com pensatory tim e,orovertim e.Attheoptionofthe
City,thefinalpaym entforunusedaccum ulatedsickleave,vacation,com pensatory tim e,orovertim em ay be
m adeinalum psum attherequestoftheretiringem ployee.A retiringem ployeeextendinghis/herdateof
retirem entthroughtheuseofaccum ulatedbenefitsassetforthherein,w illcontinuetoaccruesickleaveand
vacationasprovidedinthishandbookuptothedateoffinalretirem ent.

4. Em ployeeshiredbetw eenJanuary 1,1987,andAugust31,2012,w hoterm inateorretirefrom em ploym ent
w iththeCity andw hoisentitledtoreceivecom pensationforaccum ulatedsickleave,vacation,com pensatory
tim e,and/orovertim ew illbepaidsuchcom pensationinalum psum atthefirstregularpayrolldatefollow ing
theem ployeeslastw orkdayw iththeCity.Em ployeesmaynotextendthedateoftheirretirementbyutilizing
accumulatedsicktime,compensatorytime,vacationtime,oranyotherbenefittimeaftertheirlastdayofw ork.

5. EmployeeshiredonorafterS eptember1,2012,w hoterminatetheirem ploymentw iththeCityotherthanby
retirementshallbereceivecompensationforaccumulatedvacation,compensatorytime,andotherbenefittimebut
notincludingsicktime,inalumpsum atthefirstregularpayrolldatefollow ingtheem ployeeslastw orkdayw iththe
City.

Employees’ accumulatedsicktimeshallbepaidbaseduponthefollow ingschedule:

L essthanfiveyearsem ployment: N oreimbursement.
Fiveyearstolessthan10 years: R eimbursementfor30% ofsicktime.
T enyearstolessthan15years: R eimbursementfor50% ofsicktime.
Fifteenyearsormore: R eimbursementfor75% ofsicktime.

6. EmployeeshiredonorafterS eptember1,2012,w hoterminatetheirem ploymentw iththeCitybyretirement,in
additiontoreceivingcompensationforaccumulatedvacation,compensatorytime,andotherbenefittime,shallbe
reim bursedfor100% ofaccruedandaccum ulatedsicktime.

7. Employeesmaydesignateallorpartofaccruedsickleaveforcontinuedhealthinsurancecoverageasprovidedinthe
S ickL eavesectionofthishandbook.
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8. ForpurposesofthisP olicysection,thefollow ingdefinitionsshallapply:

“ R etirem ent” m eans: the term ination ofem ploym ent by an em ployee w ho isaged 50 yearsorolder; and
w here the City ofBaraboo hasbeen provided 60 dayspriorw ritten notice; and w hen the em ployee isnot
leaving em ploym ent forany otherem ploym ent.R etirem ent shallalso m ean the term ination ofem ploym ent
by anem ployeeofany ageasaresultofinjury ordisability.

“ O therthanby retirem ent” shallm eanallterm inationofem ploym entby anem ployeeotherthanm eetingthe
definitionof“ retirem ent.”
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S ection7: GEN ER A L R U L ES

T im eClockA dm inistration

1. P urpose: T oestablishuniform guidelinesandregulationstogoverntheuseoftim eclocks.Failuretofollow
theseproceduresm ay resultindisciplinary action.

2. GEN ER AL – Indepartm entsw heretim eclocksareused,generaltim eclockregulationsm ustbefollow ed.T im e
clocksm ay beusedasoneoftheacceptablem eansforkeepingarecordofhoursw orkedby anem ployee. A
convenientlocaleandsufficientnum beroftim eclocksw illbem aintainedinapplicabledepartm entsinorder
tom aketheclocking-inandclocking-outofem ployeespossible.

3. T IM ECL O CKCAR DS – T im eclockcardsm eettherequirem entsoftheFairL aborS tandardsAct(FL S A)for
recordsofhoursw orkedifthey accurately reflecttheactualhoursw orked.S uchcards,how ever,arenot
conclusiveproofoftim ew orked.Ifotherevidenceshow sthatanem ployeew orkedduringperiodsinaddition
tothoserecordedonhis/hertim eclock,he/sheisentitledtocom pensationforthoseadditionalperiods.In
addition,anem ployerm ay notw ithholdcom pensationfrom anem ployeem erely becausetheem ployeefails
topunchinonatim eclock.N otw ithstandingtheabove,tim eclockcards,ifused,shallbetheprim ary
docum entationusedasthesourceforreportingtim ew orkedontheW eekly T im esheet.Eachindividualshall
befurnishedablanktim ecardatthebeginningofeachw orkw eek.

4. CL O CKIN G IN AN D O U T AN D T IM ER ECO R DIN G
A.Eachdepartm entm ay establishrulesforw hetheranem ployeem ustclockinandouteachw orkingday.

P leaseconsultw ithyourdepartm entdirectorform oreinform ation.
B.N oem ployeeshallbeallow edtopunchinoroutforanotherem ployee.Violationofthisrulem ay be

groundsfordisciplinary actionagainstbothem ployees.
C.Intheeventofanoccasionalinfractionoftheassignedw orkinghours,therew illbeaseven-m inutegrace

period.M orethantheseven-m inutegraceperiodw illbecountedinfifteenm inuteincrem ents.Each
departm entm ay establishrulesforw hetheranem ployeem ustclockinandoutlunchbreak.P lease
consultw ithyourdepartm entdirectorform oreinform ation.

D.T im epostedtotheW eekly T im esheetandL eaveR ecordshallcorrespondexactly w iththosehours
reflectedontheem ployee’stim ecard.

E.T im ecardsshallbem aintainedinasecurem anner.
F.Ifitisdiscoveredthatapatternofclockinginearly orclockingoutlateexists,w ithouttheem ployeehaving

securedpriorapprovalforovertim ehours,theDepartm entHeadshouldaddressthisconcernprom ptly
w iththeem ployee.Ifcontinuedm isuseoftim eclocksisnoted,appropriatedisciplinary actionshouldbe
taken.

G.Any tim eanem ployeeleavestheCity duringthew orkday forotherthanw orkrelatedbusiness,the
em ployeem ust“ clockout.” U ponreturningtow ork,theem ployeem ust“ clock-in.

H.Ifcontinuedtardinessorabsencesarenoted,progressivedisciplinestepsm ay betakentoassistthe
em ployeeinunderstandingtheirfullresponsibilitiesasthey relatetotheirw orkhoursandappropriate
clockinginandoutprocedures.

I.T heDepartm entHeadm ustsignany deviationsfrom therequiredtim eclockpunches.YourS upervisor
M U S T approveany changesfrom theassignedw orkinghoursinadvance.
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S ection8: IN FO R M A T IO N T ECHN O L O GIES

ElectronicCom m unicationandInform ationS ystem sP olicy

1. T hepurposeofthispolicy sectionis:
A.T oensurethatCitym anagem entinform ationtechnologyissuesandresourcesarecoordinatedonaCity-w ide

basis,and
B.T oensuretheefficientandeffectiveuseofhum anandm onetary resourcesoftheCity andallitsagencies.

2. AnInform ationT echnology Com m ittee,therefore,hasbeencreated.T hew ork-groupm em bersw illbeas
determ inedbytheCityAdm inistrator.T hefunctionoftheCom m itteew illbetoreview ,m onitor,develop,
oversee,andcoordinateinform ationtechnology m attersinvolvingtheCity.N osoftw areshouldbeinstalled
onCity ow nedcom puterequipm entw ithoutreview andapprovaloftheIT C.

3. Allproposedpurchasesofcom putersoftw are,hardw are,andperipheralsaretobesubm ittedtotheCity
Adm inistratororhis/herdesigneebeforepurchase.T heCity Adm inistratororhis/herdesigneew illdeterm ine
ifthepurchasesneedreview by theInform ationT echnology Com m ittee.Authorizationforpurchasesw ill
com efrom theCity Adm inistratororhis/herdesignee.

4. Departm entsw illthenbudgetforpurchasesasperthew orkplanapprovedintheirrespectivedepartm ental
budget.
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S ection8: IN FO R M A T IO N T ECHN O L O GIES

InternetU se– W ebL inking

1. P urposeoftheCity’sInternetW ebsite– T heCity’sw ebsiteisusedtoenhanceandprom otetheCity,tom ake
peopleaw areofavailablecom m unity services,andtoprovideinform ationabouttheCity’soperationsand
activities.T heCity’sw ebsiteisnotapublicforum forexpressiveactivity.T hispolicy appliestoallCity
Departm ents.

2. Background– HavingapresenceontheW orldW ideW eballow stheCity tolinktootherw ebsitesconsistent
w iththeabovepurpose.T hisistypically doneinordertoproviderelatedinform ationtosom eonecom ingto
theCity’sw ebsite.T heCity exercisesnoeditorialcontroloverany oftheinform ationcontainedintheseother
organizations’ w ebsites.Inaddition,theCity hasnocontroloverdecisionsm adeby theseotherorganizations
astotheirw ebsitelinks.Asaresult,itispossiblethatsom eonestartingw iththeCity’sw ebsitecould
eventually linktoinform ationthatm ay notberelatedtotheCity,orthattheview erm ay findoffensive,or
thatm ay negativelyim pacttheCity’sw ebsitepurpose.S uchlinksm ayinterferew iththepurposetow hichthe
City’sw ebsiteisdedicated.W hilethiscannotbetotally prevented,w ecanattem pttom inim izethe
probability ofithappeningby developingsom eguidelinesthatcanbeusedindeterm iningw hethertheCity
shouldlinktoanorganization’sw ebsite.

3. GuidelinesforS iteInclusion
A.Governm entsites.
B.T ourism sitesrelatedtothegreaterBarabooarea.
C.S itesthatcontaincom m unity inform ation,e.g.,civic,recreational,educational,andthelike,forthegreater

Barabooarea.
D.S choolsites.
E.L ibrary sites.
F.S itesthatcontainregionalculturalinform ation.
G.Benevolentandcharitableorganizationalsitesthatprovideorpromotelocalcommunityservices.
H.S itesfororganizationsthatarefundedby theCity.
I.S itesofnon-profitprofessionalorganizationsofw hichtheCityoritsagenciesarem em bers.
J.S itesthatcontaininform ationrelatedtothegreaterBarabooareadeem edtobeofusetotheCity,its

citizens,visitors,orbusinesses.
K.S itesofasimilarcharactertositeslistedabovethatw ouldlikew isesupporttheCity’sw ebsitepurpose.

4. GuidelinesforS iteExclusion
A.S itescontaininginform ationprom otingany illegalactivities.
B.S itesforw hichthefocusistom arketaparticularcom m ercialserviceorproduct(S eeAcknow ledgm ents

below ).
C.S itescontaininginformationthatw ouldviolateanyoftheCity’sAffirmativeActionpolicies,EqualO pportunity

O rdinance,EthicsO rdinance,orthatm ay beinviolationofany otherCity ordinances,orstateorfederal
law s.

D.S itesunrelatedtotheCity ofBarabooandthesurroundingcom m unity.
E.S itesforaspecificpoliticalcandidateorpoliticalparty.R ather,theCitym aylinktoindependentorganizations

suchastheL eagueofW om enVoters.
F.S itescontainingm aterialthatisharm fultom inors.
G.S itesthatarenotconsistentw iththepurposeoftheCity’sInternetw ebsitesetforthabove.
H.S itescontainingm aterialthatisobscene,profane,defam atory,libelous,orfraudulent.
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5. Acknow ledgm ents– From tim etotim e,afor-profitcom m ercialcom pany m ay partnerw iththeCity ona
particularprojectand/orthey m ay contributetow ardaproject.Anacknow ledgm entforthatcompany’s
contributioncanbemade.Includingthecompany’slogoalongw iththeacknow ledgmentisalsoacceptable.In
keepingw iththeaboveguidelines,nodirectlinkshouldbem adetothecom pany’sw ebpages.

6. Disclaim er– T heCity ofBarabooisnotresponsibleforthecontentofany w ebsitetow hichitprovidesalink.

7. DecisionM akingAuthority – T hedecisiontolinktoanorganization’sw ebsitecanbem adeby eachindividual
departmentorDepartmentHeadortheirdesignee.T heCityAdministratorisavailableforconsultationtoassistin
thedecision.O rganizationsw ishingtoappealthedecisionofanagency shouldbeinstructedtosubm ittheir
appealinw ritingtotheCity Adm inistrator.T hedecisionoftheCityAdm inistratorshallbefinal.Anydenialofa
requesttoprovidealinkshouldbedocum entedandforw ardedtotheCity Adm inistrator.L inksw illberem oved
iffoundtobeinviolation.

8. T heCity reservestherighttolim itthenum berofw ebsitestow hichitlinksinordertoensuretheusefulness
andeffectivenessofthew ebsiteforitsintendedpurpose.
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S ection8: IN FO R M A T IO N T ECHN O L O GIES

S ocialN etw orking

1. S ocialN etw orking,ElectronicM ail,andP ersonalW ebsites
A.City em ployeeshavearighttofreespeech,w hichincludesstatem entsm adeontheinternet,how ever,

w henstatem entsincludeinform ationabouttheCity thatby theirnaturecom prom isepublicconfidencein
usorcausesignificantdisruptionintheCity,thecontentsarerestrictedby thispolicy.

B.Internetpostings,evenonsitesthathavesom elevelofrestriction,privacy,orsecurity,areoftenaccessible
by farm orepeoplethanthepersonpostingtheinform ationm ay haveintendedorbelieved. T herefore,
w hereCity policiesapply toany otherw rittenororalforum ,they alsoapply tointernetw ebsites,
conversations,blogs,electronicm ail,andsocialnetw orkingsites.

C.Em ployeesshallnotrelease,eitherdirectly orindirectly,inform ationconcerninginvestigations,crim es,
accidents,training,contractnegotiations,inform ationdiscussedinclosedsessionorviolationsoflaw ,to
personsoutsidethe exceptasallow edby policy andshalltreatasconfidentialtheofficialbusinessofthe
City.

D.U nlessspecifically authorizedby policy orby theCity Adm inistratororhisdesignee,em ployeesshallnot
representthem selvesasem ployeesoftheCity ofBaraboospeakingonbehalfoftheCity.

E.Em ployeesm ay notm akeknow ingly falsestatem entsrelatedtotheCity.
F.Em ployeesm ay notm akeracially orsexually derogatory statem entstotheextentthatthey havean

adverseim pactontheCity. O urpoliciesconcerningnon-harassm ent,non-retaliation,andnon-
discrim ination,apply tointernetcom m unications.

G.Em ployeesm ay notpublicly endorseservicesorproductsby virtueoftheirem ploym entw iththeCity. T his
sectionisnotintendedtoprohibitpoliticalspeechasperm ittedby ourpoliticalactivity policy.
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S ection8: IN FO R M A T IO N T ECHN O L O GIES

T elephoneU sage

1. P ersonaluseoftheCity’stelephonesystem isdiscouragedasisthepersonaluseofaCity cellphoneortheuse
ofapersonalcellphoneonCity tim e.T heCity ofBaraboo’stelephonesystem sarefurnishedforconducting
City business.

2. T heCity recognizesthatfrom tim etotim eitm ay benecessary tom akeorreceiveatelephonecallforfam ilyor
personalreasons.T hesecallsshouldonlyoccurw hennecessaryandtheutm ostdiscretionshouldbeused.
A.W heneverpossiblethesetypesofcallsshouldbescheduledduringanem ployee’slunchorbreakperiods.
B.Any com m unicationsinvolvingtollfeesorlongdistancechargesm ustberecordedby theem ployeeandthe

em ployeem ustalsoreim bursetheCity forthecharges.T hesetypesofcallsarenotencouragedand
shouldonly occurinem ergency situations.

C.P ersonalphonecallsshouldbelim itedtotakingcareofm attersthattheem ployeeisunabletoaccom plish
duringnon-w orkinghours.

3. O bscene,offensive,illegal,orunprofessionalcom m unicationsareforbidden.T hereareprobably aninfinite
varietyofexam plesof"unprofessional"com m unication.Em ployeesm ustgivecarefulthoughttousingbusiness-like,
professionalm annersw hendealingw iththepartytow hom theyarespeaking.T hefollow inglistofphonecontent
(w hichshouldnotbeconsideredasall-inclusive)isexpresslyprohibited:
A.O bscene,profane,abusive,orthreateninglanguage.
B.S tatem entsthatm ay beconstruedasdiscrim inatory oroffensiveby referencetorace,nationalorigin,

gender,religion,age,disability,sexualorientation,orotherlegally protectedcriteria.
C.R eferenceto,ordiscussionof,any sexualacts,sexualrelationships,dates,dating,orany personal

relationships.
D.Com m unicationsthatviolatethepersonalprivacyof,oraredisrespectfulof,anyindividual.
E.Com m unicationsinfurtheranceofany illegalactivity,including,butnotlim itedto,"footballpools"and

otherform sofillegalgam bling.

4. U nw arrantedpersonaluseoftheCity’stelephonesystem s,aCity cellphone,orapersonalcellphoneduring
w orkhoursm ay resultinprogressivedisciplinary actionuptoandincludingdischarge.
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S ection9: M IS CEL L A N EO U S

ElectedO fficials

Exceptasotherw ise provided in thishandbook,allpolicies,procedures,and benefitsasstated herein w illapply
toallfull-tim eelectedofficialsexceptthatportionreferringtosalaries,w hichportionw illbeestablishedandset
by ordinanceasrequiredby law .
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S ection9: M IS CEL L A N EO U S

ExceptionstothisP olicy

T he Com m on Councilrecognizesthat it m ay be necessary to grant im m ediate and specificbenefitsto certain
em ployeesw ho w illhold professionalorhigh levelS upervisory positionsw ith the City in orderto m atch the
benefit package that the em ployee m ay have in his/her current position,i.e. vacation eligibility,sick tim e
accum ulations,etc.T he Com m on Council,therefore,reservesthe right to grant such im m ediate and specific
benefitsto an em ployee asthe Councilw illdeterm ine to be necessary and appropriate under allthe
circum stances.
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S ection9: M IS CEL L A N EO U S

L ightDuty

1. “ L ightDuty” isaspecial,shortterm ,tem porary w orkassignm entthatisnotanem ployee’sregularposition.
L ightduty isreservedonly foranem ployeew hohastem porary m edicalrestrictionsandw hoisrecuperating
from aninjury occurringw hiletheem ployeew asperform ingservicesgrow ingoutofaneventincidentalto
his/herem ploym entandiscoveredby theW orkers’ Com pensationAct.L ightduty istem porary,andall
assignm entsw illhaveanenddatethatcanonly beextendedby w rittennotice.Intheeventtheem ployeeis
notabletoreturntohis/herregularpre-injury positionattheendofthelightduty w ork,thelightduty w ill
notbecom ealongterm orperm anentjob.

2. L ightDutym aybepart-tim e,atadifferentrateofpay,differentlocation,havedifferenthours,anddifferent
dutiesthanperform edintheem ployee’spre-injury position.

3. T hereisnoguaranteeoflightduty w ork.T heCity ofBaraboom ay notbeabletocreatealightduty position
forallthosew ithW orkers’ Com pensationinjuries.T heam ountandtypeoflightduty w orkw illvary from
tim etotim ebasedonchangingneedsandCity budget.P rovisionforlightduty w orkisatthediscretionof
theCity asitdeterm inesisinitsbestinterestatthetim e.

4. W rittennoticesapprovedby theDepartm entHeadandtheCity Adm inistratorw illbegivenw henevera
lightduty w orkassignm entiscreated.T henoticew illsay thatthisisatem porary jobandw illstatetheend
date.T heCity Adm inistrator,orhis/herdesignee,w illberesponsibleforsendingappropriatenoticesto
em ployeesplacedonlightduty assignm ents.Anexam pleofthisnoticeisshow nbelow .

Dear _______:

You are currently working under temporary restrictions during the Workers’ Compensation
healing period. The Workers’ Compensation information indicates that your “healing plateau” should be
reached in _________.

Your regular position of _____________ has duties, among others, of ________,
______________, and _____________. These are some of the essential functions of your job
that your doctor indicates you are not able to perform during this healing period.

If you have any questions regarding this letter, please contact the undersigned.

Very truly yours,

Loss Control & Safety Training Programmer
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S ection9: M IS CEL L A N EO U S

M ailHandling

1. T heS eptem ber11,2001,N ew YorkCity bom bingnecessitatedthattheCity takealookatsom eofthew aysit
conductsbusiness,prim arily m ailhandlingprocedures.O nO ctober16,2001,thefollow ingpolicy w ascreated
forim m ediateim plem entation:

2. Allm ailandpackagedeliveriesw illbereceivedatonlyoneplaceineachbuilding(i.e.Clerk’sO fficeforCity Hall).
Departm entHeadsw illdesignatethelocationatotherbuildings.

3. A designatedem ployeew illsortallreceivedm ailandpackagesandw illw earexam glovesw hiledoingso.
T hesearethesam eglovesasusedforbloodbornepathogensandshouldnotbere-used.Ifadepartm entdoes
nothaveasupply ofthesegloves,contacttheL ossControlandS afety T rainingP rogram m er.

4. Any “ suspicious” m ailw illnotbeim m ediately deliveredtothedepartm ent.S uspiciouspackagesshouldnotbe
opened,shaken,orsm elled.S uspiciousm ailandpackagesinclude,butarenotlim itedto,m ailandpackages
that:
A.Areaddressedtosom eonenolongerw iththeCity orareotherw iseoutdated.
B.Havenoreturnaddressorareturnaddressthatisnotlegitim ate.
C.Arem arkedw ithrestrictiveendorsem entssuchas“ personal” or“ confidential.”
D.Haveprotrudingw ires,strings,odors,orstains(im m ediately notify theP oliceDepartm entifany ofthese

arefound).
E.S how acity orstateinthepostm arkthatdoesnotm atchthereturnaddress.
F.Havelopsided,bulky packagingorareexcessively w rapped,taped,ortied.
G.Haveanout-of-country returnaddressorpostm ark.

5. S uspiciouspackagesw illbeheldatthepointofdeliveryandtheintendedheadofthedepartm entw illbenotified.
T heDepartm entHeadorhis/herdesigneem ay view thepackageorm ailandchoosetoacceptitifitisexpected,
usual,orotherw isedeterm inedtobeacceptable.

6. S uspiciouspackagesw illbestoreduntilthey areidentifiedasacceptableortobedisposedof.T herespective
Departm entHeadsw illm akethisdeterm ination.

7. Q uestionsaboutsuspiciousdeliveriesandhow tohandlethem m ay bedirectedtotheP oliceDepartm ent,tothe
FireDepartm ent,or,dependingontheurgency ofthesituation,by calling911.
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S ection9: M IS CEL L A N EO U S

P ayrollS ervices

1. ContacttheP ayrollDepartm entdirectly form oreinform ationonalloftheseservices:

2. CourtR equiredCollections– Variouspaym entsasdictatedby thelegalsystem ,suchaschildsupport,can
bem adethroughthepayrolldeductionprocess.

3. CreditU nion-T houghtheBarabooM unicipalEm ployeesCreditU nion(BM ECU )isnotadepartm entofthe
City,itisanorganizationthatprovidesanopportunity forem ployeestoreceivelow interestrateloansandto
haveshare(savings)accountsw hileusingtheeaseofpayrolldeduction.

4. DirectDeposit– T heCity offersem ployeecom pensationissuedthroughadirectdeposittotheem ployee’s
savingsorcheckingaccountatthebankoftheem ployee’schoice.Inlieu ofapaycheck,avoidedpay
docum entisissuedtotheem ployee.

5. Insurance– Healthinsurance,lifeinsurance,andcafeteriaplandeductionsarehandledthroughthepayroll
deductionprocess.M oredetailsonhealthinsurance,lifeinsurance,andtheCity’scafeteriaplancanbe
foundintheBenefitssectionofthispolicy handbookandby contactingtheP ayrollDepartm ent.

6. R etirem ent-Alleligibleem ployeesbecom eparticipantsintheW isconsinR etirem entFund.T heP ayroll
Departm entw illprovideadditionalinform ationontheS tateofW isconsinR etirem entFundforeach
em ployee.W henanem ployeeisconsideringretiring,theP ayrollDepartm entm ustbeinform edsothey can
provideany assistancenecessary togettherequiredpaperw orkstarted.

7. U nitedW ay – P articipantsintheyearly U nitedW ay cam paignm ay m aketheircontributionsthroughpayroll
deduction.
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S ection9: M IS CEL L A N EO U S

BreastP um ping

1. Incom pliancew ithS ection4207oftheP atientP rotectionandAffordableCareAct(P .L .111-148),29 U .S .C.
§207(r)(1),fem aleem ployeesshallbeallow edabreakeachtim ethatsuchanem ployeeneedstoexpress
breastm ilk.S uchbreaksshallbepaidbreaksprovidedthatthey donotexceedtw enty m inutestw icedaily.If
thebreaksdoexceedtw enty m inutes,orexceedtw icedaily,thenthatbreakshallbeunpaid.Anem ployee
m ay how ever,adjustherschedulew iththeconsentofhersupervisorsoastosubstitutelunchtim e,orw ork
beforeorafterregularhourstocoverunpaidbreaksforbreastpum ping.

2. T heCity w illprovideanaccessiblelocationallow ingprivacy (e.g.,shieldedfrom view andfreefrom intrusion
from cow orkersandthepublic,alockonthedoor)forbreastpum ping.T helocationsofsuchlocations
include:

A.City Hall: Assessor’sO ffice

B.CivicCenter: R oom 19.

C.P ublicW orksBuilding: U tility S uperintendent’soffice

3. R efrigeratorspresentineachbuildingm ay beusedforthestorageofbreastm ilk.
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S ection9: M IS CEL L A N EO U S

CIT IZEN CO M P L A IN T P O L ICY

1. P U R P O S E
T hepurposeofthispolicy istoestablishtheCity’sprocedureforfiling,processingandresolvingaform al
orinform alcom plaintfiledby any citizenw ithregardtoany City em ployee,departm ent,serviceorother
concern/request.

2. P O L ICY
ItistheCity’spolicy toaccept,investigateandattem pttoresolveallcom plaintsreceived.Inthe event an
issue cannot be resolved,the com plainant shallbe notified by the appropriate City personnelasto w hy
resolutioncannotoccurandw hatdecisionhasbeenm aderegardingthecom plaint.

3. P R O CEDU R ES

a. T he follow ing proceduresshallbe follow ed by allCity em ployeesupon receipt of a citizen
com plaint.

1.A com plainant should be encouraged to file hisorhercom plaint in person by com pleting
the Citizen Com plaint Form (Appendix A),including the com plainant’ssignature,through
theCity’sw ebsiteform ,by letter,orany otherw ritteninstrum ent.

2.Ifacom plaint isreceived verbally,overthe telephone orin any otherform (i.e.m ail,e-
m ail),the Citizen Com plaint Form should be com pleted by the em ployee receiving the
com plaint,w iththefollow inginform ation:

a. Datecom plaintw asreceived.

b. (R eferral): T hedepartm entthatw illaddresstheconcern.

c. (R eferredby): T henam eofthepersonw horeceivedthecom plaint.

d. N am eofcom plainant.

e. Addressofcom plainant.

f. T elephone/e-m ailofcom plainant.

g. N atureofcom plaint,concernorrequest,providingasm uchdetailaspossibleto
assistthedepartm entthatw illw orktoresolvetheissue.

3.T hecom plaintshouldbegivenorforw ardedtotheCity Adm inistrator’sO fficeforlogging. A
copy ofthecom plaintw illbeforw ardedtotheappropriatedepartm ent(s)forresolution.

4. T he involved departm ent should investigate orreview the identified concern and take
appropriateaction.

5. T he em ployee w ho resolvesthe concern should indicate the resolution on the Citizen
Com plaintForm ,andobtainapprovalandsignaturefrom theDepartm entHead.
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6.A follow -up letterortelephone callshould be m ade to the com plainant,inform ingthem of
theactionthatw astakenregardingtheirrequestorconcern.

7.A copy of the letter,if applicable,and com pleted Citizen Com plaint Form should be
returnedtotheCity Adm inistrator’sO fficetologintothecom puteranddocum entationfile.

8.Citizen Com plaint Form sw illbe kept on file for6 years.T he com plaint log iskept in the
com puterindefinitely.



124

S ection10: P R O T ECT IVEEM P L O YEES (S pecialP olicies)

P oliceandFireP olicies

1.EducationIncentive
A.W heneveranaccreditedvocationaldistrictoranaccreditedinstitutionofhigherlearningcertifiestothe

P oliceChieforFireChiefthataprotectiveem ployeehasreceivedcreditsinpoliceorfiresciencecourses,
andrelatedcourses,orrequiredcourses,theprotectiveem ployee'sm onthly com pensationshouldbe
increasedasfollow s:

B.O nedollar($1.00)foreachofthefirstnine(9)credits.
C.T w odollars($2.00)foreachthree(3)additionalcreditsforatotalofsixty-three(63)credits.
D.T hisw illbeconsideredam eritfortrainingincrease.
E.Exam ple:63 totalcredits

1)9 (first9 creditsat$1.00 each = $ 9.00
2)54 dividedby 3 = 18,18 x$2.00 = $ 36.00
3)T otalm onthly m eritfortrainingincrease= $ 45.00

2.Com m andCall
A.Inordertoensuretheavailability ofaP oliceDepartm entCom m andO fficer,thepolicesupervisorsw illbe

assignedcom m and-callhoursby theP oliceChief.O fficersassignedthisduty w illbecom pensatedona
pro-ratedscaleoftw o(2)hoursattheirregularpay rateforevery tw enty-four(24)hoursoncall.W hen
calledtoduty w hileoncom m and-callstatus,non-exem ptem ployeesw illbecom pensatedat1½tim es
theirregularpay rateforactualtim ew orked.Exem ptem ployeesw illbecom pensatedattheirregularrate
ofpay foractualtim ew orked.O fficersm ustbeabletorespondtoacallw ithinonehalf(½)hour.T hetw o
(2)hourm inim um forovertim ecall-indoesnotapply w hileoncom m and-callstatus.

3.S tandby T im es
A.W henprotectiveem ployeesareplacedonanem ergency standby statusby theChiefofP olicethey w illbe

paideight(8)hoursstraighttim epay foreachtw enty-four(24)hoursofstandby orpro-ratathereof.

4.S hiftDifferential
A.P rotectiveem ployees,w iththeexceptionoftheP oliceChief,FireChiefandFireInspectorw how ork

betw eenthehoursof3:00 P .M .and7:00 A.M .,w illreceiveanhourly pay differentialof20¢.

5.T heFireInspectorisrequiredtobeaP aid-on-CallFirefighterasaresultofhis/herpositiondescription. W hen
theFireInspectorrespondstocallsforserviceundertheP aid-on-CallFirefighterportionofhis/herposition
descriptionduringnorm alw orkinghoursnoadditionalcom pensationisreceived.W hentheFireInspector
respondstocallsforserviceoutsideofhis/hernorm alw orkinghours,thecurrentcom pensationrateforP aid-
on-CallFirefighterapplies. T hesam eholdstrueforany trainingorm eetingsattendedinthiscapacity and
tim efram e.



125

S ection10: P R O T ECT IVEEM P L O YEES (S pecialP olicies)

P oliceL ieutenantsP ay for“ O nCall” Duty

T he lieutenantsare required to be on callforone orm ore w eekendsevery otherm onth,dependent on staff
availability.T he P olice Chiefisresponsible forpreparing the m onthly on callduty roster.W hile on call,they are
required tobeabletobereached by phoneorpager(respondtoany pagein10 m inutes)atallhoursandm ustbe
able to respond to w orkin lessthan 30 m inutes.T he lieutenantsare com pensated at1 hourofCT O forevery 12
hoursthey are on call. Ifthey have to com e on duty,they are com pensated at the 1:1 ratio fortim e w orked.
L ieutenantsareexem ptem ployeesunderFL S A andarealsoeligibleforuseofFlex T im easoutlined inS ection4 of
thishandbook. T im e w orked should be recorded on the em ployee’stim esheet along w ith adesignation of
w hetherthetim eis“ oncall” orFlexT im e.
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S ection11: S A FET Y

A ccidentandInjury O nT heJob

1. Itism ostim portanttorem em berthatany requiredm edicalattentionorassistancebegainedim m ediately
upontheoccurrenceofany accidentorinjury.Adm inistratively therearerulesthatw illneedtobefollow ed
inordertoinsurethattheoccurrenceisproperly recorded,butm akingsurethattheem ployeeissafeand
receivingany requiredm edicalattentionisfirstandforem ost.

2. 911 shouldbecalledbeforeany othercallism ade.T heDepartm entHeadorS upervisorandtheCity
Adm inistratorshouldbethenextindividualsinform edofanincident.Afterthesenotifications,properprotocol
shouldbefollow edandanappropriatecourseofactiondetermined.Forinformationaboutinjuriesandaccidents
onthejob,seetheW orkers’ Com pensationsectionofthishandbookandcontacttheCity Clerk’sareaw here
specificreportingform s(Accident/IncidentInitialR eport,Em ployee’sR eportofAccident/Incident,and
S upervisor’sR eportofanAccident/Incident)areavailable.

3. Foranyinjuryincurredonthejobandinvolvingtim eoff,anyW orkers’ Com pensationclaim shallbereportedby
theDepartm entHeadtotheCity Adm inistratorw ithcom pletedocum entationw ithin24 hoursofthe
incident.

4. U ponreceiptofinform ation,theL ossControlandS afety T rainingP rogram m erandtheCity Administrator
mayscheduleameetingw iththeDepartmentHead,CityAttorney,andotherapplicableindividualstoevaluate
theaccident/injury andtodevelopafurthercourseofactioninterm sofaccident/injury preventionand/or
lightduty assignm ents(S eeseparateL ightDuty P olicy sectionofthishandbook).

5. ContacttheS afety Coordinatororreview thepoliciesform oreinform ation.
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S ection11: S A FET Y

T ornadoW arning

1. P U R P O S E-T oinsurethatthereisasafelocationforCity em ployeesandm em bersofthepublicw hom ay be
usingany ofthem unicipalbuildingsforprotectionw henthethreatofatornadoarises.T hisplanw illhelp
prepareinadvanceforthesafestlocationinw hichtotakeshelterinany oftheCity’sbuildings.

2. DEFIN IT IO N S :
A.T ornadoW atch: Conditionsarerightforthedevelopm entofatornado.Continuew ithregularactivities;

how ever,bealertforchangesinthew eatherandbepreparedtoactquickly.
B.T ornadoW arning: A tornadohasbeenspottedandsheltershouldbesoughtim m ediately.

3. N O T IFICAT IO N : Employeesw orkinginamunicipalbuildingorcitizens/visitorstoamunicipalbuildingm ay bealerted
toatornadow atchfortheBarabooareaiflisteningtotheradioorby com m unicationfrom som eonew hohas
heardthereisatornadow atch.U ponnotificationofatornadow atch,theem ployeew illm onitortheradio
untilthew eathersituationclears.Ifaradioisnotavailable,theem ployeew illm akearrangem entstobe
notifiedby otherm eansincaseofatornadow arning.

4. U ponnotificationofatornadow arningviaradioorby em ergency w arningsiren,theem ployee(s)andany
buildingvisitorsorcitizensw hofindthem selvesinthefollow ingm unicipalstructuresw illseekshelter
im m ediately atthefollow ingdesignatedshelterareas:

IfInT he: S eekS helterat:
Alm aW aiteBuilding Basem entareaofP oliceDepartm entatCity Hallbuilding.
AttridgeP ark W estw alloftheoperation’sshoparea(basem ent).
Cam pbellP ark Basem entofsw im m ingpoolbuilding.
City Hall Basem entareaofP oliceDepartm ent.
CivicCenter Carpetedareaw ithinthegym (low estlevelofthebuilding).
DonahueApartm ents Craft room orhallw ay on ground level.Ifunable to get to ground

level,seek shelter in abathroom asthere aren’tany w indow sand
itisaninsidew all.

CorsonS quareApartm ents Ground floorareabetw een the tw o fire doorsnearthe elevator.
T hesedoorsshould beclosed forprotection.Ifunableto do so,take
shelterinabathroom astherearen’tany w indow sand itisaninside
w all

City S ervicesCenter S helterintheP artsR oom .
L ibrary Basem entofthebuilding.
M ary R ountreeP ark W estw alloffieldhousebuilding.
M ulti-P urposeP avilion@
P ierceP ark

S m allestinsideroom ofthebuilding.

O chsnerP ark Zoo’sw estsidebuilding(fox-ow lbuilding).
P ierceP ark W om en’srestroom ofballdiam ondconcessionbuilding.
W astew aterT reatm entP lant Basem entoffacility

5. Departm entofP ublicW orks,U tility,andP arksandR ecreationem ployeesw hom ay beoutofany ofthe
m unicipalbuildingsperform ingtheirdutiesinandaroundtheCity w illbenotifiedby radio,cellphone,orany
otheravailablem eanstoinsurethatthey areaw areofthew eatherconditionsandoftheneedtoseeksafe
shelter.
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S ection12: T R A VEL GU IDEL IN ES

ExpenseR eim bursem ent

W hereanapprovedtripisnecessitatedby City-relatedbusiness,sem inars,orschool,P ublicO fficialsorem ployees
w illbe reim bursed for m eals,lodging,or any other necessary expense,provided that an expense sheet is
com pleted and substantiated w ith any required explanationsorreceipts.Allreim bursem ent costsare lim ited to
city em ployeesor public officials. T he City Adm inistrator m ust approve all out of state travel. T he City
Adm inistratorm ustbe advised in w riting ofalltravelin the state requiring overnightstays.Forthe rem ainderof
thispolicy,allreferencestoem ployeesalsoincludepublicofficials.

Claim sform ealexpensereim bursem entm ustrepresentactual,reasonable,andnecessary expenses.

1. Allclaimsformealsmustbesupportedbyadetailedanditemizedreceiptfrom theestablishmentw herethemeal
occurred.

2. N oclaim form ealreim bursem entw illbem adefrom any establishm entw ithintheCity ofBarabooexcept
fora"w orkingm eal,"thatis,am ealw hichisessentialandjustified,bothbeingconsideredanunavoidable
elem entofthem eetingoreventandw heretheem ployeeorofficerhasasubstantiveeducational,
technicalassistance,policy-m aking,orsim ilarroleatthem eetingorevent."W orkingm eals"donot
includem ealsatm eetingsandeventsattendedpurely outofinterest,evenw henrelatedtothe
em ployee'sorofficial'sestablishedm unicipalcapacity.Allin-City m ealsthatarereim bursedrequire
Departm entHead,orinthecaseofaDepartm entHead,theCity Adm inistrator's,approvalandsignature.

3. M axim um perm ittedam ountsareestablishedby theFinance/P ersonnelT hecurrentratesare:

M orningM eal[B] N oonM eal[L ] EveningM eal[D]

$10.00 $15.00 $25.00

Departbefore6 A.M . Depart before 10:30 A.M &
returnafter2:30 P .M .

Departbefore2:30 P .M .& return
after7P .M .

T im esofdeparture are percurrent IR S regulations,regardlessofem ployee’sw ork shift.T he m axim um
allow abletipis15 percentofthem ealclaim andisinadditiontothefiguresshow nabove.

4. Any unusual am ountsm ust be fully docum ented and accom panied by a full explanation of the
reasonablenessofsuch expenses.An unusualam ountisacostthatisincurred outside the controlofthe
individual.

5. N oreim bursem entw illbem adeforthecostofalcoholicbeverages.

6. N o reim bursem ent w illbe m ade foralternate m ealsw hen m ealsare provided by the conference or
trainingorganization.Continentalbreakfastsprovided free by hotelsand conference sitesare considered
breakfast and therefore,additionalbreakfast m ealsw illnot be reim bursed. S nacksorbeveragesin-
betw eenm ealsw illnotbereim bursedasthesearenotconsideredm ealsunlessthey aretakeninplaceof
am eal.

7. R eim bursem ent form ealsforem ployeesw illbe allow ed in conform ance w ith the above guidelineson
tripsthat necessitate an overnight stay and the condition that dinnerisreim bursable ifthe em ployee
leavesthew orkplaceforthedestinationbefore2:30 p.m .
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8. N ecessary travelrelated costssuch astolls,cab fares,gasforCity vehicle,em ergency costs(i.e.tow ing,
disabling auto repairs),reasonable hotel/m otelcosts,entrance fees,and otherform sofnecessary travel
related expensesm ust be item ized on an expense report and should be accom panied by receiptsand
explanationsto the fullest extent possible.(In the case oftolls,itisunderstood thatareceiptmay notbe
possible,butarecordshouldbemaintainedandreported.)

9. U sualandnormaltipsarereimbursable.Expensesforpersonalservicesarenotreimbursable.Examplesincludevalet,
spa,salon,room service,phone,movies,room upgrades,etc.

10.. Foraccounting purposesthe idealw ould be to note ifallorpart ofthe expensesincurred on atrip have
beenpreviouslybudgeted,inw hatam ount,andunderw hataccountnum ber.

11. U setheCity’sExpenseR eportform toreportexpenses(A copy oftheform canbefound onthecom puter
[ P :/General/Form s/Expense R eport.doc] oravailable in the Clerk’sDepartm ent).O btain the properlevel
signature(s)toapprovetheexpensesandforw ardtotheAccountsP ayableDepartm entfordisposition.

12. Ifacash advance hasbeen taken,be sure to show that on the Expense R eport form so that the proper
reim bursem entorpaym enttotheCity isreflected.

13. City Em ployeesare expected to seekthe low est cost available travelm ethod including bus,airfare and
passengertrain.Ifno significantdiscountsare available due to late booking,the pre-approvalofthe City
Adm inistratorforthe expenditure isrequired.Em ployeesw illutilize bus,airorrailtravelonly w hen it is
deem ed the m ost efficient m ode oftransportation.Bus,airorrailtravelm ay only be used fortrips
greaterthan300 m iles.O nly scheduled com m ercialair,busorrailtravelm ay beused. Itisexpected that
personstraveling to the sam e destination w illcarpool. N o m ileage w illbe paid to em ployeestraveling
w ithfam ily m em bersifanothercity em ployeeisprohibitedordiscouragedfrom carpooling.

14. Em ployeesofthe sam e genderare expected to share room sifattending the sam e event. W hen fam ily
m em berstravelw iththeem ployee,thecity w illreim bursethehotelrateforasingleroom .

15. IR S rulesw illgovernconcerningtaxablem eals. T hisgenerally only appliestoday trips.

16. P icking up the T ab. Costsof‘the tab’ w illbe divided equally am ong the participantsinvolved and
therefore w illshare equally the tax burden ofthe entire group. Anyone w ishing to avoid thisshould
requestaseparatebillandpay separately from ‘thetab’.

17. City officersandem ployeesw illbereim bursedfortheuseoftheirprivatevehiclesfortripsonauthorized City
businessattheIR S allow ablerateineffectasofatthetim etheexpensesareincurred.

N O T E: T he City hasavehicle that can be m ade available fortransportation related to City business,sem inars,
training,and m eetingsand itsuse isencouraged.R eferto the “ U se ofCity O w ned Vehicles” policy section ofthis
policy handbookforhow toreservethisvehicleandtherulesapplicabletoitsuse.
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S ection12: T R AVEL GU IDEL IN ES

U seofCity-O w nedVehicles

1.T HIS P O L ICY AP P L IES T O EVER Y EM P L O YEEIN AL L CIT Y DEP AR T M EN T S EX CEP T FO R T HO S ER ECEIVIN G A
M O N T HL Y CAR AL L O W AN CE.

2.Generally,noCity-ow nedm otorvehicleisperm ittedtocarry orconvey any personw hoisnotdirectly or
indirectly engagedinaCity servicethatisincidentaltotheuseofsuchm otorvehicle.Em ployeesw hoareoff
on-callstatusandDepartm entHeadsw hoareassignedavehiclem ay,duetothenatureofw orkandtheneed
tofacilitatetheiravailability,useaCity ow nedvehicleforpersonalusew ithinaten(10)m ileradiusoftheCity
ofBaraboo.

3.AnyCityofficerorem ployeew hohastheuseofaCity-ow nedvehiclew illberequiredtoreim bursetheCityatthe
IR S m ileagerateineffectasofJanuary1styearforpersonaluseofavehicle.P ersonalusew illinclude
transportationtoandfrom anem ployee’sorofficer'shom eandhis/herplaceofem ploym entandany otheruse
thatisnotrelatedtoorconnectedw iththeofficer'sorem ployee'sjobdutiesorotherw orkfortheCity.Ifthe
transportationbetw eenanofficer'sorem ployee'shom eandplaceofem ploym entisexem ptasataxable
benefitundertheInternalR evenueS ervicerulesrelatingtouseofacom pany ow nedvehicle,theofficeror
em ployeew illnotberequiredtoreim bursetheCityforpersonaluseofthevehicleforsuchtravel.Ifthisisthe
case,properdocum entationshouldbenotedintheem ployee’spersonnelfile.

4.City-ow nedvehiclesw illbeusedoutsidethecorporatelim itsoftheCity ofBaraboow hensuchuseinvolves
routineCity activitiesnecessary tocarry onthenorm alfunctionsoftheem ployeeorofficerusingthevehicle.
Any otheruseofaCity-ow nedvehicleoutsideoftheCity w illbesubjecttothepriorapprovalby the
appropriateDepartm entHeadorhis/herdesignee.A City-ow nedvehiclem ay beusedfortransportationto
andfrom approvedtrainingandsem inarsoutsideoftheCity.Arrangem ents/reservationsforuseoftheCity-
ow nedvehicleshouldbem adethroughtheP oliceDepartm entw herearecordofthevehicle’savailabilityis
m aintainedandw herekeysaredisbursed.T heem ployeeusingthevehicleshouldprom ptly returnthekeyson
thesam eornextbusinessday.

5.T ravelingcom panionsw iththesam edestinationastheem ployee’sareallow ed.Allpassengersandthedriver
m ustw earseatbelts.U nlessanem ergency arises,theBarabooCity em ployeem ustbetheoperatorofthe
vehicle.P ersonalerrandsinthecourseoftravelarenotallow edw hentheem ployeeisrepresentingBaraboo
onofficialbusiness.T hereareafew exceptionssuchas:
A.Attendanceatanout-of-tow nconference,stayingovernight,andinvitedouttodinnerby otherconference

attendees.
B.W hileataconference,personalitem sfrom apharm acy orstorem ustbeobtained.
C.O nthew ay toorfrom theconference,beforeorafterbusinesshours,anoutletm allorbank,forexam ple,

isdirectly passedandastopism adetopickupanitem .

6.AnyuseofaCity-ow nedvehiclenotspecificallycoveredinthispolicyw illrequirethepriorapprovaloftheCity
Adm inistrator.T hedeterm inationw hethertheuseofaCity vehicleisapersonalusesubjecttoreim bursem ent
totheCityoraCityrelateduse,w illbem adebytheCityAdm inistrator.

7.Em ployeesshallprom ptlyreportallvehicleaccidentstotheirsupervisor,ortheCityAdm inistrator,ifdam age
exceeding$100.00 w ascausedtothevehicleorthepropertyofanyotherparty,orw heneveranypersonalinjury
resultedfrom theaccident.



131

S ection13: HA N DBO O KS

U pdatingthisHandbook

T hishandbookw illbereview ed and updated periodically,asdeterm ined by theCity Adm inistrator.T hedocum ent
w illbe available in itsm ost up to date form on the City’sw eb site and Departm ent Directorsw illbe notified of
changes.A sum m ary ofthishandbookw illbem adeavailabletoem ployeesandupdatedannually.

M ajorpolicy changesm ust first be subm itted to the Finance/P ersonnelCom m ittee forreview and w illrequire
adoption of aresolution by the Com m on Councilto m ake it effective. If achange isnon-substantive,i.e.
typographical corrections,updates in inform ation and clarification of policies can be m ade by the City
Adm inistrator.

N oticesaffecting em ployee policy and procedure w illbe posted in an areadesignated asthe place w here
em ployeesare likely to see such com m unications,i.e.reception areaofthe City Clerk’soffice in the M unicipal
Building,oran em ployee break room .Em ployeesare encouraged to periodically check these locationsforsuch
notices.


