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Welcome! 

 

 

It is a pleasure to welcome you to your position with Shawano County.  You are joining a very 

capable and dedicated team, whose efforts make Shawano County the pleasant place it is. In 

1992, the County began a Quality Improvement program in which decisions are made through a 

team approach. “Managing by fact” is also an essential ingredient of the program. Therefore, we 

believe Shawano County to be a progressive organization. 

 

These employee personnel policies have been developed by a team of County Board Supervisors 

and various employees to give you general information about your employment with the County, 

including what is expected of you as an employee, and what you can expect from Shawano 

County. 

 

As public employees, meeting the expectations of our external and internal customers is the 

responsibility of each employee in every job. Prompt, courteous, and quality service with a smile 

is always a good way to do business, especially when our constituents are also our taxpayers/ 

employers. 

 

We hope that your work will not only be a way to make a good living, but also will be a positive 

part of your life. If you have questions about these policies, or suggestions about your area of 

responsibility, please bring them to your supervisor’s attention or introduce them through 

various employee recognition programs that have been established. We value your input! 

 

Welcome to Shawano County’s employee team! 

 

Sincerely, 

 

Jerry Erdmann 

County Board Chairperson 
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INTRODUCTORY STATEMENT 

 

 

The Personnel Policy Handbook contains the framework of the personnel policies intended for all 

County employees.  However, this handbook and these policies do not constitute a contract, nor 

do they establish a contractual relationship between the Employee and Shawano County.  

 

Unless you are a member of a bargaining unit or your employment is governed by a contract, you 

are an “at will” employee.  This means that either you or the County can terminate your employ-

ment at anytime and for any lawful reason. 

 

Although individual departments and offices may have supplemental policies and procedures, 

these supplemental policies and procedures do not change the content of any policy contained 

herein. They are offered to help employees understand what is expected of them in an effort to 

create a workplace that makes it possible for employees to maximize their potential and achieve 

professional growth. The purpose of these policies is to reduce misunderstanding, to promote 

uniformity of policy and procedure throughout Shawano County, and to provide employees with 

a clear outline of employee benefits and responsibilities. 

 

No personnel policy handbook can anticipate every circumstance or question about policy. As the 

organization continues to grow, the need may arise to change polices described in the Handbook. 

The employer therefore, reserves the right to revise, supplement or rescind any policies or portion 

of the Handbook from time to time as it deems appropriate, in its sole and absolute discretion.  

Employees will, of course, be notified of such changes as they occur. 

 

 

Administrative Committee Members: 

 

Jerry Erdmann 

Gene Hoppe 

Kathy Luebke 

Tom Martell 

Randy Young 
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MISSION AND QUALITY STATEMENT 

 

 

Shawano County is organized according to Chapter 59 of the Wisconsin Statutes. The following 

is the County’s Mission Statement and Policy on Quality: 

 

“The primary mission of Shawano County is to endeavor to provide all County citizens with 

cost-effective, prompt and high quality County services. Quality is the extent to which a 

product or service conforms to requirements and meets or exceeds customer expectations.” 
 

By the Wisconsin Constitution and by action of the State Legislature, the Shawano County Board 

of Supervisors is vested with powers of a local, legislative, and administrative character to act 

upon matters of public health, public safety, highways, agriculture and land use, industrial 

development, social services, services to the aging, solid waste management board and recycling, 

and many other areas of public welfare as delegated to the counties of Wisconsin by the State 

Legislature. 

 

The County Board is responsible for the setting of policies for the County. The County Board 

establishes and evaluates the success of its administrative system in carrying out these policies as 

intended. 

 

In order to achieve its agreed upon goals and plans, the County organizes a competent team of 

appointed and elected administrators and other essential staff to help convert its policies into 

operational activities. 

 

Under the County’s organizational structure, the County Board acts similar to a mini-legislature. 

Each “home committee” is responsible for review and recommendations within their particular 

area of responsibility. 

 

Furthermore, a foundation for Shawano County’s administrative practices is derived from the 

desires of taxpayers that their government be accountable to them for expenditures from the 

public treasuries pursuant to the public accountability doctrine.  It includes the notion that the use 

of public funds should always be in the public interest and not for private gain, including the view 

that public employees should not be paid for time they do not work that is not otherwise 

guaranteed to them under a Shawano County policy relating to paid time off benefits.  The public 

interest does not tolerate wasteful or abusive expenses such as padded payrolls or “phantom” 

employees, nor shall Shawano County employ such payroll practices.  The public expects 

government workers to be available during normal business operating hours and Shawano 

County’s scheduling and payroll practices shall meet that expectation. 
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ALTERNATIVE WORK ASSIGNMENT/LIGHT DUTY 

 

It shall be the policy of Shawano County to comply with all applicable state and federal laws 

which affect the working status of employees who have been injured or ill. 

 

Worker’s Compensation Related Injuries or Illness 

Employees injured on the job are encouraged to return to work as soon as possible.  The return to 

work may include duties of a restricted nature or “light duty” as indicated by the employee’s 

attending physician or health care practitioner. (Please see Appendix A, “Temporary Assignment 

of Alternative Productive Work.”)  Departments are not required to return injured employees to 

work on a restricted basis if no productive work can be performed. Restricted return to work 

requests will be evaluated on a case-by-case basis.  Departments must notify the Department of 

Administration prior to the return to light duty employment. 

 

Off Duty Injuries or Illness 

 

Employees injured or disabled off the job may be allowed to return to work on restricted or “light 

duty” basis. Employees will be required to submit a physician’s or health care provider’s certi-

fication indicating the work restrictions, if any, under which they may return to work.  Depart-

ment heads should consider, prior to allowing an employee to return to work on a restricted 

basis, if the work to be performed could incur any liability for the County, if the work would be 

out of the employee’s job description, and if productive work will be performed.  Departments 

must notify the Department of Administration prior to an employee’s return to work under a light 

duty or restricted return to work situation. 

 

ANNUAL REPORTS  

 

All Department Heads and Elected Officials shall prepare an Annual Report to the County Board. 

This Report shall contain the following items: 

 

1. Mission Statement of the Department. 

2. An Organizational Chart. 

3. Benefit to the taxpayer. 

4. Listing of programs available. 

5. Financial operating statement. 

6. Goals and Objectives 

7. Prior year’s accomplishments in relation to prior year’s goals and objectives. 

 

All reports must be mailed with the County Board agenda, which is mailed five (5) days prior to 

the meeting.  All Department Heads shall personally appear to give the report to the Board.  A 

calendar is available in the County Clerk’s Office to schedule all reports on a timely basis. 

 

BLOODBORNE PATHOGENS 
 

Shawano County has a Bloodborne Pathogen (BBP) Exposure Control Plan (1/96) in effect.  

Please contact either the Public Health Department or the Department of Administration for a 

copy. 

 

New employees are required to view the original BBP tape and the current update within one (1) 

week of employment.  These tapes can be checked out from Media Services.  Periodically, the 
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Public Health Department provides BBP in-service to all employees. (If employee is not available 

for in-service, tapes are available to view).  The department head is responsible to keep a BBP log 

for verification of all in-services.   

 

BREAKS AND MEAL PERIODS 
 

Each workday, full-time employees are provided with two (2) break periods of 15 minutes each in 

length. “Smoke” breaks are considered part of the break periods.  To the extent possible, break 

periods will be provided in the middle of work periods or whenever staffing coverage can be 

provided.  Since this time is counted and paid as time worked, employees must not be absent 

from their workstation beyond the allotted break period time. One (1) fifteen (15) minute break 

period is allowed in the 1st half of the work schedule, and one (1) fifteen (15) minutes break 

period is allowed in the 2nd half of the work schedule.  The break periods cannot be combined for 

a ½ hour break period, or to leave work before the end of the workday. 

 

Employees who are nursing are provided with reasonable unpaid break time to express milk after 

the birth of a child as long as providing such break time does not unduly disrupt operations.  Paid 

time may be substituted. Shawano County will make reasonable efforts to provide a private 

location.  Employees will not be retaliated against for exercising their rights under this policy. 

 

A full-time, regular employee is provided with one (1) meal period of sixty (60) minutes in length 

each workday. Supervisors will schedule meal periods to accommodate operating requirements. 

Employees will be relieved of all active responsibilities and restrictions during meal periods and 

will not be compensated for that time. 

 

CLIMATE SURVEY 

 

Periodic organizational climate surveys are part of Shawano County’s quality improvement 

process, which involves managing by fact. This survey tool has been developed by the 

Department of Administration to identify problems and to develop appropriate responses to 

improve management work units.  Employees are expected to cooperate and/or participate in 

these surveys. 

 

CLOSINGS:  COUNTY OFFICES 

 

Emergency conditions, such as severe weather, fire, bomb threat (please see bomb threat policy 

as it pertains to each facility), flood, tornado, etc. can disrupt County operations and interfere 

with work schedules as well as endanger employees’ well-being. These extreme circumstances 

may require the closing of the work facility. Paid time off will be provided (if scheduled to work) 

to employees sent home by the County when the County closes a facility.  In the event that such 

an emergency occurs during non-working hours, local radio/TV stations will be asked to broad-

cast a closing notification. 

 

However, it is the policy of Shawano County that the Courthouse and related facilities will 

generally remain open in all weather conditions. Employees are normally expected to report and 

remain for the duration of their regular work shift.  Departments may use discretion regarding 

employee attendance at the workplace should weather conditions become extreme. 

 

To be compensated for time lost due to inclement weather, an employee must use accumulated 

compensatory time, PTO, a floating Holiday, vacation or time without pay. Sick leave pay is not 

allowed. 
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The County Board Chairperson, Vice Chairperson or Designee will make closure decisions. The 

Social Services Director and/or Aging Unit Director should make closure decisions related to 

meal sites, senior centers and meal transportation for the disabled and elderly. 

 

 

The County also reserves the right to hold over employees in situations where the weather has 

caused a staff shortage that could be considered harmful to the public welfare. Employees held 

over in these situations will be paid at the applicable overtime or straight time rates. 

 

CODE OF ETHICS 
 

High moral and ethical standards among Shawano County elected officials and employees are 

essential. The County believes that a Code of Ethics helps to avoid conflicts and promotes and 

strengthens the faith and confidence of the people in their public officials and employees. 

Shawano County Public Officials and Employees must comply with the Shawano County Ethics 

Code, as may from time to time be amended, and the applicable parts of Secs. 19.41-19.59, Stats. 

relating to Ethics for Public Officials and Employees. 

 

If a Public Official or Employee has questions regarding Ethics related to public office or activity, 

the Public Official or Employees shall request an Advisory Opinion from the Shawano County 

Ethics Committee and shall abide by such Advisory Opinion. 

 

It is your responsibility to read and understand the Shawano County Ethics Code.  The complete 

Shawano County Code of Ethics can be reviewed in the H Drive under Ethics Code, or from hard 

copy available from the Corporation Counsel’s Office. 

 

CONFIDENTIALITY 
 

The protection of confidential information is vital to the interests and the success of Shawano 

County.  Such confidential information includes but is not limited to the following examples: 

 

 Labor relations strategies 

 Privileged legal advice, documents, knowledge or strategies 

 Confidential law enforcement investigative information 

 Confidential Social Service, Health and AODA or mental health information 

 Information which would assist an outside firm or person in either bidding or purchasing 

activity 

 

Any employee who discloses information will be subject to disciplinary action, up to and 

including possible discharge and legal action, even if he or she does not actually benefit from the 

disclosed information. 

 

CONFLICT OF INTEREST 
 

Employees have an obligation to conduct business within guidelines that prohibit actual or 

potential conflicts of interest. This policy establishes only the framework within which Shawano 

County wishes the County to operate. The purpose of these guidelines is to provide general 

direction so that employees can seek further clarification on issues related to the subject of 

acceptable standards of operation. 



 11 

 

Employees must not engage in any activities, transactions, or relationships that are incompatible 

with the impartial, objective, and effective performance of their duties. Examples of matters and 

relationships that could create a conflict of interest or a potential conflict, include, but are not 

limited to, when an employee or a member of the employee's immediate family: 

• accepts or solicits a gift, favor, or service from an individual, business, or other a party 

involved, or potentially involved, in a contract or transaction with the County; 

• accepts, agrees to accept, or solicits money or other tangible or intangible benefit in exchange 

for the exercise of official powers or the performance of official responsibilities;  

• accepts employment or compensation or engages in any business or professional activity that 

might require disclosure of confidential County information; 

• accepts other employment or compensation that could reasonably be expected to impair the 

individual's independence of judgment in the performance of official duties;  

• makes personal investments that are contrary to the County's interests, or 

• negotiates or enters into a contract with the County from which they derive a pecuniary interest. 

 

COURTHOUSE KEY CONTROL: 

 

Obtaining Office Key: 
Interior office keys will be issued to individuals only upon written request to the Maintenance 

Department, by the Department Head. 

Office Key Turn In: 
All employees leaving Shawano County employment must return their key on the last day of their 

employment. Any key not returned may result in the need for locks to be re-keyed. Employees 

will be held responsible for all costs associated with a lock being re-keyed.  (Please refer to 

“Return of Property” also.)  

If an employee changes offices or building site, keys must be turned in or exchanged. 

Lost or Stolen Keys: 
You must report any lost or stolen keys to your department head and the Maintenance 

Department immediately. 

Access Card Policy: 
Shawano County employees may be issued an access card.  The County will provide the initial 

card, however, if an employee loses their card and it needs to be replaced, the employee will be 

assessed a fee of $10.00 for card replacement. 

 

After-Hours Courthouse Access: 
Certain employees may need to have access to the Courthouse after hours, weekends, and 

Holidays. Due to the security of the Courthouse, this practice is closely monitored. Any employee 

who needs to be put on an authorized “Access” roster, must have their Department Head contact 

the Building Maintenance Supervisor and arrange for the employee to be included on the Access 

roster. Only regular Courthouse employees with a genuine need for access will be granted this 

privilege. The exterior door keys are located at the Jail Master Control Room. An authorized 

employee may sign for a key after producing a photo identification card. The key must be 

returned to the Jail when the employee is finished with their work. At no time will any key be 

taken home overnight. The employee is responsible for building security when a key has been 

signed out. 

 

DEFERRED COMPENSATION 
 

The County provides the means under Sec. 457 of the Internal Revenue Code to defer earned 

income. Employees pay state/federal taxes on deferred income, usually on/after retirement. 
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Income is deferred through payroll deduction. This program will not impact the calculation of 

Social Security benefits.  At the present time, representatives from Wisconsin Deferred Comp and 

Nationwide Retirement Solutions hold group meetings or meet on an individual basis every six 

(6) months at the various work locations. 

 

Employee should consult with the County Clerk’s office for more information concerning 

Deferred Compensation. 

 

DEVELOPMENT, ORIENTATION AND TRAINING 
 

The purpose of the employee development program is to foster and promote the training and 

development of employees in order to improve the quality of service to the County, equip 

employees for career development within the County and provide a reservoir of occupational 

skills necessary to meet current and future employment needs. 

 

The Administrative Coordinator has the overall responsibility for the development, admini-

stration and coordination of the employee development program. In this capacity, the Admini-

strative Coordinator shall: 

 Assist department heads to design and implement employee development programs to meet 

the current and future needs of their departments and to increase employee efficiency. 

 Conduct or coordinate employee development programs to meet the common needs of all 

departments. 

 Maintain current information and materials on job requirements, training opportunities, 

employee development manuals, and other employee development literature. 

 Maintain a record of all training conducted and insure that authorized employee development 

programs are properly administered. 

 Assure that employee personnel files are updated upon successful completion of any 

employee development activities to insure maximum consideration for placement, transfer 

and promotion. 

 Periodically analyze and evaluate the overall employee development needs of employees 

within the County service. 

 Assure that all employees receive equal consideration for appropriate training opportunities. 

 Foster a program for the cross training of employees when such training assignments are in 

the best interest of the County. 

 

Department Head: 
Department Heads shall provide active leadership in the development and advancement of 

employees under their supervision and shall: 

 Cooperate with the Administrative Coordinator to determine current and future employee 

development needs. 

 Participate with the Administrative Coordinator in developing and implementing training 

programs. 

 Assess the effectiveness of employee development programs and make recommendations for 

improvements and modifications. 

 Assure that employees are provided with sufficient time to participate in in-service programs, 

provided that such participation does not unduly interfere with the necessary operations of the 

County. 

 

Standards of Practice: 
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It is the policy of Shawano County to encourage staff to participate in and attend training, which 

will expand their professional skills, capabilities and knowledge. Training will be approved, 

provided and reimbursed through a variety of methods based on cost efficiency and effectiveness. 

Training will be offered in accordance with available funding. 

 

If a non-exempt, hourly employee is sent to mandatory training, the employee will be compen-

sated from the time of departure to the training until their time of return, from either their home or 

work site, whichever is closer to the training site. 

 

If a non-exempt, hourly employee requests to attend voluntary training, the employee is 

compensated only for their normal workday. 

 

All salaried exempt employees will be compensated for their normal workday (i.e. 7.5 or 8 hours) 

for all training sessions. 

 

Definitions: 
Personal Development: specific training related to area of expertise; to enhance and add to 

already existing skills. 

 

Mandatory Training: specific training the supervisor and/or department head requires the 

employee to attend. Examples of this include required training to meet competency or Wisconsin 

Statutes for Social Workers, Nurses, Law Enforcement, etc. 

 

Voluntary Training: the employee requests to attend training. 

 

Training:  general knowledge. 

1. Staff and/or supervisor can request personnel development/training utilizing the conference 

request and authorization form. 

2. Personnel development/training requests include: staff name, program/facility, 

conference/workshop name, program date(s), location, subject, date of request, registration 

deadline, expense request (estimated cost), payment source request. 

3. Training/personnel development may be requested as a result of performance goals, 

individual training needs, County training goals, or keeping abreast of changes within 

professional field, etc. 

4. Steps to submit conference request and authorization form: 

      Step 1 - Request submitted to manager with supporting information attached. 

      Step 2 - Request, whether approved or denied, is submitted to department head. Request 

                    reviewed for staff and department training needs, budget compliance and year-to- 

                    date attendance.  Request approved or denied by department head. 

      Step 3 – Out of state and foreign travel requests, with recommendation of department head, 

         must be submitted to home committee for approval. 

5.   The appropriate staff will notify employee of outcome of training request. If denied, rea- 

      son will be given. If approved, the employee responsible for monitoring training will register 

      staff for the conference and make arrangement, i.e. motel reservation, payment arrange- 

      ments, etc. Conference request returned to staff verifying arrangements. 

6.   Staff members who attend training will be required to complete a written or oral training 

report to share the information. The report must be submitted with expense vouchers to the 

department head and to the Department of Administration. 

 

Employee Orientation: 
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The Administrative Coordinator shall develop programs to orient each new employee to the 

County work force. 

 Within the first three (3) days of employment, all new employees (excluding Maple Lane) 

will be required to complete the I9, W4 and Direct Deposit forms with the Department of 

Administration. 

 Administrative Coordinator: Sometime within the first three (2) weeks of employment, all 

new employees will meet with the Administrative Department designee who shall advise 

them of all general conditions of employment such as County rules, including discipline,  

hours of work, pay, and their position description, an Employee Personnel Policy Handbook, 

a copy of the Employee Performance Evaluation, Code of Ethics and other relevant literature.  

The County Clerk will educate new employees in regards to health insurance, life insurance, 

WRS, deferred comp and disability insurance. 

 Supervisor:  The supervisor shall orient each new employee to the conditions related to 

his/her job work site. Such orientation shall include introductions of fellow workers, work 

standards, safety regulations, break periods, supplies, etc. The supervisor shall assure that all 

pertinent items on the orientation checklist are covered. 

 

DISASTER RELIEF VOLUNTEER POLICY 
 

The Shawano County Emergency Management Coordinator, Administrative Coordinator and 

Department Head shall approve and direct all assistance provided by the County under the 

interstate Emergency Management Assistance Compact (EMAC) and any intrastate mutual aid 

agreements.  Employees that are requested and volunteer to provide assistance will be deployed 

according to all mutual aid protocols and in coordination with Wisconsin Emergency 

Management for interstate aid. 

 

The County will pay County employees deployed under mutual aid agreement their usual salary, 

overtime, fringe benefits, hotel, mileage, meals and telephone expenses consistent with 

conference/training requests and reimbursement policies.  Volunteers and equipment authorized 

for mutual aid will be limited to provide services and used only for such aid as stated in the 

agreement and that is considered eligible for reimbursement.  All volunteers will submit the 

required documentation, receipts, and expense reports to the Emergency Management 

Coordinator and Finance Director upon return from deployment.  A report will be completed by 

the Emergency Management Coordinator to include a brief description of the aid provided and 

summary of associated expenses.  The report will be provided to the County Public Safety 

Committee and Administrative Committee within sixty (60) days of return from deployment. 

 

DISCIPLINARY PROCEDURES 
 

Whenever and wherever people work together, certain standards of reasonable conduct need to be 

established in order to maintain an orderly and efficient work atmosphere. 

 

Corrective discipline is not intended to inflict punishment. The County wants to take measures, 

which are designed to correct whatever problem the employee has and to make the employee 

aware of the importance of abiding by County operating policies and procedures. In some cases, 

it may be necessary to dismiss an employee because of the seriousness or continuation of an 

offense. 

 

The County will attempt to administer discipline on a fair and equal basis to all employees. It is 

not possible to list every conceivable infraction and the County can amend the following 

guidelines at any time. The following types of conduct are unacceptable in our workplace: 
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1. Incompetence or inefficiency. 

2. Theft or misappropriation of County or employee property or any form of dishonesty. 

3. Falsifying records or information. 

4. Refusal to follow the direct order of a supervisor or management. 

5. Fighting with, threatening or intimidating the general public or other employees. 

6. Use or possession of controlled substances or alcoholic beverages on County premises while 

on duty, or when expected to return to duty. 

7. Reporting for work under the influence of controlled substances or alcoholic beverages. 

8. Harassment of any employee because of race, color, religion, age, sex, national origin, 

handicap, ancestry, sexual orientation, marital status, or arrest or conviction record. 

9. Being absent without notice. 

10. Excessive absenteeism. 

11. Failure to report absence. 

12. Habitual tardiness. 

13. Leaving the job without permission. 

14. Excessive time at break periods. 

15. Engaging in conduct or activities which may serve to lengthen the healing period for a work-

related injury or illness. 

16. Sleeping on the job. 

17. Destruction or defacing of County or other employee’s property or equipment. 

18. Misuse or unauthorized use of County property. 

19. Failure to promptly report defective equipment or safety hazards. 

20. Horseplay or violation of safety procedures. 

21. Possessing weapons or explosives of any type on County property without County 

authorization. 

22. Engage in illegal activities off the job, the circumstances of which substantially relate to the 

circumstances of the job. 

23. Substandard quality and quantity of work, including deliberate reduction of output. 

24. Failure to complete reports promptly and accurately. 

25. Unacceptable appearance. 

26. Unauthorized parking. 

27. Discourteous treatment of the general public or co-workers or the use of profanity or 

threatening language. 

28. Sick or PTO leave abuse. 

29. Any other activity that is not compatible with good public service. 

 

Disciplinary Procedure.  Discipline may be applied to County employees for violation of the 

County’s personnel policies, or other reasonable work standards not specifically defined herein.  

As part of the disciplinary process, the County shall conduct an adequate investigation, including 

the identification of potential violations, and meet with the employee to discuss the allegations 

and any response the employee may have in their defense.  While the following sequence of 

discipline may be administered, the County reserves the right to administer the appropriate 

measure of discipline to match the severity of the infraction.  Therefore, depending upon the 

severity of the offense, the action chosen by the County may involve immediate application of 

one or more of the progressive steps including immediate discharge, if warranted.  Repeated 

infractions of even minor offenses can and will result in increasingly severe disciplinary actions.   

 

A. First (1
st
) Step – Verbal Reprimand.  The Department Head or immediate supervisor 

shall give the employee the reason for being disciplined and also the manner in which 

the employee shall correct his/her problem in the future.  Confirmation of the verbal 

reprimand, including the specific reason(s) for the reprimand, shall be made in 
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writing and placed in the employee’s personnel file in the Department of 

Administration. 

B. Second (2
nd

) Step – Written Reprimand.  The written reprimand shall be signed by the 

Department Head or immediate supervisor and by the employee who is 

acknowledging receipt.  A copy shall be provided to the employee and will give the 

rule or policy broken and a manner to improve performance.  Written reprimands 

shall be placed in the employee’s personnel file in the Department of Administration. 

C. Third (3
rd

) Step – Suspension/Demotion.  The Department of Administration will send 

a letter to the suspended or demoted employee, notifying them of the action taken.  

The letter shall be signed by the employee and placed in his/her personnel file in the 

Department of Administration. 

D.  Fourth (4
th

) Step – Termination.  The Department of Administration will send a letter 

to the terminated employee notifying them of the action taken and place a copy of the 

letter in his/her personnel file in the Department of Administration.  The Administra-

tive Coordinator shall notify the chair of the home committee of the intention to 

suspend or discharge.  The Administrative Coordinator will inform the 

Administrative Committee of all suspensions and terminations. 

 

Demotion, Suspension or Termination.  In most circumstance, the Department Head shall 

discuss all demotion, suspension or termination actions with the approval of the Administrative 

Coordinator or his/her designee before taking any such action. 

 

Suspension Pending Outcome of Disciplinary Investigation.  If the alleged violation so 

seriously undermines the confidence of the County in the employee’s ability to perform their 

duties, the Administrative Coordinator may approve suspension of the employee, with or without 

pay, until the investigation is complete and within thirty (30) days of the signed suspension.  In 

the event that the Administrative Coordinator or his/her designee cannot be reached and the 

Department Head believes that immediate dismissal is warranted, the employee shall be 

suspending pending investigation. 

 

Alternatives to Formal Disciplinary Action.  Depending upon the facts of an investigation and 

analysis of an employee’s inadequate performance or behavior, alternative corrective action 

might be taken.  This could include: 

 

A. Support: For short-term problems of a situational nature, like a serious family illness, 

support from a supervisor and/or referral to the Employee Assistance Program may 

be appropriate. 

B. Training:  Additional training may be appropriate where employees demonstrate an 

inability to perform the required duties, as opposed to a demonstrated unwillingness 

to perform up to established performance standards.  Once the specific learning need 

is identified, it can be addressed through various training methods such as additional 

on-the-job training with the supervisor or fellow employee, formal classroom 

training, reading manuals or procedures, viewing films or videotapes, etc. 

C. Coaching/Counseling:  An informal discussion or counseling/coaching session is held 

with the employee to: 

a. Identify the problems causing or contributing to inadequate performance or 

improper conduct on the job; 

b. Assist the employee to search for potential solutions for the identified problems; 

D. Performance Improvement Plan:  A performance improvement plan is developed, 

preferably in coordination with the employee, to determine specific working 

expectations and standards in order to improve job performance or behavior.  If a 
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personal problem is identified or suspected, this plan might include a referral to the 

Employee Assistance Program.  All performance improvement plans shall be in 

writing and approved by the Administrative Coordinator or if not available, the 

Human Resource Coordinator. 

E. Reassignment:  Reassignment of employees with performance or behavior problems is 

discouraged, but may be appropriate in limited circumstances. 

 

Department Head Discipline.  Unless Wisconsin Statutes directs otherwise, in situations 

involving Department Heads, the Administrative Coordinator shall administer the disciplinary 

procedures as outlined in this Section.  Sworn Law Enforcement Officers shall be subject to 

Wisconsin Statute s. 59.26.  The Administrative Coordinator shall notify the home committee 

chair, the Administrative Committee and County Board Chairperson of any disciplinary action 

taken in regard to a Department Head.  

 

Administrative Coordinator Discipline.  In situations involving the Administrative 

Coordinator, the Administrative Committee and the County Board of Supervisors shall administer 

the disciplinary procedures as outlined in this Section. 

 

Appeal Procedure  

If the employee is not satisfied with the response of the next highest level of management, he/she 

may present his/her appeal to the Administrative Coordinator whose decision shall be final. 

 

DRUG AND ALCOHOL USE 
 

Drug and alcohol use is highly detrimental to the safety and productivity of employees in the 

workplace. No employee may be under the influence (zero [0] tolerance) of any illegal drug or 

alcohol while in the workplace, while on duty, or while operating a vehicle or equipment owned 

or leased by the County. 

 

In accordance with the Drug-Free Workplace Act of 1988, the County must maintain a drug-free 

workplace. Failure to comply with this law could jeopardize government funds the County 

receives. The unlawful manufacture, possession, distribution, transfer, purchase, sale, use, or 

being under the influence of alcoholic beverages or illegal drugs while on the County’s property, 

while attending business-related activities, while on duty, or while operating a vehicle or machine 

leased or owned by the County is strictly prohibited and may lead to disciplinary action, including 

suspension without pay or discharge. When appropriate, the County may refer the employee to 

approved counseling (EAP) or rehabilitation programs. 

 

Any employee engaged in government contract or grant work must comply with this policy as a 

condition of employment. Should an employee be convicted of a drug-related crime that occurred 

in the workplace, he/she must notify the County within five (5) days of the conviction. The 

County is required to notify the appropriate government agency within ten (10) days of the 

conviction.  Appropriate personnel action, including possible discipline and/or participation in a 

drug abuse assistance or rehabilitation program may result after notice of the conviction is 

received. Employees may use physician-prescribed medications, provided that the use of such 

drugs does not adversely affect job performance or the safety of the employee or other individuals 

in the workplace. 

 

Employees using prescribed medication(s) on the job that impairs their ability to operate 

automobiles, heavy machinery or dangerous instruments, or contains warnings that the prescribed 

medication may do so, are required to inform their immediate supervisor or department head that 
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they are under the influence of such medication(s).  Employees are not required to disclose the 

identity of the prescribed medication. 

 

Employees who voluntarily admit to having drug or alcohol problems that have not resulted in 

disciplinary action may be eligible for unpaid time off to participate in a rehabilitation program. 

Such a leave will be granted if the employee abstains from use of the problem substance while on 

leave, abides by all County policies, rules and prohibition relating to conduct in the workplace, 

and if the organization will not suffer an “undue hardship” as a consequence of granting the 

leave. 

 

The County recognizes that employees may wish to seek professional assistance in overcoming 

drug or alcohol problems. Please contact your supervisor for more information about the benefits 

available under the Employee Assistance Program and any possible referral sources. 

 

DRUG TESTING 
 

The County is committed to providing a safe, efficient, and productive work environment for all 

employees. In keeping with this commitment, employees and job applicants may be asked to 

provide body substance samples (e.g., blood, urine) to determine the illicit use of marijuana, 

cocaine, opiates, amphetamines, alcohol, barbiturates, and phencyclidine (PCP), etc. The County 

will attempt to protect the confidentiality of all drug test results. Drug tests may be conducted in 

any of the following situations: 

Pre-Employment:  As a pre-qualification to assuming any position, prospective employees will 

be required to provide a body substance sample for drug testing. If required by a program need, a 

pre-employment medical examination may also be required. 

 

Reasonable Cause: Testing of this kind occurs when workplace behavior indicates that an 

employee is under the influence of drugs/alcohol. Such behavior must be witnessed by at least 

one (1) supervisor. 

 

Post-Accident:  Any current employee who is involved in a serious incident or accident while on 

duty, whether on or off the employer’s premises, may be asked to provide a body substance 

sample. 

 

Random Testing: Employees holding safety-sensitive positions may be subject to testing at any 

time on a random basis. 

 

Any driver who refuses to be tested under the provisions of the DOT regulations, will not be 

permitted to operate a commercial motor vehicle. Any driver who tests positive for drugs will be 

immediately disqualified and taken off the road. Where test results are positive, the driver will be 

advised by the Medical Review Officer as to what drug was discovered. 

 

Employees who test positive for drugs will be automatically referred to the EAP or may be 

immediately discharged.  The Employee Assistance Program (EAP) provides confidential 

counseling and referral services to employees.  

 

In cases where a positive drug test is confirmed, discharge may be pursued; however, considera-

tion may be given to available rehabilitation where appropriate. An employee who tests positive 

and who successfully completes rehabilitation will be subject to unscheduled testing for a six (6) 

month period following reinstatement. 
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EDUCATIONAL EXPENSE REIMBURSEMENT PROGRAM 

 

A. Purpose: 
Shawano County has established the Educational Expense Reimbursement Program to 

provide financial assistance to employees who take college or technical college courses 

during their off time, to complete an associate’s degree, bachelor’s degree, or master’s 

degree in public or business administration, accounting, finance or other programs 

deemed acceptable to the County. 

 

B. Eligibility: 
Regular full-time County employees who have completed their probationary period are 

eligible to participate.  Employees receiving grants from other sources, which cover the 

full cost of tuition and materials, will not be eligible to participate.  Reimbursement for 

educational expenses may be available for college or technical college courses, which are 

part of the requirements of a degree’d program for employees who fit into at least one of 

the categories below: 

 

1. Non-manager with technical background who is a viable candidate for specific 

managerial or financial/accounting classifications within Shawano County 

government. 

2. Employees currently in administrative positions with substantial financial 

responsibilities. 

3. Employees working on an associate’s degree or bachelor’s degree who will 

benefit the County. 

4. Current managers. 

 

Only courses that lead to an associate’s degree, bachelor’s or master’s degree in public 

administration, business administration, accounting or other acceptable degree, with the 

employee committing to the goal of completing the degree, will be funded. 

 

Employees approved for a degree program shall execute an agreement with the County, 

which will include a commitment to continued employment during and subsequent to the 

completion of the program.  The Administrative Coordinator shall negotiate the terms of 

the agreement with the employee, which shall be subject to review and ratification by the 

Administrative Committee. 

 

C. Application/approval procedures: 

  

1. Employee shall complete and submit an application to the Department of 

Administration, requesting participation in the program prior to actually taking 

courses. 

2. The Administrative Committee will review all applications meeting the minimum 

criteria.  This committee will approve or deny reimbursement requests based on 

the following criteria: 

a. Whether degree program is directly related to the employee’s current job 

and will improve management or financial skills. 

b. Employee’s performance history including the length of time employed 

by the County, achievements and contributions during this period, and 

overall quality of the work performed. 
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c. Appropriateness of the educational goal (e.g. level of correlation between 

the education and a likely career path within Shawano County 

government). 

3. Employees are eligible for up to seventy-five percent (75%) of the cost of tuition, 

books and lab fees (if applicable) to a maximum of $1,000 per calendar year, 

$5,000 lifetime cap. 

4. Employees must successfully complete each course and receive a passing grade 

if the course is graded on a pass/fail basis, or a grade of “C” or better if letter 

grades are issued.  For graduate level courses, a grade of “B” or better is required 

for reimbursement. 

5. Reimbursement will be made after satisfactory completion of each course. A 

copy of the grade report along with the original receipt for tuition and books and 

lab fees paid, shall be submitted to the Department of Administration for 

processing.  This shall be done by the employee within thirty (30) days of 

notification of satisfactory completion of the course. 

6. Should an employee leave County employment within eighteen (18) months after 

course is completed, employee will be responsible to payback full cost of tuition 

reimbursement; if employee leaves between eighteen (18) to twenty-four (24) 

months after course is completed, employee will be responsible to pay back fifty 

percent (50%) of tuition reimbursement; if employee leaves twenty-four (24) 

months after course is completed, there will be no payback required. 

7. Mileage and other travel expenses are not reimbursable. 

 

D. Budget for educational expenses: 
 

Annually, each department will budget for funds for the purpose of providing educational 

reimbursement.  Based upon the predetermined criteria, reimbursement may be provided 

to qualified employees until the budget allocation has been expended. 

  

Seminars, workshops, other trainings conducted during work time as a means of skill 

development and keeping current in the field remains the responsibility of the operating 

departments and are not covered by this policy.  Funds for this type of training will be the 

department’s responsibility. 

 

EMPLOYEE ASSISTANCE PROGRAM 
 

You, the employee, are the County’s most valuable resource. No one is immune from personal 

problems. Sometimes they become too much for us to handle alone and can affect our perfor-

mance at work and relations with other staff members. Shawano County has established an 

Employee Assistance Program to provide assistance for a wide range of personal concerns. Call 

Employee Resource Center, Inc. at 1-800-222-8590 or the Department of Administration if you 

want further information about the EAP. This service is provided to you and your immediate 

family members at no cost to you and is strictly confidential.  The first eight (8) visits (per 

individual, annually) to the EAP are at no cost.  Employees utilizing the EAP are still required to 

maintain expected work standards. 

 

EMPLOYEE RELATIONS 

 

Shawano County believes that the work conditions, wages, and benefits it offers to its employees 

are competitive with those offered by other employers in this area and County government. If 
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employees have concerns about work conditions or compensation, they are strongly encouraged 

to voice these concerns openly and directly to their immediate supervisor. 

 

Our experience has shown that when employees deal openly and directly with supervisors, the 

work environment can be excellent, communications can be clear, and attitudes can be positive. 

We believe that Shawano County amply demonstrates its commitment to employees by 

responding effectively to employee concerns. 
 

EMPLOYMENT STATUS CHANGE 
 

When an employee accepts a new position that has different work hours, the employee’s 

eligibility for benefits changes.  The change in benefit eligibility takes effect at the time the 

employee begins his/her 30-day trial or probationary period, since there is an expectation that the 

employee will continue in that position past the trial/probationary period. 

 

Employees who held full-time positions will be eligible for prorated benefits in situations where 

they post into part-time positions or will receive no benefits if their new position is less than half-

time.  Part-time employees will have their benefits reduced in situations where they accept posi-

tions that have fewer hours.  Benefits for part-time employees will be eliminated if they accept 

positions that are less than halftime.  Likewise, part-time employees will see their benefits 

increase if they accept positions that require more part-time work hours or full-time schedules.  

As stated above, any of these changes take effect at the time the employee begins the 

trial/probationary period. 

 

EMPLOYMENT TERMINATION 
 

Since employment with Shawano County is based on mutual consent, both the employee and the 

employer has the right to terminate employment at will, at any time, subject to law and any 

provision of existing bargaining agreements. Terminations are an inevitable part of the personnel 

activity within any organization, and many of the reasons for termination are routine. Below are 

examples of some of the most common circumstances under which employment is terminated: 

 

 Resignation:  employment termination initiated by an employee who chooses to leave the 

County voluntarily (last day of employment must be worked). 

 

 Discharge:  employment termination initiated by the County. 

 

 Retirement:  voluntary retirement from active employment status initiated by the employee. 

 

Employee benefits will be affected by employment terminations in the following manner: Health 

insurance ends the month the employee leaves employment; a uniform policy has been 

established whereby lump-sum payments are made to employees after their last working day for 

any additional compensation of fringe benefits that may be due, without extending their 

termination (Resolution No. 79-82, last day must be worked). Any employee enrolled in the 

Deferred Compensation Program must notify the Plan Administrator’s office within sixty (60) 

days of their termination or retirement. 

 

EQUAL EMPLOYMENT OPPORTUNITY 

 

It is the policy of Shawano County that employment decisions shall be based on merit, qualifica-

tions, and competence. Except where required or permitted by law, employment practices shall 
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not be influenced or affected by virtue of an applicant’s or employee’s race, color, religion, sex, 

national origin, age, or any other characteristic protected by state or federal law. In addition, it is 

Shawano County’s policy to provide an environment that is free of harassment of any kind, 

including that which is sexual, age-related, or ethnic. This policy governs all aspects of 

employment, promotion, assignment, discharge, and other terms and conditions of employment. 

 

Shawano County has established an Affirmative Action program to initiate and promote equal 

employment opportunities throughout the County. 

 

The Administrative Coordinator or his/her designee is the designated Equal Rights Officer, as 

required by law. 

 

EXIT INTERVIEWS 

 

The County will generally schedule exit interviews, in person or in writing, for terminating 

employees. The exit interview will afford an opportunity to discuss such issues as employee 

benefits, conversion privileges, or repayment of outstanding debts to the County. County property 

must be returned on employee’s final working day.  If property is not returned, a sum equal to the 

value of the unreturned property will be held out of an employee’s final payment (paycheck) until 

return of such item(s).   

 

Purpose: 
The Exit Interview is used to gain insight into the effectiveness of County personnel and mana-

gerial practices; to determine where personnel policies and procedures are in need of review or 

revision; to determine where supervisory/managerial practices need modification/improvement. 

 

Conducting the Exit Interview: 
An Exit Interview shall be conducted when possible with every employee who is separating from 

County employment regardless of his/her length of service, position or circumstances of 

separation. 

 

 The Administrative Coordinator or authorized designee shall conduct Exit Interview or insure 

that the employee is interviewed prior to his/her separation from County employment. The 

Department of Administration shall also analyze the results of each interview to determine 

how they relate to current personnel policies and procedures. At the discretion of the Admin-

istrative Coordinator, certain information can be shared with the respective Department Head. 

 Department Heads shall notify Administration as soon as they learn that one of their 

employees is leaving. The Department of Administration shall then schedule a time and place 

for the interview, which shall normally be during the employee’s last workday. 

 An Exit Interview Questionnaire may be utilized in lieu of an Exit Interview. 

 An Authorization And Release will also be offered for the exiting employee’s signature and 

to be kept on file for future reference. 

 

FAMILY & MEDICAL LEAVE 

 

Family & Medical Leave refers to unpaid family, care-taking and medical leave for eligible 

employees.  Eligible employees may be able to take unpaid family, care-taking or medical leave  

under Federal and/or State law.  The County’s policy is set forth in more detail in Appendix B. 
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Wisconsin law allows employees who have worked at least 1,000 hours in the past 12 months to 

take the following leave in a calendar year. 

 

1. Up to 6 weeks of family leave for the birth or adoption of a child. This leave must begin and 

end within 16 weeks of the birth or adoption of a child. 

2. Up to 2 weeks of family leave to care for a child, spouse, domestic partner, parent, or parent 

of a domestic partner suffering from a serious health condition. 

3. Up to 2 weeks of medical leave for an employee to care for his/her own serious health 

condition, which render him/her unable to perform the essential functions of the job. 

 

Federal law allows employees who have worked at least 1,250 hours and 12 months to take up to 

12 weeks of leave in a calendar year for one or more of the following reasons: 

 

1. Family leave for the birth of an employee’s child or because of the placement of a child with 

the employee for adoption or foster care. 

2. Family leave to care for a child, spouse or parent suffering from a serious health condition. 

3. Medical leave for an employee to care for their own serious health condition which render 

them unable to perform the essential functions of the job. 

4. Leave for a qualifying exigency arising out of the fact that the spouse, or a son, daughter, or 

parent of the employee is on active duty in the Armed Forces in support of a contingency 

operation. 

5. In addition, a recent amendment to the federal law allows up to 26 weeks of leave during a 

single 12-month period for employees who are the spouse, son, daughter, parent or next of 

kin of a covered service member, to provide care for the servicemember. 

 

Procedure:  Employees who need to take family leave for birth/adoption/foster care placement 

must request leave from their supervisor at least 30 days in advance of the need. Employees who 

take medical leave should make reasonable efforts to schedule planned medical  treatments so as 

not to unduly disrupt business operations. Employees must provide at least 30 days notice for 

planned medical treatments for themselves or family members, and as much notice as practicable 

in emergency situations. Use of sick leave, PTO, extended leave, short-term disability and 

worker’s compensation will automatically be credited against available medical leave, when a 

serious health condition exists as defined under state or federal guidelines. 

 

Birth of a child, foster care placement and adoption will require proof of parentage or placement 

prior to family leave being granted (i.e. birth certificate, paternity documentation, etc.). 

 

Employees on medical leave will be required to provide a “fitness for duty” certification before 

they return to indicate that they can perform the essential functions of the job. This should be 

obtained from the health care provider. 

 

Prior to start of leave, an employee’s health care provider will be required to complete and sign 

the necessary forms and medical certifications. These forms are available from the Department of 

Administration. You must return the completed certification form no later than 15 days of receipt. 

 

Upon return from family or medical leave, an employee will be returned to the position he/she 

held immediately prior to the leave if the position is vacant. If the position is not vacant, the 

employee will be placed in an equivalent employment position. 
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This policy provides an introduction to the rights provision of the family and medical leave laws. 

Specific questions an employee may have about this law, substitution, insurance and benefits, etc. 

should be directed to the Shawano County Department of Administration. 

 

FUNERAL LEAVE 

 

Please see Paid Time Off language (PTO) for policy and procedure.  Bargaining units not under 

PTO, please refer to respective bargaining contract.  

 

GRATUITIES, GIFTS AND TIPPING 
 

Every citizen is entitled to efficient and courteous service. Since such service is given impartially 

to all, tips or gratuities are not expected. If an individual presses an employee to accept such a 

gift, the employee should thank the person, but explain that County policy makes it impossible to 

accept any gift. If an employee is unable to return the gift, it should be reported immediately to 

the Ethics Committee Chairperson and a determination made on the appropriate action to be 

taken. Please see the detailed Ethics Code available from the Corporation Counsel’s Office or on 

the H: Drive. 

 

HEALTH INSURANCE 
 

Shawano County offers a medical plan for County employees. The County will pay that portion 

of a single plan, limited family or family plan, as authorized by County Board (currently the 

County pays 90% of a single, limited family or family premium). Medical insurance shall become 

effective after the waiting period (non-union employees-60 days, union employees-six months). 

Part-time employees shall not be eligible to receive payments toward the health plan unless 

he/she works half of the regular full-time schedule per year (adopted in Resolution 83-69).  The 

County share shall then be pro-rated based on hours worked. 

 

Benefits Continuation (COBRA): 

 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and 

their qualified beneficiaries the opportunity to continue health insurance coverage under the 

employer’s health plan when a “qualifying event” would normally result in the loss of eligibility. 

Some common qualifying events are resignation, termination of employment, death of an 

employee, reduction in an employee’s hours, leave of absence, employee’s divorce or legal 

separation, a dependent child no longer meets eligibility requirements. 

 

Under COBRA, the employee or beneficiary pays the full cost of coverage at the employer’s 

group rates. 

 

The County’s health insurance carrier (presently Midwest Security) provides each eligible em-

ployee with a written notice describing rights granted under COBRA. The notice contains impor-

tant information about the employee’s rights and obligations if they want to terminate coverage or 

continue coverage until they have coverage elsewhere, or time period of extension has elapsed. 

 

HOLIDAYS 
 

Shawano County considers the following legal holidays for the purpose of office closure: 
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New Year’s Day 

 ½ Day Good Friday 

 Memorial Day 

 Independence Day 

Labor Day 

 Thanksgiving Day 

 Day after Thanksgiving Day 

 ½ Day Christmas Eve 

 Christmas Day 

 

For all non-represented or represented if PTO applies, employees not scheduled to work on a 

recognized legal Holiday, PTO time must be utilized.  PTO hours should be used based on the 

number of regular hours which the employee would have normally worked.  There may be some 

instances when work on a Holiday may be required; however, prior approval from the 

Department Head must be obtained and submitted with time card. 

 

A recognized Holiday that falls on a Saturday will be observed on the proceeding Friday.  A 

recognized Holiday that falls on a Sunday will be observed on the following Monday.   

 

If an hourly employees’ regular scheduled workday falls on a legal holiday, they will be com-

pensated at time and one-half of their regular pay.  On legal holidays that are recognized as half-

day holidays (Good Friday and Christmas Eve), employees will receive compensation at 1½ 

times their regular rate of pay for half of their scheduled workday. 

 

Paid time off for holidays, compensatory time, vacation, PTO, sick leave or extended leave will 

not be counted as hours worked for the purposes of determining overtime. 

 

IMMIGRATION LAW COMPLIANCE 
 

For regular full-time and part-time general personnel, United States citizenship will not be 

considered to be a requisite for County employment.  However, aliens must be in full compliance 

with prescribed federal law, in particular the Immigration Act of 1986, and they must move with 

the utmost dispatch to become naturalized citizens within the minimum period prescribed by 

federal law.  Proof of an alien employee’s action, in this respect, may be required by the County 

at any time.  If at any time during employment with the County, the alien employee is not in 

compliance with the federal law, then he/she shall be subject to dismissal by the County. 

 

Shawano County complies with the Immigration Reform and Control Act of 1986 and is 

committed to employing only United States citizens and aliens who are authorized to work in the 

United States. 

 

As a condition of employment, each new employee must properly complete, sign, and date the 

first section of the Immigration and Naturalization Service Form I-9. Before commencing work, 

newly rehired employees must also complete the form if they have not previously filed an I-9 

with the County, if their previous I-9 is more than three (3) years old, or if their previous I-9 is no 

longer valid. 

 

INTERIM DUTIES 

 

Whenever a department head position is vacant or when a leave of absence for thirty (30) days or 

more has been granted to a department head, a qualified employee may be temporarily assigned 
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for the duration of the leave, or until a replacement is hired.  To qualify for compensation for this 

temporary job assignment, the temporary assignment must exceed a period of thirty (30) calendar 

days.  If temporary assignment exceeds a thirty (30) calendar day period, compensation shall 

begin from the first day of the temporary assignment.  The amount of the salary shall not be less 

than the minimum of the salary range or ten percent (10%) above their current rate of pay, 

whichever is greater. No temporary assignment shall exceed six (6) months. 

 

JURY DUTY 
 

Shawano County encourages employees to fulfill their civic responsibilities by serving jury duty 

when required. Jury duty pay will be calculated on the employee’s base pay rate times the number 

of hours the employee would otherwise have worked on the day of absence. Employee 

classifications that qualify for paid jury duty leaves are: 

 

 Regular full-time employee 

 Regular part-time employee 

 

Employees must show the jury duty summons to their supervisor as soon as possible so that the 

supervisor may make arrangements to accommodate the employee’s absence. The employee is 

expected to report for work whenever the court schedule permits. Either the employer or the 

employee may request an excuse from jury duty if, in the employer’s judgment, the employee’s 

absence would create serious operational difficulties. 

 

The County will continue to provide health insurance benefits for the full-term of the jury duty 

absence. 

 

Accrual of benefit calculations such as vacation, sick leave, PTO, or Holiday benefits will not be 

affected during paid jury duty leave. 

 

Employees receiving full pay while on jury duty shall turn in jury duty fees received to the 

County. An employee is allowed to keep mileage for jury duty. 

 

LTE TEMPORARY HIRE 

 

When a vacancy occurs which necessitates the need for an LTE (limited term employee) the 

Department Head must bring the request to hire an LTE to the Administrative Coordinator.  If the 

Administrative Coordinator approves the LTE, the appropriate recruitment process will be coor-

dinated between respective department head and the Department of Administration.  Unbudgeted 

LTE requests will require Administrative Coordinator approval with notification to respective 

home committee chairperson and Administrative Committee chairperson. 

 

LICENSES, CERTIFICATIONS AND BACKGROUND CHECKS 
 

Applicants for a position requiring certification must present valid proof of same prior to the first 

assigned starting date.  Applicants for a position requiring a license must provide proof of the 

same prior to the starting date of employment.  All employees who must be certified or licensed 

shall provide proof of current certification or licensure to the department head upon request. 

 

Persons operating a County vehicle or equipment must possess an appropriate and valid 

operator’s license and submit that license as proof.  Those positions requiring special certification 
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by an agency of the state must submit proof of satisfactory completion, with certification to 

professionally practice in the State of Wisconsin. 

 

Various other certifications may be required as proof of completed education at a recognized 

institution or university.  The County reserves the right to obtain necessary information regarding 

academic achievement transcripts, educational files, health records, or prior employment records 

of any applicant. 

 

Pursuant to Section 48.685, 50.065, and 146.40, Wis. Stats., the department head of Social 

Services shall obtain criminal background checks in a timely manner for applicable existing 

employees.  Any social services employee convicted of any prohibited offenses must immediately 

notify their department head. 

 

LIFE INSURANCE 
 

All employees under the Wisconsin Retirement Fund for six (6) months are eligible (optional) for 

Group Term Life Insurance coverage.  The County will pay that portion of the employee’s share 

of the premium authorized by County Board Resolution. Currently, the County pays 70% of the 

premium (no cash value). This life insurance is for employees only and is strictly term insurance. 

The value of the policy is to the next 1000th of your annual salary. Coverage is based on annual 

salary. Cost is based on age and amount of insurance.  

 

LONGEVITY 

 

Effective 1/1/96 all newly hired Shawano County employees (subject to law and any provisions 

of existing collective bargaining agreements) are no longer eligible for longevity pay.  However, 

employees hired before 1/1/96 still qualify but the formula for calculation has been *amended: 

The County will pay longevity benefits once a year in December, to all permanent employees 

who have worked full time or half-time or over, continuously for more than five (5) years, 

(starting on January 1) calculated on the basis of two percent (2%) of the employee’s average 

monthly payroll, multiplied by the number of years of employment-*up to and including 10 years. 

Said payments shall be made annually in December. 

 

In case of termination of employment by reason of death or retirement, under the Wisconsin 

Retirement Act, the payment shall be on a pro-rata basis on the number of months worked in the 

calendar year in which the employee retired or death occurs. 

 

Please see Resolutions 354-94 and 6-99 for clarification. 

 

MEDICAL CLEARANCE 
 

Policy: 
When there is a reason to suspect an employee’s medical condition may hinder them from per-

forming their work, or create a danger to themselves, their fellow employees or the public, the 

employer may require them to obtain a medical certification that the employee can perform 

his/her job. 

 

Procedure: 
1. Any persons having reason to believe that a fellow employee may be endangering them-

selves or a fellow employee, or a member of the public because of a medical condition, shall 

report such matter to the employee’s supervisor. 
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2. The supervisor of the employee in question shall investigate and determine whether the 

employee is endangering themselves or fellow employees, or members of the public by virtue 

of their medical condition. 

3. Upon making an investigation into the matter, the supervisor shall submit a written report to 

the County Administrative Coordinator for consideration of whether a medical certification is 

necessary to perform the job. 

4. The Administrative Coordinator upon a review of the supervisor’s report, shall determine 

whether a medical certification is needed in the case. 

5. The County may send the employee to a doctor of the County’s choice on the County’s time 

and at the County’s expense, to determine whether the employee is a danger to themselves, 

fellow employees, or members of the public by virtue of a medical condition. 

6. The County shall make arrangements for a medical examination of the employee in questions 

with a request to the doctor to provide an opinion whether the employee is a danger to 

themselves, fellow employees or members of the public by virtue of a medical condition. 

7. The County shall request of this physician an opinion to determine only whether the 

employee can perform the essential functions of the position without endangering themselves, 

fellow employees, or members of the public. The County shall provide the doctor with a copy 

of the employee’s position description and performance standards to assist the doctor in 

making that determination. The County shall request no personal medical history or 

information beyond the doctor’s certification. 

8. If the doctor determines that the employee is medically certified to perform their job without 

endangering the health and safety of themselves, fellow employees or the public, the 

employee shall be allowed to return to work. 

9. If the doctor determines that the employee is unable to perform their job in a fashion that does 

not endanger themselves, fellow employees or the public, the employee shall be placed on 

medical leave until able to return to work or until allowable leave is exhausted, whichever is 

shorter in length of time. 

 

MEETING ROOMS AND EMPLOYEE OFFICE ETIQUETTE RULES 
 

Rules for use of Courthouse meeting rooms: 

 

1. Rooms in the Courthouse shall be made available to the following: 

 (a) A governmental agency, meaning Federal, State or Local offices; Elected  

  Officials, agencies, boards, commissions, committees, councils, departments 

  or other public bodies corporate and political created by Constitution,  

  Statute, Ordinance, Resolution, Rule or Order, or a formally constituted 

  sub-unit of any these. 

 (b) Political groups for debate purposes. 

 (c) Non-sectarian organizations and groups with educational, patriotic or civic  

  objectives. 

2. Reservations must be made in advance with the Information Booth at the County Clerk’s 

 Office whose number is 526-9135 or extension 4890. 

3. All County Board Committees and County Committees, Boards, Commissions have 

 priority use of the meeting rooms. 

4. There is restricted use of the County Board Room.  Please contact the Maintenance 

 Supervisor for use of the County Board Room. 

5. The County Board, within the limits of the law, reserves the right to rescind public use if 

 an evaluation demonstrates the need to do so, and further, within the limits of the law, 

 reserves the right to refuse certain groups and/or individuals. 
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6. The person making arrangements to reserve a meeting shall submit the following 

 information: 

 (a) Name, address and phone number. 

 (b) Person and/or organization responsible for use of the room. 

 (c) Type of usage and any needed requirements such as blackboard, tables, etc. 

 (d) Number of estimated in attendance. 

 (e) The time of the start of the meeting with an estimated time of finish. 

7. All meetings shall be finished by 10:00 p.m. unless there are exceptional circumstances  

 and notice is given to the Maintenance Supervisor. 

8. There shall be two (2) rooms available for satellite downlink and other training. One (1) 

 room is designated ETN at the South end of the basement hall, the other room is 6A in 

 which the connection is next to the coat rack on the North wall. To use the satellite 

 downlink or ETN room, the reservation of the room shall be coordinated with the 

 University Extension Office. 

9. No alcoholic beverages are permitted in the Courthouse, 

10. No pets are allowed in any County office building with the exception of those needed to 

accommodate a disability. 

 

Employee Office Maintenance: 
1. Desktops must be cleared off if you wish to have the custodial staff clean your desk. 

2. Contact the Maintenance Supervisor on heating and air conditioning problems. 

 Thermostats are to be adjusted by the Maintenance staff only. 

3. Windows must be closed and locked at night, lights must be turned off, and all other 

 machinery (fans, typewriters, etc.) must also be shut off. 

4. Window sills and/or floor space is not to be used for storage. 

5.       Refreshments are allowed in the work area, but please use discretion. Employees are 

 expected to either return cups to the break room or throw empty cans/trash away into 

 appropriate containers. 

6.       Any alteration, change or remodeling that will have an effect on the HVAC or lighting 

 MUST HAVE PRIOR approval by the Public Property Committee and/or Maintenance 

 Supervisor. 

 

MILITARY LEAVE 
 

A Military Leave of Absence will be granted to permanent employees to attend scheduled drills 

or training or if called to active duty with the U.S. Armed Services including the Reserves and 

National Guard. 

 

Subject to the terms, conditions, and limitations of the applicable plans for which the employee is 

otherwise eligible, the County will continue to provide health insurance until the end of the month 

in which the Military Leave begins. At that time, employees who want to continue their coverage 

will become responsible for the full costs of such benefits. The County will resume payment of 

these costs when the employee returns to active employment. 

 

The accrual of benefits such as vacation, holidays, PTO, or sick leave will continue during a 

Military Leave of Absence. 

 

Employees on two-week active duty training assignments or inactive duty training drills are 

required to return to work for the first regularly scheduled shift after the end of training, allowing 

reasonable travel time. 
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Every reasonable effort will be made to return eligible employees to their previous position or a 

comparable one. They will be treated as though they were continuously employed for purposes of 

determining benefits based on length of service, such as the rate of vacation accrual and job 

seniority rights. 

 

NEPOTISM 
 

It is well accepted that employment of relatives in the same area of an organization can cause 

serious conflicts and problems with preferential treatment and employee morale.  In these circum-

stances, all parties, including supervisors, leave themselves open to charges of favoritism when 

making decisions concerning work assignments, transfer opportunities, time-off privileges, 

training and development opportunities, performance evaluations, promotions, demotions, 

disciplinary actions, and discharge. 

 

In addition to claims of partiality at work, personal conflicts from outside the work environment 

can be carried into day-to-day working relationships. 

 

Shawano County will not employ spouses of employees who will be working directly for or 

directly supervising their spouse.  Shawano County will not employ relatives or persons living in 

the same household of employees if they will be working directly or indirectly for, or directly or 

indirectly supervising a relative or member of the same household. 

 

If a person is already employed, the employee cannot be transferred into a position that is directly 

supervised by or directly supervises a spouse or a position that is directly or indirectly supervised 

by or directly or indirectly supervises a relative or member of the employee’s household.  If a 

supervisory relationship that is prohibited by this policy is established after an individual is em-

loyed, the individuals affected may decide who is to be transferred.  If the affected individuals are 

unable or unwilling to make a decision within 30 calendar days, management will decide. 

 

If there is a conflict in a reporting relationship with an Elected Official and an employee, all 

matters pertaining to personnel issues/actions relative to that employee will be handled by the 

Administrative Committee with advice from Administrative Coordinator, respective Elected 

Official and the respective home committee chairperson.   

 

For the purposes of this policy, a relative is defined to include parents, children, brothers, sisters, 

brothers and sisters-in-law, daughter/son-in-law, fathers and mothers-in-law, stepparents, step-

brothers, stepsisters, stepchildren, and significant other.  For purposes of this policy, the “in-law” 

relationship shall include the sibling of a spouse, or the spouse of a sibling.  However, the spouse 

of a spouse’s sibling is not considered an “in-law”.  This policy also applies to individuals who 

are not legally related but who are members of the same household. 

 

Please note that the Shawano County Code of Ethics requires that notification of the above re-

lationships be made to the Administrative Committee and the Ethics Committee prior to hiring 

and/or when they occur in marriage.  If you have any questions regarding the application and/or 

interpretation of this nepotism policy, you are encouraged to address those concerns to the 

Administrative Committee. 

 

ORIENTATION PERIOD 
 

The orientation period is intended to give all employees the opportunity to demonstrate their 

ability to achieve a satisfactory level of performance and to determine whether the new position 
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meets their expectations. Shawano County as an employer uses this period to evaluate employee 

capabilities, work habits, and overall performance. Either the employee or employer may end the 

employment relationship at will at any time during the orientation period, or as otherwise 

determined by the County. 

 

All newly hired and rehired employees work on an orientation basis for the first six (6) months 

after their date of hire. Employees who are promoted or transferred within Shawano County must 

complete a secondary orientation period of the same length with each reassignment to a new po-

sition. If the employer determines that the designated orientation period does not allow sufficient 

time to thoroughly evaluate the employee’s performance, the orientation period may be extended 

for a specified period, which shall never exceed one (1) year. Upon satisfactory completion of the 

orientation period, employees enter the “regular” employment status. 

 

In cases of promotions or transfers within the County, an employee who, in the sole judgment of 

management, is not successful in the new position can be removed from that position at any time 

during the subsequent orientation period. If this occurs, the employee may be allowed to return to 

his/her former job or to a comparable job, if an opening is available. 

 

During the orientation period, new employees are eligible for those benefits that are required by 

law. After becoming regular employees, they will be eligible for employer-provided benefits, 

subject to the terms and conditions of each benefit program. Employees should read the 

information for each specific benefit program for the details on eligibility requirements. 

 

Benefits eligibility and employment status is not changed during the subsequent orientation 

period that results from a promotion or transfer within Shawano County. 

 

OUTSIDE EMPLOYMENT 

 

Outside employment by full-time County employees is discouraged, however, employees may 

hold outside jobs as long as they meet the performance standards of their job with the County.  

Employees may not engage in outside employment during their County work hours.  Employees 

should consider the impact that outside employment may have on their health and physical 

endurance. All employees will be judged by the same performance standards and will be subject 

to the employer’s scheduling demands, regardless of existing outside work requirements. 

 

If the County determines that an employee’s outside work interferes with performance or the 

ability to meet the requirements of this organization as they are modified from time to time, the 

employee may be asked to terminate the outside employment, if he/she wishes to remain with 

Shawano County. 

 

Outside employment, which constitutes a conflict of interest, is prohibited. Employees may not 

receive any income or material gain from individuals outside the organization for materials 

produced or services rendered while performing their jobs as Shawano County employees. 

 

Determining whether or not such outside employment constitutes a conflict of interest shall be the 

responsibility of both the employer and the employee.  Either party may request an advisory 

opinion of the Shawano County Ethics Committee to determine whether a conflict exists. The 

employee must act in accordance with this advisory opinion or shall be liable to disciplinary 

action, up to and including possible discharge and legal action. 
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PAID TIME OFF (PTO) 
 

Shawano County offers a non-traditional leave package, which encourages employees to carefully 

plan their time away from work and maximize time spent on the job.  It is the County’s belief that 

employees empowered to control their time at work and away from work will do so judiciously 

and responsibly.  This plan includes all non-elected, non-represented employees eligible for full 

or pro-rated benefits. 

 

Definitions 

Extended Leave Bank:  Paid time, which may be utilized for sick leave or Family and Medical 

Leave of three (3) consecutive days or more.  (Please see Family & Medical Leave -page 24). 

 

Full time: Any employee scheduled to work at least 37 ½ hours per week. 

 

Paid benefits: Includes-short-term sick leave (anything less than three (3) consecutive days), 

vacation, personal holidays, legal holidays, and bereavement (funeral) leave. 

 

PTO:  Paid Time Off (PTO) is a benefit plan which consolidates all paid benefits into a single 

“bank account” of paid leave, which the employee is responsible for managing and using. 

PTO Calendar: A calendar within each Department, identifying planned PTO to be utilized per 

employee during the calendar year. 

 

PTO Distribution Form: Form submitted by the employee by November 30 of each year.  This 

form is used to allocate remaining PTO hours: carry-forward, cash pay-out, or transfer to 

Extended Leave Bank. 

 

Part-time:  Any employee scheduled to work at least one-half (1/2) of the hours of the normal 

full-time position, E.g.: 18 ¾ hours of 37 ½ or 20 hours of 40 hours. 

 

Regular Hours:  Regular hours are defined as the number of hours approved by position by 

County Board resolution. 

 

Retirement:  Retirement is defined as an employee who will upon termination of employment 

from Shawano County be eligible for full Wisconsin Retirement benefits; or who after 25 years of 

continuous service, meets the minimum age requirements of Wisconsin Retirement System, 55 

for General Employee and 50 for Protected Employees. 

 

Policy Note: In some instances, it may be up to the discretion of the home committee and Admin-

istrative Committee to hire qualified employees with paid time off other than  normal schedule. 

 

Accrual 

 Each employee earns PTO hours every pay period based upon the number of regular hours 

(not overtime hours) than an employee is paid during the pay period. 

 Regular hours are defined per each County position as the number of hours approved by Cty. 

Board resolution.  (eg. Clerk Typist I position is approved at 27 hours per week by County 

Board resolution means that the position’s regular hours for benefits are 27 hours per week.) 

 PTO is determined by multiplying the number of regular hours paid each pay period by the 

predetermined multiplier listed below.  The sum results in the hours of PTO time earned in 

that pay period. 

 Multipliers change after the 1
st,, 

7
th
, 13

th
, and 19

th
 years, on the employee’s anniversary date. 
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 Accrual amounts are added to the employees’ PTO bank each pay period. 

 

5/3 Work Schedule 

YEARS OF SERVICE MULTIPLIER USED (5/3) 

0 – 1 .1095 

2 – 7 .1358 

8 – 13 .1490 

14 – 19 .1709 

20 - + .1928 
 

6/3 Work Schedule 

YEARS OF SERVICE  MULTIPLIER USED (6/3) 

0 – 1 .0958 

2 – 7 .1274 

8 – 13 .1520 

14 – 19 .1762 

20 - + .2004 

 

All Other Work Schedules 

YEARS OF SERVICE MULTIPLIER USED 

0 – 1 .0958 

2 – 7 .1188 

8 – 13 .1303 

14 – 19 .1494 

20 - + .1686 

 

Accrual Limits 

 For a full time employee, the PTO bank shall not exceed 320 hours. 

 For part-time employees, the maximum number of PTO bank hours will be limited to their 

percentage of full-time, multiplied by 320 hours.  (i.e. 18 ¾ hours of a 37 ½ position is 50%, 

therefore, 320 x .50 = 160 hours) 

 Anytime the total number of accrued PTO hours exceeds what is permitted, the excess is 

automatically subtracted from the total and the employee remains at the maximum amounts 

as described above. 

 After two (2) years of employment (service), all full-time employees may elect a PTO 

payout, which cannot exceed 35 hours each calendar year 

 After two (2) years of service, all part-time employees may elect a PTO payout of up to 35 

hours multiplied by their percentage of full-time each calendar year. 

 Pay-out will be processed at the prior year rate by the end of February of each year. 

 A max of 120 PTO hours may be added to the employees Extended Leave Bank annually. 

 For part-time employees, maximum of 120 PTO hours multiplied by their percentage of full-

time may be added to the employee’s Extended Leave Bank annually (i.e. 85 x .65 = 55.25 

hours). 

 

Usage and Authorization 

 Each Department should maintain a “PTO Use Calendar”, which will allow employees to 

plan their time off in conjunction with fellow employees while meeting the operational needs 

of the department. 
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 Each employee must complete a PTO Distribution Form by November 30 of year.  The PTO 

Distribution Form includes hours allocated for: 

 Transfer to the Extended Leave Bank 

 Cash pay-out 

 Anticipated carry forward 

 Employees must adhere to their Distribution Form allocations for: transfer to Extended Leave 

and Cash Pay-Out.  Exceptions can only be made under extenuating circumstances and by 

approval of the Administrative Committee. 

 It is understood that unused, non-allocated hours will automatically be carried forward into 

the new year. 

 Employees using planned PTO hours or scheduled time-off, must seek prior approval from 

their supervisor per personnel policy and departmental protocol. 

 Employees using PTO for anything other than planned or scheduled time off, need to inform 

their supervisor prior to the start of the workday. 

 The operational needs of the Department will be considered in granting requests of a non-

emergency nature. 

 All hourly employees scheduled to work on a legal holiday will receive compensation at 1½ 

times their regular rate of pay, no PTO will be utilized. 

 PTO must be utilized when an employee is not scheduled to work due to a legal holiday.   

However, emergencies may require mandatory work on a Holiday which shall be approved 

by the Department Head and submitted along with time card. 

 Employees, who have worked less than 60 days and have not accumulated enough PTO 

hours, will use time off without pay when the work place is closed due to a legal holiday. 

 PTO must be used in increments of no less than: 

 ¼ hour for non-exempt or hourly employees 

 ½ day for exempt, salaried employees 

 To maintain maximum work integrity and personal well-being, one (1) week of continuous 

paid time of (PTO) must be used annually after two (2) years of employment, except in 

circumstances approved by the Department Head and the home committee. 

 Employees may not donate PTO days to a third party. 

 

Unpaid Leave Policy 

 Should an employee’s PTO balance fall below “0”, the employee will immediately revert to 

unpaid time and receive deduction in his/her pay to compensate for any PTO time taken in 

excess of the accrued hours. 

 If the balance falls below “0” without the prior permission of the Department Head, the 

employee will be subject to disciplinary action.  See Disciplinary Procedures (page 17). 

 PTO must be used prior to unpaid leave. 

 

Extended Leave Bank 

 The Extended Leave Bank is intended for use in situations where the employee is absent from 

work due to medical necessity lasting three (3) days or more, or Family and Medical Leave 

(FMLA). 

 There is no cap on the accrual of hours in the Extended Leave Bank 

 The bank can be increased annually, after an employee completes 2 years of service, up to 

120 hours, pro rata basis for part-time employees. 

 All unused Extended Leave Bank hours are carried forward annually in the bank. 

 Extended Leave Bank hours can be utilized upon retirement from the County, under certain 

conditions (see Retirement below). 
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 The protocol to utilize Extended Leave hours is found in the Family and Medical Leave 

section-page 25). 

 Per County policy, a Physician’s verification statement is required for the employee to return 

to work following a medical absence of three (3) days or more. 

 The original “Physician’s Verification” must be submitted to the Department of Administra-

tion for placement in the personnel medical file. Department of Administration will notify 

Finance Department of employees on Family and Medical Leave for payroll processing. 

 Employees may not donate Extended Leave Days to a third party. 

 

Retirement 

 Retirement benefits can be accessed by employees who meets one of the two options outlined 

below: 

 Effective 1/1/2000, any employee who terminates employment from Shawano County 

due to retirement or death, and is eligible to collect a retirement annuity or benefit from 

the Wisconsin Retirement System will convert seventy-five percent (75%) of his/her 

Extended Leave Bank accrued time into the County Prime Choice Plan. 

or 

 Effective 1/1/2000, any employee who terminates employment from Shawano County 

due to retirement or death with 25 years of service or more and meets the minimum age 

criteria set forth by the Wisconsin Retirement System, (50 years for Protected Class, 55 

years for General), shall be eligible to convert a pro-rated amount of his/her Extended 

Leave Bank accrued time into the County Prime Choice Plan; however, a five percent 

(5%) reduction, per year from the 75% Extended Leave Bank benefit will occur for each 

year of retirement prior to minimum age. 

 Employees should check with the County Clerk’s office while making retirement plans and 

decisions, to familiarize themselves with criteria and conditions regarding continuation of 

health insurance, Wisconsin Retirement, Deferred Compensation and other County policies. 

 The County has adopted Prime Plan through Precision Retirement Group to administer the 

payout of extended leave upon retirement.  Please see the Department of Administration for 

the legal document that pertains to this benefit. 

 

Termination of Employment 

 Employees leaving Shawano County employment are paid for all PTO hours that remain in 

his/her bank at the time of termination.  Please refer to Employment Termination-page 23 for 

details. 

 No pay-out of Extended Leave Bank funds occurs at termination. 

 

Transition 
On the date of PTO program implementation: 

 All unused/accrued vacation time will be converted into an equivalent amount of PTO hours. 

 All unused Personal Holiday hours will be converted into equivalent amount of PTO hours. 

 Unused sick leave hours will be transferred into the Employee Extended Leave Bank. 

 Shawano County employees retiring between the date of implementation and 12/31/99 will 

utilize the retirement payout system in place prior to 7/28/99. 

 

PTO Conversion Policy 

 

Union employee to non-union employee: 
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On the date of transfer into a non-union position, available sick, vacation, accrued legal holiday, 

and personal holiday time will be converted into PTO and Extended hours available pursuant to 

the following procedures: 

 

 All unused sick time will be converted into an equivalent amount of extended leave hours 

 All unused vacation time will be converted into an equivalent amount of PTO hours available 

 Vacation accrual for the current year will also be converted into an equivalent amount of PTO 

hours available.  Accruals will be calculated as follows: 

 Employees on an anniversary accrual will accrue time from their anniversary date (when 

time was last added to the vacation bank) through the date of transfer into non-union 

position. 

 Employees on a fiscal year accrual will accrue time from January 1
st
 of the current year 

through the date of transfer into a non-union position.  These accruals will be added to 

the PTO available bank. 

 Legal holiday time from the date of transfer through the end of the current year will not be 

converted into PTO hours, as they are part of the accrual factor built into PTO.  Any holiday 

hours remaining after subtracting the holiday hours from the date of transfer through the end 

of the year will be converted into an equivalent amount of PTO hours available. 

 All unused personal holiday hours will be converted into an equivalent amount of PTO hours 

available. 

 

Non-union position to Union position: 

On date of transfer into a union position, available PTO and extended leave will be converted into 

sick, vacation, holiday, and personal holiday time available pursuant to the following procedures: 

 Extended leave bank will be converted into an equivalent amount of sick hours available.  If 

the amount exceeds the maximum amount of sick hours allowable in the bank, pursuant to 

respective union contract, the sick accrual will be suspended until the amount of sick time is 

less than the maximum accrual allowed. 

 Vacation time available will be calculated as follows: 

 Employees transferred into a union position that accrues time on an anniversary 

basis will have an accrual calculated from their anniversary date through the date 

transferred into the union position.  This time will be subtracted from their PTO 

available bank and added to a vacation accrual bank.  This accrual will be added 

to vacation time available upon the employee’s next anniversary date. 

 Employees transferred into a union position that accrues time on a fiscal year 

basis will have an accrual calculated from January 1
st
 of the current year through 

the date transferred into the union position.  This time will be subtracted from 

their PTO available bank and added to a vacation accrual bank.  This accrual will 

be added to vacation time available on January 1
st
 of the next year. 

 Any PTO time available after the vacation accrual has been subtracted will be converted into 

vacation time available for use in the current year, (either anniversary or fiscal year), up to 

the amount that would be available pursuant to the current union contract, based on the 

employee’s years of service. 

 If any PTO hours remain after the conversion of hours to both the vacation accrual and 

vacation available banks, these hours will be added to the sick time available bank. 

 Holiday hours will be added to the holiday bank based on holiday hours remaining from 

transfer date through the end of the year. 

 Employees will receive personal holiday hours, pursuant to union contract, on January 1
st
 of 

the next year. 
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PARKING 
 

Parking permits are required by all employees of the County when using the Courthouse parking 

facilities.  To obtain such permit, contact the Building Maintenance Supervisor.  To better serve 

the needs of our customers, the parking areas directly surrounding the Courthouse and the streets 

to the north, south, east and west have been reserved for our customers.   

 

However, the County recognizes that some employees may require special accommodations when 

it comes to the travel distance from the parking lot to the Courthouse.  In these situations, the 

County will accommodate employees with special restrictions to be allowed to park in the lot 

directly adjacent to the Courthouse with proper authorization and documentation. 

 

Employees requiring these accommodations must submit their request in writing along with the 

proper medical documentation to the Department of Administration.  The medical documentation 

must contain employee’s name, reason for accommodation and how long the accommodation is 

needed.  All requests shall be kept confidential. 

 

PAY CORRECTIONS 
 

The County takes all reasonable steps to assure that employees receive the correct amount of pay 

in each paycheck and that employees are paid promptly on the scheduled payday. 

 

In the unlikely event that there is an error in the amount of pay, the employee or employer should 

promptly bring the discrepancy to the attention of the Finance Department so that corrections can 

be made as quickly as possible. 

 

Once underpayments are identified, they will be corrected in the next regular paycheck. 

Overpayments will also be corrected as quickly as possible unless this presents a burden to the 

employee (where there is a substantial amount owed).  In that case, the Finance Department will 

attempt to arrange a schedule of repayments with the employee to minimize the inconvenience. 

 

PAY DEDUCTIONS/GARNISHMENTS 
 

The law requires that the County make certain deductions from every employee’s compensation. 

Among these are applicable federal, state, and local income taxes. The County also must deduct 

Social Security taxes on each employee’s earnings up to a specified limit that is called the Social 

Security wage base. County matches the amount of Social Security taxes paid by each employee. 

 

The County offers programs and benefits beyond those required by law. Eligible employees may 

voluntarily authorize deductions from their paychecks to cover the costs of participation. 

The County will also deduct, with appropriate notification and documentation, garnishments. 

 

PAYDAYS 
 

All employees are paid biweekly on every other Wednesday, and shall be by direct deposit to a 

bank of their choice. Each paycheck will include earnings for all work performed through the end 

of the previous payroll period. In the event that a regularly scheduled payday falls on a holiday, 

employees will receive pay on the last day of work before the holiday. 
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PERFORMANCE MANAGEMENT POLICY & PROCEDURES 

 
It is the pay philosophy of the County that compensation for non-represented, supervisory and 

management personnel should on the basis of the County’s performance evaluation system, as 

adopted by the County Board in 2006.  The County further recognizes that any pay for perfor-

mance program must be funded properly if it is to be effective, motivating, and result in increased 

effort and performance on the part of its employees.  Because pay for performance systems 

require greater employee effort, fosters greater accountability, and permits the organization more 

flexibility in rewarding its key performers, the County also recognizes and that the costs 

associated with a pay for performance program may in fact result in somewhat higher payroll 

costs for employees covered under the plan.  To maintain the performance management program, 

the following procedures: 

 

1. All employees will be assigned to a salary range as determined by the Classification Matrix 

System (CMS) and in accordance with the classification review procedures and policies of 

the County. 

 

2. The pay for new hires will be established in accordance with current County practices and 

procedures. 

 

3. Existing employees will move through the salary range they are assigned to on the basis of 

their overall performance rating and the salary increase percentage recommended by the 

employee’s evaluator and in accordance with the procedures and processes of the 

performance program. 

 

Roles and Responsibilities: 

 

Under the performance management system, all officials, managers and administrators within the 

County will have various duties, responsibilities and roles as outlined below: 

 

County Board of Supervisors and Administrative Committee will be responsible for the 

following: 

 

1. By no later than the end of February, the County Board will revisit, update and adopt a salary 

matrix outlining the percentage increases to be awarded to employees covered under the plan 

for unacceptable, needs improvement, meets expectations, exceeds expectations and 

outstanding performance. 

 

2. No later than January 15
th
, the County Board will adjust the salary range minimums and 

maximums to account for cost of living and market pressures.  These increases represent pay 

structure increases not general increases to employees under the plan. 

  

3. The establishment of performance matrix percentages will be based upon the financial 

condition of the County and the anticipated overall average increases/percentage (steps and 

cost of living) provided to represented staff.  This estimated percentage should be the guide 

for establishing the salary matrix level at “meets expectations” and should be at least equal to 

or greater than that of represented anticipated increases (cost of living and step increases).  

Matrix cells above meets expectations should be adjusted higher, respectively, and cells 

below meets expectations should be adjusted lower, respectively. 
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4. By November 30th of each year, the Administrative Committee will evaluate the performance 

of the Administrative Coordinator against the goals established for that prior year and the 

performance dimensions.  The evaluators will follow the guidelines set forth in the 

performance evaluation manual and salary matrix by evaluating, documenting and 

establishing the pay increase for the Administrative Coordinator. 

 

5. By January 31 of each year, the Administrative Committee will establish specific goals and 

objectives for the Administrative Coordinator for the coming year based upon County 

objectives and discussion with the Administrative Coordinator. 

 

6. Every third performance evaluation cycle, the County Board, by recommendation of the 

Administrative Committee, will replicate, revisit and conduct a salary survey of non-

represented benchmark positions and counties and adjust its salary minimums and maximums 

to assure salary ranges for non-represented positions are competitive and facilitate the 

County’s ability to meet its HR goals and objectives (e.g. attract, retain, motivate and reward 

employees). 

 

Managers (Evaluators of Non-Represented Employees): 

 

1. All evaluators will be responsible for reviewing and understanding the guidelines, concepts, 

steps, documentation requirements and forms as set forth in the performance evaluation 

manual and training materials. 

 

2. By November 7
th
, each manager will conduct a preliminary evaluation, assessment and salary 

recommendation increase for all non-represented employees falling under their authority.  

Performance evaluation forms will be submitted to Administration.  HR in coordination with 

the Administrator will conduct a cursory review of all performance evaluations to assure 

salary recommendations conform to procedures outlined in the performance manual/form, 

that managers provide sufficient documentation and incidents of employee behaviors that 

warrant rating above or below meets expectations.  In the event that Administration believes 

ratings are outside of the limits or guidelines of the program, it will be the responsibility of 

the Administrator to work with or through head department to assure compliance with the 

fundamentals, performance principles and guidelines of the program. 

 

3. By December 31
st
, all managers (evaluators) will have conducted performance interviews 

with all non-represented employees under their span of control and have obtained appropriate 

signatures and returned the completed evaluation forms to HR/Administration. 

 

4. By January 31
st
, each manager/evaluator will have meet with their subordinates to establish 

appropriate goals and objectives for the new evaluation cycle per the guidelines in the 

performance manual and training materials. 

 

Administrative Coordinator: 

 

1. Will provide the County Board recommendations and guidance in updating and revising the 

salary matrix and general increases to the County’s non-represented salary ranges in 

collaboration with HR and Finance personnel. 

 

2. Will be responsible for guiding, monitoring and coordinating the performance management 

administration processes, guidelines, policies and procedures. 
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3. Will discuss, obtain feedback and informally obtain input concerning department head 

performance evaluations, behavioral incidents/actions during the course of the year, and 

possible goals for the year.  Since the Administrative Coordinator is responsible for 

performance reviews and evaluations of department heads, it will still be the responsibility of 

the Administrative Coordinator to conduct and formally evaluate all direct reports in 

accordance with the performance management program.   

 

4. It will be the responsibility of the Administrative Coordinator and HR to coordinate and 

oversee the conduct, compilation, analysis of salary surveys every third year and the 

recommended revision to salary ranges. 

 

5. Administrative Coordinator shall be responsible for directing and coordinating any revisions 

or changes in the performance evaluation forms, procedures or policies prior to the start of 

any performance period. 

 

Appeal Process 

 

If a Department Head/manager/employee believes the evaluation he/she received does not reflect 

their performance, they will have the right to appeal that decision to the Administrative 

Committee Appeal Board.  The Department Head/manager/employee may appeal to the 

Administrative Committee in writing within ten (10) workings days of receipt of his/her final 

formal performance evaluation.  The Administrative Committee shall conduct a meeting within 

thirty (30) days at a time mutually agreeable between the Committee and the involved parties. 

 

The Administrative Committee Appeal Board will consist of the 5-member Administrative 

Committee and the home committee chairperson that the Department Head/manager/employee 

reports to.  At the appeal hearing, the employee, Department Head and/or Administrative 

Coordinator will be required to explain their position.  Only members of the Administrative 

Committee Appeal Board will be able to ask questions and request information.  Within ten (10) 

days of completion of the hearing, the Administrative Committee shall provide its written 

decision to the Department Head/manager/employee and Administrative Coordinator. 

 

The decision of the Administrative Committee Appeal Board shall be final. 

 

PERSONAL APPEARANCE 
 

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees 

and affect the business image we present to customers and visitors. 

 

During business hours, employees are expected to present a clean and neat appearance and to 

dress according to the requirements of their positions. 

 

Consult your supervisor or department head if you have questions as to what constitutes 

appropriate attire. 

 

PERSONAL INFORMATION 
 

It is the responsibility of each employee to promptly notify the Department of Administration of 

any changes in personal data. Personal mailing addresses, marital status, telephone number, 

number and names of dependents, individuals to be contacted in the event of an emergency, 
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educational accomplishments, and other such status reports should be accurate and current at all 

times in the employee’s personnel file. 

 

PERSONAL LEAVE 
 

When requesting personal leave, benefit time must be used prior to time off without pay.  Upon 

recommendation of the Department Head, the Administrative Committee may grant an employee 

a leave of absence for a period not to exceed six (6) months Family and medical leave must be 

taken under the County’s Family and Medical Leave Policy, as regulated by State and Federal 

laws and regulations. 

 

No Department Head shall allow an employee to be absent for more than ten (10) working days 

without pay in any calendar year without first obtaining approval for such voluntary leave from 

the Administrative Committee, provided that all benefit time has been utilized. 

 

Any employee who shall voluntarily be absent for more than two consecutive days or five work-

ing days annually without notification to Department Head shall be considered a voluntary quit. 

 

PERSONAL VEHICLES USED FOR COUNTY BUSINESS 
 

The following applies if you use your own personal vehicle for County-related work: 

 

1. Physical damage is not covered. 

2. Liability coverage is provided by the County over and above the limits in Section 5. 

3. Employees are required to provide a Certificate of Insurance to the Department of Admini-

stration. Mileage will not be reimbursed to any employee who does not comply with this 

policy. Employees will be responsible for reporting changes in their liability insurance 

coverage to the Department of Administration. 

4. Employees within the Highway Department, Community Programs and Aging Unit are 

required to provide information on their driver’s license number and CDL endorsements. The 

County participates in the DOT Employer Notification Program. This program notifies the 

County any time an employee receives a citation or is involved in an accident.   

5. Insurance: Employees who need their cars to carry out the functions of their position, must       

carry insurance as follows: If hired prior to January 1, 1987, such employee will be required to 

provide a Certificate of Insurance to the County, but will not be required to purchase insurance 

coverage exceeding current amounts in effect for each individual. If hired following January 1, 

1987, such employee will be required to provide $100,000 per person/$300,000 per accident 

bodily injury coverage/$100,000 property damage per accident; OR alternative coverage of 

$300,000 combined single limit coverage insurance coverage on the individual’s personal 

vehicle to be used for work-related activities. A new Certificate of Insurance shall be provided 

when there is a change in an employee’s insurance carrier or coverage changes.  Volunteer 

Drivers for the Aging Unit will be required to follow respective departmental policy. 

6. All employees must wear seat belts while traveling for business. Failure to conform to 

this policy will result in disciplinary procedures, up to and including discharge.  This 

requirement is to ensure compliance with seat belt laws for individual and passenger(s). 
7. All employees are required to possess a valid driver’s license if they use a personal vehicle 

for County business. 

8. County employees are prohibited from using cellular phones, while driving, if they are 

conducting County business. 
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PERSONNEL FILES 

The Administrative Coordinator shall maintain confidential personnel folders for all County 

employees and keep on file therein all information pertaining to employment or service records of 

such employees and officials, such folders and records therein to be kept in locked file and to be 

retained after termination of employment or service. The personnel files of Department Heads 

shall be maintained by the Administrative Coordinator. It is the policy of the County to follow a 

uniform set of procedures, in full compliance with state law, in regard to access to employment 

records. Listed below, are the data, materials and information which may be included in an 

employee’s personnel file: 

 Original application and accompanying documents related to the employment processes of 

the County, such as resumes, transcripts, references or investigative reports and military 

papers. 

 Personnel Action Forms or notices of pay change and any accompanying documents. 

 Performance Evaluation Forms and related materials. 

 Worker’s Compensation Forms, correspondence and medical reports related thereto. 

 Medical certificates or reports. 

 Letters of commendation or complaint connected with employment. 

 Promotional opportunity application and related correspondence. 

 Forms pertaining to employee benefit programs and related correspondence. 

 Tuition reimbursement materials. 

 Documents submitted by the employee, such as updated resumes, birth certificates, 

transcripts or military papers. In case of death, documents submitted by the survivors, such as 

death, marriage or birth certificates and related papers. 

 Certificates or notices of accomplishment of the employee in the area of training or employee 

development. 

 Skill tests, written examination results, interview results or materials connected with selection 

processes. 

 Materials submitted as part of the record for an appeal or a decision or other action, and 

copies of related proceedings. 

 Documentation for disciplinary action, except those written reprimands covered by labor 

agreements which must be removed from the employee’s file after a specified incident-free 

period. 

 Documentation containing an employee’s medical information, including but not limited to 

worker’s compensation records and results of medical examinations, will be maintained in a 

separate file by the Administrative Coordinator.   
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Access to Employee Records by the Employee 

The County shall, upon the request of an employee, permit the employee to inspect any personnel 

documents which are used or which have been used in determining that employee’s qualifications 

for employment, promotion, transfer, additional compensation, termination or other disciplinary 

action, and medical records, except as provided in Subsection (d) and (e). The County may 

require the employee to make the request in writing. An employee, under Section 103.13, Wis. 

Stats., may request the inspection of all or any part of his/her records, except as provided in 

Subsection (e).  

Under the provisions of Section 103.13, Wis. Stats., the County, at a minimum, shall grant at least 

two (2) requests by an employee in a calendar year, unless otherwise provided in a collective 

bargaining agreement, to inspect the employee’s personnel records as provided in this Section. 

The County shall provide the employee with the opportunity to inspect the employee’s personnel 

records within seven (7) working days after the employee makes the request for inspection. The 

inspection shall take place at a location reasonably near the employee’s place of employment and 

during normal working hours. A representative of County management responsible for the 

safeguarding of records may he present during an employee’s examination of his/her records.  If 

the inspection during normal working hours would require an employee to take time off from 

work with the County, the County may provide some other reasonable time for the inspection. In 

any case, the County may allow the inspection to take place at a time other than working hours or 

at a place other than where the records are maintained, if that time or place would be more 

convenient for the employee. 

Personnel Records Inspection by an Employee’s Representative 

Under Section 103.13, Wis. Stats., an employee who is involved in a current grievance against the 

County may designate in writing a representative of the employee’s union, collective bargaining 

unit or other designated representative to inspect the employee’s personnel records which may 

have a bearing on the resolution of the grievance, except as provided in Subsection (e). The 

County shall allow such a designated representative to inspect that employee’s personnel records 

in the same manner as provided under Subsections (b)(l) and (2). 

Medical Records Inspections 

Under Section 103.13, Wis. Stats., the right of the employee or the employee’s designated 

representative under Subsection (c) to inspect personnel records under this policy includes the 

right to inspect any personal medical records concerning the employee in the County’s files. If the 

County believes that disclosure of an employee’s medical records would have a detrimental effect 

on the employee, the Administrative Coordinator may release the medical records to the 

employee’s physician or through a physician designated by the employee, in which case the 

physician may release the medical records to the employee or to the employee’s immediate 

family. 

Statutory Exceptions to an Employee’s Right to Inspect His/Her Personnel Records 

 Under the provisions of Section 103.13(6), Wis. Stats., the right of the employee or the 

employee’s designated representative to inspect his/her personnel records does not apply to: 

 Records relating to the investigation of possible criminal offenses committed by that 

employee. 

 Letters of reference for that employee. 
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 Any portion of a test document, except that the employee may see a cumulative total test  

 Materials used by the County for staff management planning, including judgments or 

recommendations concerning future salary increases and other wage treatments, management 

bonus plans, promotions and job assignments or other comments or ratings used for the 

County’s planning purposes. 

 Information of a personal nature about a person other than the employee, if disclosure of the 

information would constitute a clearly unwarranted invasion of the other person’s privacy. 

 Records relevant to any other pending claim between the County and the employee, which 

may be discovered in a judicial proceeding. 

Corrections to Personnel Files 

Under Section 103.13(4), Wis. Stats., if the employee disagrees with any information contained in 

the personnel records, a removal or correction of that information may be mutually agreed upon 

by the County and the employee. If an agreement cannot be reached, the employee may submit a 

written statement explaining the employee’s position. The Administrative Coordinator shall 

attach the employee’s statement to the disputed portion of the personnel record. The employee’s 

statement shall be included whenever that disputed portion of the personnel record is released to a 

third party, as long as the disputed record is a part of the file. 

Access by Others to an Employee’s Personnel File 

Only the Administrative Coordinator, the employee’s department head or designee, or pertinent 

governing committee acting on official County business are permitted to have access to personnel 

records of County employees. 

With the exception of Subsections (g)(l) and (3), the Administrative Coordinator shall reveal no 

information to others, without the employee’s signature on a release. This applies to requests for 

information from anyone or any organization, including other government agencies. 

Employment information will not be released without the authorization of the individual 

concerned, except for the following: 

 “Directory” information, which consists of verification of employment or past employment; 

dates of employment; position held; or, location of employment. 

 When required as part of an established statutory reporting procedure. 

 To protect the legal interests of the County when the actions of an individual appear to violate 

the conditions of employment or threaten physical injury to members of the general public, to 

other employees, or to County property. 

 In response to a court order, administrative summons, search warrant, or subpoena. 

 When requested as part of an appropriate governmental inquiry into the County’s 

employment practices. 

If an application has been filed by a County employee for a position that would constitute a 

transfer or promotion, pertinent Department Heads may be consulted regarding personnel records. 
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POLITICAL ACTIVITY 

 

No employee is precluded from engaging in political activity provided that such activity does not 

interfere with normal work performance and is not conducted during normal working hours and 

does not involve the use of County equipment or property.  Employees are specifically prohibited 

from directly or indirectly coercing any person to hold or contribute monetary or other types of 

assistance to any political candidate, party or purpose. Employees shall not engage in political 

activity during working hours. 

 

Under provisions of the Federal Hatch Act, employees who are principally employed in an 

activity which is financed in whole or in part by federal loans or grants shall not become political 

candidates in partisan elections.  Federal funds may be withheld for violations of the Act. 

Attorney General Opinion 63 AG 217 authorizes the granting of a leave of absence to an 

employee who intends to become a political candidate in a partisan election. 

 

PUBLIC RELATIONS 
 

County employees have a significant public relations responsibility. Employee work attitudes and 

appearance are all subject to close inspection by County employees, and by the ultimate 

employer, the County taxpayers. In some cases, a single County employee may be the only 

County employee known by an individual citizen. Taxpayers may base their total judgment of the 

efficiency and character of their County’s government on the performance of that employee. To 

them, that employee is the County. 

 

If employees take pride in the fact that they are doing their job well, others will catch the same 

spirit. The reputation, which Shawano County enjoys, depends largely on what employees think 

and say about it. To publicly disparage another department or employee is inappropriate and will 

not be tolerated. We are all part of the overall image of County government. 

 

When asked for information, employees should be helpful and friendly. A single employee 

cannot possibly know all of the answers, but the employee can make sure that the person asking 

the question is referred to the right source. They should be kind and considerate to each other and 

to the Public. 

 

Together we need to provide prompt, professional service the first time to our internal and 

external customers. 

 

RECRUITMENT PROCESS 
 

Policy:  It shall be the policy of Shawano County to recruit and select the most qualified persons 

for positions in the County’s service. Recruitment and selection shall be conducted in an 

affirmative manner which insures open competition, provides equal employment opportunities 

without regard to race, color, religion, political affiliation, national origin, gender, age, handicap, 

marital status, sexual orientation, arrest or conviction record, or any other characteristic protected 

by statement and federal law, or non-merit factor except where age, sex or physical requirements 

constitute a bona fide occupational qualification and with proper regard for the privacy and 

constitutional rights as citizens and to provide an effective career development plan for qualified 

employees through promotional opportunities. 
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The Administrative Coordinator will review and approve all requests for position refills.  If 

outside of what is currently budgeted, appropriate committee action will also be required.  

Department head positions required appropriate Board, home or ad hoc committee approval. 

 

Recruitment:  The Administrative Coordinator shall determine the scope of recruitment 

programs for available positions. He/she shall develop and conduct an active recruitment program 

designed to meet current and projected County manpower needs. Recruitment shall be tailored to 

the position to be filled and shall be directed to sources likely to yield qualified candidates. 

 

 Job announcements and publicity: The Administrative Coordinator and/or his/her designee 

shall issue job announcement and otherwise publicize vacancies through appropriate media. 

Job announcements may include the job title, job profile, salary range, job qualifications and 

requirements, and other pertinent information. 

 Application form: All applications for employment shall be made on forms prescribed by the 

Administrative Coordinator, which meet State and Federal regulations. 

 Rejection of applications:  The Administrative Coordinator and/or his/her designee may reject 

any application if the applicant: 

1. Does not meet the minimum qualifications established for the position. 

2. Applications received after posted deadline. 

3. Deliberately falsifies the application. 

4. Is physically, mentally or otherwise unable to perform the essential functions of the 

position with reasonable accommodations in compliance with state and federal law. 

5. Has been convicted of a crime, which renders him/her unsuitable for the position in 

compliance with state law. 

6. Is younger than the legal age requirement prescribed for the position or County 

employment. 

7. Has established an unsatisfactory employment record, which demonstrates 

unsuitability for the position. 

8. Is a member of an organization which advocates the violent overthrow of the 

government of the United States. 

9. Based on job-related factors, as found by Administrative Coordinator and/or Human 

Resource Coordinator to be unsuitable for the position for which he/she has applied. 

 Whenever an application is rejected, notice of such rejection shall be mailed to the applicant. 

 The Administrative Coordinator and/or his/her designee shall select only the best-qualified 

applicants for screening and final consideration. 

 Whenever possible, a “team” approach should be used in the final selection process, which is 

consistent with Shawano County’s quality management approach. 

 Interview and relocation expense: The County does not currently reimburse applicant for 

interview and/or relocation expenses. 

 

Applications:  Shawano County relies upon the accuracy of information contained in the 

employment application as well as the accuracy of other data presented throughout the hiring 

process and employment. Any misrepresentation, falsification, or material omissions in any of 

this information or data, may result in the County’s exclusion of the individual from further 

consideration for employment, or, if the person has been hired, termination of employment. 

 

Selection:  The selection process shall maximize reliability, objectivity, and validity through a 

practical and job-related assessment of applicant’s attributes necessary for successful job perfor-

mance and career potential. The selection process shall also be balanced to provide promotional 

opportunities as well as open competitive opportunities at various levels of County employment. 
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 Selection devices: The Administrative Coordinator and/or his/her designee shall be 

responsible for determining methods to be used to screen applicants for job vacancies. In 

developing the selection devices, the Administrative Coordinator and/or his/her designee 

shall confer with Department Heads, consultants and others familiar with the knowledge, 

skills and abilities required, and devices to best measure these factors.  Such methods or 

devices may include but need not be limited to the following: 

1. Review of education, training and experience as shown on the application or other 

supplemental materials. 

2. Practical written or oral tests, work samples or performance tests, if job-related. 

3. Physical tests of strength, stamina or dexterity and pre-employment health 

examination, when job-related. 

4. Background and reference inquiries. 

5. Psychological exams. 

 Reasonable accommodations will enable the hiring of disabled individuals. 

 Confidentiality:  Formal selection materials shall be known only to the Administrative 

Coordinator and to other individuals designated by the Administrative Coordinator. Every 

precaution shall be exercised by all persons participating in the development and main-

tenance of materials to insure the highest level of integrity and confidentiality. 

 Notification of candidates: Each person competing in the selection process shall be given 

written notice of whether he/she was selected for the position by either the Department of 

Administration or by the respective Department. 

 Under recently adopted legislation, the names of applicants for a position may be disclosed 

under the Freedom of Information Act and/or Public Records provisions. 

 

Reference Checks: To ensure that individuals who join Shawano County are well qualified and 

have a strong potential to be productive and successful, the County will check the references of 

any applicant. 

 

The Department of Administration will respond to all reference check inquiries from other 

employers. Responses to such inquiries will confirm only dates of employment, wage rates, and 

position(s) held unless the appropriate “Authorization And Release” (please see Appendix C) is 

signed and filed with the Department of Administration (this form will be offered as part of the 

Exit Interview process). 

 

All employees should be cognizant of the possibility of being sued because defamatory state-

ments made to employees or a prospective employer concerning work performance or the reasons 

for a discipline or discharge of an employee.  1995 Wisconsin Act 441 is in effect  to provide 

immunity from civil liability for an employer who in good faith, provides a reference. 

 

RECYCLING 
 

It is the policy of the Shawano County Board of Supervisors to eliminate waste wherever possible 

in the County’s operations without jeopardizing the level of needed services. Therefore, the 

Shawano County Board of Supervisors has implemented an office-recycling program. 

 

Each office shall have a container for mixed waste paper. Office personnel shall place all waste 

paper, except food-contaminated waste and tissue paper, in these containers at the end of the day. 

All waste soda cans, bottles, and jars (plastic or glass) shall be deposited in the recycling con-

tainers in the break room or designated area. It is the responsibility of each County employee to 

practice waste reduction while on the job. The purchase of products made of post consumer 
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recycling content by government agencies not only makes good environmental sense, but also 

good economic sense. The purchase of goods by governmental agencies that will reduce waste 

and are made of recyclable materials is part of Wis. Stats. 66.299(3). 

 

RESIGNATION 
 

Resignation is a voluntary act initiated by the employee to terminate employment with the 

employer. Although advance notice is not required, the employer requests at least two (2) weeks 

written notice of resignation from non-exempt employees and four (4) weeks notice from exempt 

employees. 

 

Prior to an employee’s departure, the Department of Administration will discuss the effect of the 

resignation of an employee’s benefits and the effect on the department. Resignations shall be 

viewed as evidence of the person’s intent to resign as long as it is a voluntary statement. Resig-

nations that are reached as part of a discharge agreement shall be binding. Resignations are valid 

upon the acceptance by the appropriate supervisor.   Exit interviews will be held pursuant to Exit 

Interview Policy.  Please see page 23 for detailed information. 

 

Retractions of resignations by individual employees shall be considered on a case-by-case basis. 

The individual’s past work performance, relevant labor contract language, determination of 

whether the resignation was voluntary, potential for resignation recurrence in the future, mental 

health and relevant job opening, posting and hiring procedures should be taken into considera-

tion. Decisions to rehire or retract a resignation shall be subject to review by the appropriate 

home committee chairperson. The County may also elect to pay the employee compensation due 

during the notice period without requiring the employee to report to work if this is agreed upon as 

part of a severance agreement. 

 

Return of County Equipment: 

Employees leaving County employment must return County identification cards, keys, tools, 

equipment on or before their last day of work.  A sum equal to the value of the unreturned 

equipment shall be held out of the final payment to employee until such time equipment is 

returned. 

 

RETURN OF COUNTY PROPERTY 
 

Employees are responsible for all property (i.e. cell phones, laptop computers, name plates/tags, 

keys, software, briefcases, calculators, pagers, tools, books, etc.) materials or written information 

issued to them or in their possession or control. Employees on or before their last day of work 

must return all property. Where permitted by applicable laws, the County may withhold from the 

employee’s check or final paycheck, the cost of any item(s) that are not returned when required. 

The County may also take all action deemed appropriate to recover or protect its property. 

 

In addition, if an employee changes offices or building site, keys must be turned in or exchanged. 

 

SAFETY 
 

Establishment and maintenance of a safe work environment is the shared responsibility of 

Shawano County and employees from all levels of the organization. The County will take all 

reasonable steps to assure a safe environment and compliance with federal, state, and local safety 

regulations. 
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Employees are expected to obey safety rules and to exercise caution in all their work activities. 

They are asked to immediately report any unsafe conditions to their supervisor. Not only 

supervisors, but employees at all levels of the organization are expected to correct or report 

unsafe conditions as promptly as possible. 

 

When work is required to be performed by an employee in the attic area (third floor) that will last 

in excess of twenty minutes, a second employee must be assigned to that area also.  If this is not 

possible, a two-way wireless communication device should be utilized by that individual.  

 

All accidents, (on County property or while conducting business for the County) that result in 

injury MUST BE reported to the appropriate supervisor AND to the Department of Administra-

tion within twenty-four (24) hours, regardless of how insignificant the injury may appear. Such 

reports are necessary to comply with laws and initiate insurance and workers’ compensation 

procedures. 

 

To assist in the effort to provide a safe work environment for employees, customers, and visitors, 

the County has appointed the Administrative Committee to handle insurance/risk management 

matters and to help communicate and execute an effective safety program. 

 

SECTION 125 PROGRAM 
 

Section 125 is a section of the Internal Revenue Code that allows Shawano County to offer an 

additional benefit to employees. This benefit allows certain expenses to be deducted from the 

employee’s paycheck before taxes. These expenses include but are not limited to employee’s 

portion of the group insurance premium, deductible and co-insurance amounts, and some pro-

cedures not covered by insurance like vision care, dental, routine physicals, etc. Child-care and 

caregiver services for eligible dependents may be included as eligible expenses. 

 

Employees should consult with the Finance Department for more information concerning the 

Section 125 program. Funds deferred through payroll deduction in the Section 125 Plan will 

impact on calculation of Social Security wages reported. 

 

SECURITY INSPECTIONS 
 

The County wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, 

explosives, or other improper materials. To this end, the County prohibits the control, possession, 

transfer, sale or use of such materials on its premises. The County requires the cooperation of all 

employees in administering this policy. 

 

Desks, lockers, and other storage devices may be provided for the convenience of employees but 

remain the sole property of the County. Accordingly, they, as well as any articles found within 

them, can be inspected by any agent or representative of the County at any time, either with or 

without permission. 

 

SEXUAL HARASSMENT 
 

Federal and state law prohibits employment discrimination on the basis race, color, religion or 

political beliefs, creed, sex, age, disability, national origin or sexual preference. Among these 

prohibitions is the harassment of fellow employees. Shawano County is committed to maintaining 

a place of employment and a work environment that is free from discrimination and any form of 

harassment whatsoever. 
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Harassment is unlawful and is conduct that exposes both Shawano County and individuals 

engaging in harassment to significant liability under the law. Employees at all times should treat 

other employees respectfully, with dignity and in a manner so as not to offend the sensibilities of 

a co-worker. Accordingly, Shawano County is committed to vigorously enforcing this 

Harassment, Discrimination and Retaliation Policy at all levels within the County. 

 

No employee should be subjected to behavior that is personally offensive, which lowers morale 

or interferes with productivity in the workplace. Each employee has a duty to help maintain a 

workplace free of harassment. This duty involves refraining from any insulting, degrading, 

demeaning or exploitative behavior toward other employees, including sexual harassment. 

 

Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, or other 

verbal or physical acts of a sexual nature where (1) submission to such conduct is made either 

explicitly or implicitly a term or a condition of an individual’s employment; (2) an employment 

decision is based on an individual’s acceptance or rejection of such conduct; or (3) such conduct 

interferes with an individual’s work performance or creates an intimidating, hostile or offensive 

working environment. 

 

It is also unlawful to retaliate or take reprisal in any way against anyone who has articulated any 

concern about any form of harassment or discrimination against the individual raising the concern 

or against another individual. 

 

Examples of conduct that would be considered harassment or regarded as retaliation are set forth 

in the Statement of Prohibited Conduct below. These examples are provided to illustrate the kind 

of conduct prohibited by this Policy, but this list is not exhaustive. 

 

Shawano County has an affirmative duty to investigate and eradicate all forms of harassment, 

discrimination and complaints about conduct in violation of this Policy.  All employees should be 

advised that Shawano County will impose strict penalties for all confirmed violations of this 

Policy up to and including termination. 

 

Statement of Prohibited Conduct 

 

Shawano County considers the following conduct to represent the kind of acts that violate this 

Harassment Policy: 

 

A. Physical Contact of a Degrading, Demeaning or Sexual Nature. This includes: 

 

1. Any punching, hitting, slapping, rape, battery, molestation or attempts to commit any such 

assaults; and 

 

2. Intentional physical conduct that is offensive or sexual in nature, such as touching, 

pinching, patting, grabbing, brushing against another employee’s body, or poking another 

employee’s body. 

 

B. Unwanted Sexual Advances, Propositions, or Other Sexual Comments. This includes: 

 

1. Sexually oriented gestures, noises, remarks, jokes, or comments about a person s sexuality 

or sexual experience directed at or made in the presence of any employee who indicates or 

has indicated in any way that such conduct in his or her presence is unwelcome; 
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2. Preferential treatment or promises of preferential treatment to any employee for 

submitting to sexual conduct, including soliciting or attempting to solicit any employee to 

engage in sexual activity for compensation or reward; and 

 

3. Subjecting or making threats of subjecting an employee to unwelcome sexual attention or 

conduct, or intentionally making performance of the employee’s job more difficult 

because of that employee’s sex. 

 

C. Sexual, Discriminatory or Otherwise Offensive Displays or Publications Anywhere in 

Workplace by Employees. This includes: 

 

1. Displaying pictures, posters, calendars, graffiti, objects, promotional materials, reading 

materials, or other materials that are offensive to other employees, sexually suggestive, 

demeaning, or pornographic, or bringing into the work environment or possessing any 

such material to read, display, or view at work. 

 

Materials will be presumed to be offensive to other employees if such materials depict 

persons, symbols, situations, objects, caricatures, language or any other thing known to be 

generally offensive to certain classes of persons or known to be offensive to a particular 

employee. 

 

Materials will be presumed to be sexually suggestive if such materials depict through 

words, symbols, situations or in any other way a person of either sex who is not fully 

clothed or in clothes that are not suited to or ordinarily accepted for the accomplishment 

of routine work in and around the County and who is posed for the obvious purpose of 

displaying or drawing attention to the private portions of his or her body. 

 

2. Reading or otherwise publicizing in the workplace or during work-related activities 

materials that are in any way offensive to other employees, sexually suggestive, 

demeaning or pornographic; and 

 

3. Displaying signs or other materials purporting to segregate an employee by sex, race, 

creed, color, age, disability or sexual preference in any area of the workplace. 

 

D. Retaliation for Harassment Complaints. This includes: 

 

1. Disciplining, changing work assignments of, providing inaccurate work information to, or 

refusing to cooperate or discuss work related matters with any employee because that 

employee has complained about or resisted harassment, discrimination, or retaliation; and 

 

2. Intentionally pressuring, falsely denying, lying about or otherwise covering up or 

attempting to cover up conduct, such as that described in any item above. 

 

E. Other Acts. 

 

 1. The above lists do not contain all acts prohibited under this Policy. 

 

 2. Any language or gesture depicting hostility toward any employee because of that 

employee’s race, color, creed, sex, age, disability or sexual preference. 

 



 52 

Schedule of Penalties for Misconduct 

 

Harassment is unlawful and hurts other employees. Every incident of harassment creates a 

negative work environment in which all employees suffer the consequences. 

 

Harassment and sexually based conduct has no legitimate business purpose; accordingly, any 

employee who engages in such conduct should be and will be made to bear the full responsibility 

for such unlawful conduct. 

 

The following schedule of penalties applies to all violations of Shawano County’s Harassment 

Policy.  Where progressive discipline is provided for, each instance of conduct violating the 

Policy moves the offending employee through the steps of disciplinary action. In other words, it 

is not necessary for an employee to repeat the same precise conduct in order for more severe 

discipline to be imposed. 

 

A written record of each action taken pursuant to the Policy will be placed in the offending 

employee’s personnel file. The record will reflect the conduct (or alleged conduct) and the 

discipline imposed. 

 

A. Assault 

Any employee’s first proven offense of assault or threat of assault, including assault of a sexual 

nature, will result in dismissal. 

 

B. Other Acts of Harassment by Co-Workers 

Acts of harassment, other than assault, will result in non-disciplinary oral counseling for an 

alleged first offense. A written warning, suspension, or discharge will be imposed for the first 

proven offense, depending upon the nature or severity of the misconduct. Suspension or discharge 

will be imposed for the second proven offense, depending on the nature or severity of the 

misconduct. 

 

C. Retaliation 

Alleged retaliation against a harassment complainant will result in non-disciplinary oral 

counseling. Any form of proven retaliation will result in suspension or discharge upon the first 

proven offense, depending upon the nature and severity of the retaliatory acts, and discharge upon 

the second proven offense. 

 

D. Supervisors 

Any supervisor who commits any act of harassment (other than assault) with respect to any other 

employee under that person’s supervision will result in non-disciplinary oral counseling upon 

alleged first offense, suspension or dismissal for the first proven offense, depending upon the 

nature and severity of the misconduct, and discharge for any subsequent offense. 

 

Procedures for Making, Investigating, and Resolving Harassment and Discrimination Complaints 

 

A. Complaints 

Shawano County will provide its employees with a convenient, confidential mechanism for 

reporting incidents of sexual harassment and retaliation. Accordingly, Shawano County 

designates the Administrative Coordinator to investigate harassment and discrimination 

complaints. The names and responsibilities of each investigator will be routinely and 

continuously posted so that any employee seeking such names can do so with and reliable 

anonymity and remain inconspicuous to other employees with which he or she works. 
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Management investigators may appoint “designees” to assist them in handling harassment 

complaints. The purpose of having several persons to whom complaints may be made is to avoid 

situations where employees are faced with complaining to a person, or a close associate of a 

person, who might be the subject of a complaint. 

 

Complaints of harassment or retaliation that are in violation of this Harassment, Discrimination 

and Retaliation Policy will be accepted in writing or orally. All complaints, including anonymous 

complaints, will be taken seriously and investigated thoroughly. Anyone who has observed sexual 

harassment or retaliation should report it to designated personnel immediately. A complainant 

need not be the person who was the target of harassment or retaliation. All employees have an 

affirmative duty to report any harassment, discrimination or retaliation that they know of. 

 

The identity of complainants will be revealed only to those persons who have an immediate need 

to know. All persons contacted in the course of an investigation will be advised that the parties 

involved in a charge are entitled to confidentiality and respect and that any breach of such 

confidentiality and respect or other act of retaliation or reprisal against the complainant or other 

individuals involved with the complaint is a separate, actionable violation of this Policy. Such 

violations will be dealt with in accordance with the Schedule of Penalties above and will be 

administered consistent with federal and state laws. 

 

B. Investigations 

Each management employee who is responsible for investigating claims of harassment or 

discrimination under this policy will receive training regarding harassment and the appropriate 

method to administer the procedures outlined herein. Such employees will have the responsibility 

for investigating complaints or having a properly trained designated investigator do so. 

 

A trained employee or his/her designee will investigate all complaints expeditiously.  The 

investigator will produce a written report, which, together with the investigation file, will be 

shown to the complainant within a reasonable time upon request.  The investigator is empowered 

to recommend remedial measures based upon the results of the investigation, and Shawano 

County will promptly consider and act upon any such recommendation. Shawano County will 

maintain a file on all harassment charges and the particulars of the investigation.  Such files will 

be available to investigators, to federal, state, and local agencies charged with equal employment 

or affirmative action enforcement, to other complainants who have filed a formal charge of 

discrimination against Shawano County, or any agent thereof, whether that formal charge is filed 

at a federal, state, or local level. The names of complainants, however, will be deleted, unless 

compelled by law to be disclosed. 

 

C. Cooperation 

An effective sexual harassment policy requires the support and example of Shawano County 

personnel in positions of authority.  Shawano County agents or employees who engage in sexual 

harassment or retaliation or who fail to cooperate with Shawano County-sponsored investigations 

of harassment or retaliation may be severely sanctioned by suspension or dismissal. By the same 

token, officials who refuse to implement remedial measures, obstruct the remedial efforts of other 

Shawano County employees, and/or retaliate against sexual harassment complainants or 

witnesses may be immediately discharged. 

 

Any questions regarding this policy should be directed to the Department of Administration. 
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SICK LEAVE 
 

For non-represented employees and applicable bargaining units, please see PTO policy-page 35. 

 

Represented employees: 

Please see appropriate respective contract. 

 

Employees may not donate sick or PTO days to a third party. 

 

Compensation for Elected Officials Unused Sick Time 

Elected Officials who began their employment with Shawano County as a County employee are 

authorized to collect the appropriate payout of 50% of their unused sick time or 75% of their PTO 

Extended Leave that they earned as a County employee at the time of their initial election, pro-

vided that they meet all of the following conditions: 

 

1. There is no gap in their employment with the County between being an employee and 

being an elected official; 

2. The wage rate used to calculate this benefit would be the person’s last wage rate prior to 

becoming an elected official; 

3. The person applying for payment did not complete their service as an elected official 

prior to the adoption of this policy; i.e., this policy would not apply to persons who had 

been an elected official but are no longer serving in that capacity. 

 

SMOKING POLICY 
 

Shawano County has established a “No Smoking Policy” on all County grounds and in all County 

buildings and vehicles owned, leased or rented or in like manner, under the control of Shawano 

County, and including employee vehicles when used for Shawano County work purposes 

involving the transporting of other County employees, clients, inmates and/or members of the 

public in the course of such County work purposes.  The purpose of these Ordinances are to 

promote the health and safety of persons in Shawano County buildings, grounds and vehicles 

except as provided below.  Where freedom to smoke in designated areas is a requirement of 

Federal law or regulation, or State Statute or rule, smoking shall be permitted in accord with law, 

regulation, statute or rule.  Smoking is permitted in or on the County Park properties and County 

Fairgrounds, unless otherwise agreed to by the Lessee, Shawano County Planning & 

Development & Zoning Committee and Fair Board. 

 

Smoking means possessing or carrying a lighted cigar, cigarette, pipe, or other lighted smoking 

equipment. 

 

Although the County has established this “No Smoking Policy”, the County does not discriminate 

based upon off premises use of tobacco products. 

 

SOLICITATION  

 

In an effort to assure a productive and harmonious work environment, persons not employed by 

the County may not solicit or distribute literature or goods in the workplace at any time for any 

purpose, by any means of communication. 

 

The County recognizes that employees may have interests in events and organizations outside the 

workplace. However, employees may not solicit or distribute literature concerning these activities 
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during working time. (Working time does not include lunch periods, work breaks, or any other 

periods in which employees are not on duty.) 

 

Examples of forms of solicitation, which are not to be allowed, include: 

 

 The collection of money, goods or gifts for community groups, religious groups, political 

groups or charitable groups. 

 The sale of goods, services, or subscriptions outside the scope of official organization 

business. 

 The circulation of petitions. 

 The distribution of literature not approved by the County. 

 The solicitation of memberships, fees, or dues. 

 Solicitation by telephone, facsimile or e-mail. 

 

Posting of Material Within the County Buildings: 
In addition, the posting of written solicitations on company bulletin boards is restricted. These 

bulletin boards display important information and employees should consult them frequently for: 

 

 Affirmative Action Statement 

 Americans With Disabilities Act 

 Employee announcements 

 Family Leave Law 

 Internal memoranda 

 Job openings 

 Organizational announcements 

 Workers Compensation Insurance information 

 

If an employee has a message of interest to the workplace, he/she may submit it to the Depart-

ment of Administration for approval. All approved messages will be posted by the Department of 

Administration. 

 

Violators of the County solicitation policy as it relates to unsolicited messages via facsimile 

machine may be subject to the penalties found in §134.72, Wis. Stats. 

 

TARDINESS AND ABSENTEEISM 
 

Employees are expected to arrive at work on time. Emergency conditions may warrant occasional 

tardiness. In these circumstances, an employee who anticipates being tardy due to the emergency 

conditions should call in to report the tardiness as soon as possible. 

 

Two (2) or more tardiness incidents occurring within a thirty (30) day period will be considered 

excessive and will generally result in disciplinary action. Habitual, repetitious or patterns of 

tardiness may also result in disciplinary action up to and including discharge. 

 

TECHNOLOGY USE POLICY  

 

This Policy provides you, the employee, with information concerning ethics, conduct, behaviors 

and standards relative to technology.   It is to insure a professional business atmosphere while 

safeguarding a standard technical environment. Thus, all departments can cost effectively 

maintain what they have in place while moving ahead with technology in a uniform way. 
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This policy serves as your understanding and agreement with the provisions described below: 

 

 Every computer user needs to read, understand, agree and adhere to the standards set forth in 

this policy before being granted computer access. Technology Services (TS) requires a two-

week notice of any new computer users. You must use the Shawano County Computer 

Access Request form which can be obtained from TS. TS will perform initial orientation 

training through our Help Desk operations. For security reasons, employee exits have to be 

reported to TS immediately. 

 

 Computers are provided for you to perform work vital to your department. These computers 

are not intended for your recreation or personal use, nor are they to be abused.  Technology 

(e-mail, Internet, network, etc…) shall not be used for harassment, discriminatory remarks, 

antisocial behavior, viewing-storing or distributing obscene or pornographic materials, for the 

support of political candidates, or any other use not consistent with public operations. 

 

 Your password is your responsibility, and you are accountable for the harm caused by others.   

Guard it like your charge card. Do not give it away or hide it near your work center.  

Passwords are required to be changed about every 180 days.  The computer will inform you 

when required. 

 

 Hardware and software installation and repair are the responsibility of Technology Services. 

Do not open the cover of your PC, install hardware or software.  An electrostatic spark could 

destroy the internal components, software might contain a virus that would destroy data or 

conflict and render your computer useless, additionally, hardware may not be compatible 

with established standards and conflict with the existing environment causing unpredictable 

results. You will be held accountable. 

 

 Do not allow non-departmental individuals access to your computer (If in doubt, Contact 

Technology Services). 

 

 Never leave your PC logged in and unattended.   Anyone could use your password authority 

to do harm. 

 

 Do not explore and/or change your PC Windows Operating System. (i.e. screen savers, 

games, wallpaper, color schemes, desktop fonts, etc…)  If you need the operating system 

modified please contact the Help Desk.  Any unapproved changes made by users will be 

considered a billable incident. 

 

 Strict standards are in place for hardware and software.   Contact T.S. for information 

regarding hardware, software, or working with computer technology vendors and consultants.  

County Board Resolution 88-95 states that, all contracts for service or purchases of computer 

software or hardware (to include all peripherals, i.e. anything that plugs into your computer) 

and programming by consultants shall be coordinated through the TS Director and require 

his/her prior written concurrence.  T.S. Department will not support any unauthorized 

hardware, software, or contracts in violation of the aforementioned County Board Resolution 

88-95.  

 

 All service requests are to be sent to the Technology Services Department using Help Desk 

Operations. Anyone can call the Help Desk to ask questions or report problems.  Project 
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requests can also be reported using the Help Desk.  Additionally, you may be required to 

complete an Technology Services Request Form if the work is of a project nature. The T.S. 

Dept makes the determination.  Service examples are: networking connections; Internet 

Access; programming; computer and printer installation and repairs;  Geographic Information 

Systems;  new employee profiles, etc. 

 

 Users are prohibited from installing and/or downloading software from any source.  If 

additional software is required for your job, please contact T.S. 

 

 Before you call the Help Desk to report a problem, be sure to first check the following:  If 

it is an equipment problem you must inspect all cables attached to the PC, making sure they 

are secure.  

 

 Any type of network connections must be approved by Technology Services. This includes 

all dialup lines, optic fiber, dedicated lines or any medium used to attach to the existing 

network. 

 

 Do not eat or drink around your computer, printers, scanners, etc...  Keep the display, 

keyboard and other equipment clean, it is your responsibility.  Any damage done to 

equipment will be charged to the department. 

 

 A virus will cause damage to Information Assets such as computer hardware, software, and 

data(information).  All county computer equipment has anti-virus software installed on it.  

DO NOT DISABLE THIS SOFTWARE FOR ANY REASON.  Contact T.S. if you have any 

questions regarding viruses and/or anti-virus procedures. 

 

 Any data created on your computer is considered work done for hire and as such is the 

property of the County.  You may feel that some of your work on the computer (PC’s and/or 

File Servers) is yours, and that you have the right to do what you want with it.  However, any 

reports, programs, spreadsheets, documents, etc. created while employed is the property of 

the county and thereby subject to the law described in this policy. Any personal or non-work 

related data should not be stored on the PC or County Network. T.S. reserves the right to 

remove non-work related data. 

 

 When an employee resigns or is terminated, the Department Head will contact the 

Technology Services Department in advance or as soon as possible so that proper security 

measures can be taken.  In addition, a Computer Access form must be sent to T.S. from the 

Department Head to document the removal of the employee. .  T.S. is not responsible for 

any data that is lost when accounts are deleted.  Please contact T.S. to make arrangements 

for backing up any necessary data prior to this request. 

 

 The protection of confidential information is vital to the interests and the success of the 

organization. Such confidential information includes but is not limited to the following 

examples: 

- Labor relation’s strategies 

- Privileged legal advice, documents, knowledge or strategies 

- Confidential law enforcement investigative information 

- Confidential Social Service, Health, and AODA or mental health information 

- Information, which would assist an outside firm or person in either bidding or purchasing    

activity 
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- Any employee who discloses confidential information will be subject to disciplinary 

action, up to and including possible discharge and legal action, even if he or she does not 

actually benefit from the disclosed information. 

 

 Do not make copies of copyrighted software. If you violate copyright laws you will be held 

personally accountable. Normal fines sought by the Software Publishers Assoc & Business 

Software Alliance are around $50,000 per occurrence. Copying a set for backup is allowed. 

Call the T.S. Dept for clarification. 

 

 Technology Services is continuously looking for additional means to secure and upgrade the 

computing environment.  This document is not all-inclusive and may be amended as needed. 

Any amendments to this document will be sent to all Department Heads. They will be 

responsible for notifying their employees of these amendments. 

 

 Unless otherwise required by law, only those employees and officials with a verified need to 

know information shall be granted access to information on an employee’s computer. 

 

Electronic Mail 

Employees have no expectation of privacy related to electronic mail sent or received on the 

County system or on a County computer.  All such mail is subject to search by the County and 

may be subject to disclosure pursuant to Wisconsin’s Public Records Law.  Shawano County 

provides electronic mail (e-mail) access to anyone who has a Personal Computer attached to the 

network.  E-mail can be used to communicate with anyone who is also connected to the network 

as well as to anyone in the world via the Internet.  This access belongs to Shawano County and is 

intended to be used for business purposes only. The use of e-mail must be consistent with the 

mission of the department and its role in county government.  All employees are expected to 

respect the integrity of e-mail and to know and adhere to privacy.  While some authorized limited 

personal use of e-mail is permitted, any violation of this policy may result in disciplinary action 

up to and including termination. 

 

Electronic Mail Attachments 
All email attachments should be scanned for viruses. Any attachments that are in compressed 

(.zip, .rar) or executable (.exe, .vbs, .bat) should not be opened. If you think you need these files, 

forward them to the Help Desk and T.S. will determine if they can be opened without damaging 

the PC/Network. Otherwise, delete the email with the attachment and empty the trash bin. If it is 

known that an aforementioned file is opened and causes damage it will be considered a billable 

incident 

. 

Web Browsing 
Shawano County provides access to the World Wide Web in order to access information provided 

by different companies and individuals.  It is an effective research tool that can assist anyone 

obtaining information and services via a common interface.  As with e-mail, the use of web 

browsing is intended to be used for business purposes only and must be consistent with the 

mission of the user’s department and its role in county government.  Technology Services 

reserves the right to limit or deny access to web browsing to any employee for good cause.  Each 

employee should understand that he or she is responsible for his or her conduct on the Internet.  

Inappropriate use of access to the Internet by an employee of the department that violates this 

policy may result in disciplinary action up to and including termination. 
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Other Internet Services 
Access to other services on the Internet such as FTP or newsgroups, will be determined between 

Technology Services and the department making the request.  This will be considered “non-

standard” access and as such will be charged accordingly.  In addition, these areas of the Internet 

are not as secure as e-mail and web browsing.  It will be more closely guarded to ensure the 

integrity of Shawano County networks.   

 

Authorized uses of Electronic Communications 

 Sending e-mail to individuals 

 Reading and deleting personal e-mails received 

 Accessing free information on the Internet as it relates to your department’s operations. 

 

Unauthorized and inappropriate uses of Electronic Communications including but not 

limited to:  

 Downloading and/or installation of any software or executables. (Examples include games, 

exchanging pirated software, or copying software to or from any department computer, 

Second Life, Napster, ICQ, etc.) 

 Accessing, uploading, downloading, storing, printing, or disseminating obscene, defamatory, 

derogatory, or inappropriate messages, correspondence, or information including harassing, 

threatening, intimidating or sexually explicit material. 

 Unusually large or frequent downloads from the Internet. 

 Publishing personal web pages.  Web pages must not be used for anything other that county-

sanctioned communications. 

 Sending electronic chain letters. 

 Chat Rooms 

 Instant messaging and social networking sites are a popular means of communications but 

pose a significant security risk to the county network. Therefore use of these web based 

services is prohibited. If a department has a justifiable business need to access these types of 

sites, authorization for usage will be handled on a case-by-case basis.  

Please be aware- the following LAW exists for computer crimes: 

Wisconsin Statute 943.70 states that whoever willfully, knowingly, and with authorization does 

any of the following, may be guilty of a Class A Misdemeanor up to a Class C Felony: 

 Modifies, destroys, accesses, takes possession of, or copies data, computer programs, or 

supporting documentation. 

 Discloses restricted access codes or other restricted access information to unauthorized 

persons. 

 Modifies, destroys, uses, takes or damages a computer, computer system, computer network 

or equipment or supplies used or intended to be used in a computer, computer system or 

computer network. 

 

Phone, Copy and FAX Machines 

The use of the employer-paid postage meter machine, FAX machines, and copy machines for 

personal correspondence is not permitted. 

 



 60 

County telephones (including cell phones [please see detailed cell phone use language below]) 

are intended for County business. This does not mean that employees are forbidden to use them. 

Good business sense, though, makes it clear that many personal calls might cause loss of valuable 

work time. Personal long-distance calls are permitted but only when a long-distance calling card 

is used.  All personal calls should be made at designated break or meal times.  Additionally, the 

County Watts line is not permitted for personal use (incoming or outgoing). 

 

Cell Phone Policy 
Criteria for requesting a cellular phone: 

Departments may request that an employee be assigned a County cellular phone for use in the 

performance of their duties and responsibilities.  Departments may also request the assignment of 

a cellular phone to be used as a shared or pool phone.  This cellular phone may be approved when 

one or more of the following conditions are met: 

a. Emergency Situation/Safety and Security Considerations. Where it is necessary to provide 

for, maintain, or enhance the personal safety of a Shawano County employee in the 

performance of their duties and responsibilities, or to maintain public safety within the 

community. 

b. Essential Communication. Where it is essential that an employee have the ability to 

communicate quickly with department personnel, other departments, or outside individuals or 

organizations on a regular basis, in order to receive direction, provide instruction, or obtain 

necessary and essential information to perform their job functions. 

c. Remote Work Locations. Where an employee’s work assignment places them in a situation 

where communications cannot effectively take place other than through the use of a cellular 

phone. 

d. Frequent Field Work/Travel. Where it is more cost effective for the employee to have the 

ability to communicate through the use of a cellular phone, such as when an employee is 

frequently in the field or is traveling to various work assignments and they are required to 

have regular contact with other individuals. 

e. On-call. Where employees are working in an on-call capacity and must be able to be reached 

and are required to return a call addressing a request for service anytime while on-call.  

Departments should consider use of a pager for on-call employees unless there is a need to 

return the call immediately, or the use of a cellular phone is more cost-effective. 

f. Cost Effectiveness.  Where the installation of a regular phone would result in a higher 

expense and cost through the installation and monthly fees than having the ability to 

communicate through the use of a cellular phone. 

 

Ownership options and payment: 

a. Personal Phone. If an individual uses the cellular phone primarily for personal calls but 

makes some business calls, then the individual must purchase their own cellular phone.  In 

this case, the County will reimburse the employee at the rate of 10-cents per minute, or the 

percentage of the minutes that relate to business minutes times the actual monthly bill, which-

ever is less.  Actual per-minute charges will be reimbursed  if long distance or roaming 

charges are incurred provided appropriate documentation is submitted. 

b. County Cellular Phone. A county cellular phone is an option for the individual–or may be 

directed by the department head-only if the cellular phone is to be used nearly exclusively for 

County business.  This means very few personal calls.  In this case the County will pay the 

entire cellular phone bill, including the monthly flat fee.  The individual shall reimburse the 

County for any personal calls plus sales tax.  The department should use good business 

judgment in requesting county owned cellular phones for employees. 

c. Shared County Phone.  Departments can obtain a county cellular phone and have it shared 

among employees.  This would be the most economical option as there would only be one 
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monthly flat fee phone service charge.  Again, this should be used exclusively for County 

business with very few personal calls.  The County would pay the entire bill and the indi-

viduals using the cellular phone would be responsible for any personal calls plus sales tax. 

 

TIME CARDS (TIMEKEEPING) 
 

Accurately recording time worked is the responsibility of every employee.  Federal and state laws 

require the County to keep an accurate record of time worked in order to calculate employee pay 

and benefits. Time worked is all the time actually spent on the job performing assigned duties. 

 

Hourly employees should accurately record the time they begin and end their work, as well as the 

beginning and ending time of each meal period. They should also record the beginning and 

ending time of any split shift or departure from work for personal reasons. Overtime work, except 

in exceptional circumstances, must always be approved before it is performed and paid at the 

appropriate legal rate. 

 

Tampering, altering, or falsifying time cards or recording time on another employee’s time card  

may result in disciplinary action, up to and including discharge. 

 

Hourly employees should report to work no more than seven (7) minutes prior to their scheduled 

starting time and stay no more than seven (7) minutes after their scheduled stop time without 

express, prior authorization from their supervisor. 

 

It is the employee’s responsibility to complete and sign his/her own time card to certify the 

accuracy of all time recorded. The supervisor will review and then sign the time card before 

submitting it for payroll processing. In addition, if corrections or modifications are made to the 

time card, both the employee and the supervisor must verify the accuracy of the changes by 

initialing the time card. 

 

TRAVEL AND MEAL EXPENSE REIMBURSEMENT 

 

The purpose of this policy is to establish uniform standards covering all County employees 

regarding travel, and meal expense reimbursement.  

 

Department Heads are authorized to approve travel/training requests.  Department Heads are 

vested with managing their respective department as well as managing their budget.   This 

includes using sound judgment when approving travel/training requests to insure that the 

travel/training is appropriate and will not only benefit the employee but will also help to enhance 

the services the County provides.  Abuse of the travel/training approval will be grounds for 

discipline.  Department Heads will provide a monthly training/travel report to their respective 

home committee. 

 

Requests that exceed a department’s budget will need prior home committee and Finance 

Committee approval.  Out of state and foreign travel however, will need home committee 

approval. Reimbursement requests must be made within forty-five (45) days after the event.  

Please see detailed policy below. 

 

Automobile Expense: 
The County shall reimburse allowable mileage expense at the current rate per mile as set the by 

County Board (IRS rate) for all miles traveled while on County business. Eligible mileage 

expenses shall be for the most direct route possible. Employees will not be reimbursed for miles 
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traveled between their residence and their normal work location.  Employees may be reimbursed 

for mileage expense, for business activity conducted within the city limits of Shawano.  

 

 

Lodging Expense: 
Overnight lodging expenses during a conference, seminar, etc. at single room rates where 

possible, are allowable if mileage costs exceed lodging expense(s). Hotels/motels that honor 

government rates should be utilized whenever possible. When possible, double (same gender) 

occupancy should be utilized when more than one individual is requesting overnight 

accommodations. Receipts are required when requesting lodging reimbursement. Only direct 

lodging costs are eligible for reimbursement (for example, no in-room movies, personal phone 

calls, etc. will be reimbursed). 

 

Lodging can be prepaid by the employees, by County check or by use of a County purchase 

order.  (See Travel Advance procedures below). 

 

Meal Expense: 
While on County business, employees may be reimbursed for meals on a daily per diem basis, at 

a rate of $40.00 per day.  The daily rate, excluding tip, will not be reimbursed without appropriate 

receipt(s). Meals will not be reimbursed for in-county meetings or seminars. 

 

Registration Fee: 
Registration fees can be prepaid by the employees, by a County check or use of a County 

purchase order.  

 

Miscellaneous Expense: 
Alcoholic beverages are not eligible for reimbursement. Incidental expenses such as parking and 

toll fees, County business-related telephone charges, automobile rental are reimbursable. Receipts 

are to be provided.  In instances where a receipt cannot be obtained, a written explanation must be 

provided. 

 

Travel Advance System: 
County officials, employees, or volunteer drivers for the Office on Aging shall be entitled to 

receive certain travel advances with prior approval of their department head.  Board members 

shall be entitled to receive certain travel advances with prior approval of respective home 

committee.  Employees requesting a County check advance payable directly to a vendor for 

lodging, conference/training registration fees or airline tickets shall obtain department head 

approval and complete Shawano County Conference/Training Request Form-Request for 

Advance Payment to Vendor in which they agree to submit an expense report within ten (10) days 

after completion of the training session, and agree to have the amount advanced deducted from a 

future payroll in the event they are unable to attend. Department head approval shall only occur 

provided sufficient funds are available within the approved departmental budget. 

 

Registration for Wisconsin County Association sponsored seminars shall be pre-paid by the 

County Clerk’s office whenever possible to take advantage of group discounts. 

 

Out of State and Foreign Travel (Work-Related): 

Employees may be presented with an opportunity for travel out-of-state or the continental United 

States. Non-specific budget functions including travel of this nature requires “home committee” 

approval prior to making attendance arrangements. Meal and lodging reimbursements when 

traveling outside Wisconsin on County business may not be sufficient under the existing 
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reimbursement of expense provisions. In that event, daily meal/ lodging allowances will be 

reimbursed at the amounts listed on receipts. Any meal/lodging expense reimbursement requests 

must be reasonable. Higher rates are permitted when lodging is at the location of the seminar. 

 

Travel out-of-state or country required by State law or administrative rule will be completed 

with approval of the department head and notification of the appropriate “home committee” (i.e. 

return of prisoner, runaway, kidnapped child, placement or staffing associated with an out-of-

state placement, etc.). 

 

USE OF EQUIPMENT AND VEHICLES 
 

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult 

to replace. When using property for County business, employees are expected to exercise care, 

perform required maintenance and follow all operating instructions, safety standards and 

guidelines. 

 

Employees shall notify the supervisor if any equipment, machines, tools, or vehicles appear to be 

damaged, defective, or in need of repair. Prompt reporting of damages, defects, and the need for 

repairs could prevent deterioration of equipment and possible injury to employees or others. The 

supervisor will answer any questions about an employee’s responsibility for maintenance and 

care of equipment and vehicles on the job. 

 

The improper, careless, negligent, destructive or unsafe use or operation of equipment or 

vehicles, as well as excessive or avoidable traffic and parking violations, will result in 

disciplinary action, up to and including discharge. 

There will be no personal use of equipment (pc’s, laptops, printers) or vehicles or other County 

property unless otherwise noted. 

 

County employees are prohibited from using cellular phones while operating County-owned 

vehicles. 

 

In certain circumstances, a County-owned vehicle may be provided for certain employees in order 

to carry out their assigned duties. These vehicles should be housed on County-owned property 

during non-working hours and used by employees only to carry out their job duties as needed.  

The County requires that no personal items other than incidentals be stored in the vehicle. The 

vehicle is to be locked each night with work articles stored either in the lock box or trunk during 

times when the vehicle is not in use. 

 

In instances where a County-owned vehicle is provided to an employee on a 24-hour basis, it is 

the policy of the County that the only personal use allowed would be commuting between an em-

ployee’s home and his/her work. Under IRS regulations, this commuting is considered personal 

use and is required to be reported as compensation subject to Federal and State taxes and FICA.  

Individuals driving County vehicles may have occasions where an incidental stop is necessary 

between business stops. Such use shall not be considered to be in violation of this policy. 

 

There may be instances where employees on-call are allowed to use a County-owned vehicle for 

other non-business use purposes other than just commuting to and from work.  The appropriate 

home committee must approve these instances. In these instances, employees are required to 

maintain a mileage log to substantiate the business use of the vehicle. The mileage log should 

include the beginning and ending odometer reading, destination and purpose of the trip. The 

difference between the total miles driven and the business miles driven are considered personal 
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miles. In the absence of adequate substantiation records, the full value of all miles driven or the 

annual lease value of the vehicle will be reported as taxable income to the employee. 

 

All personal use of County-owned vehicles shall be valued in accordance with IRS regulations 

and will be included on the employee’s W-2. 

 

Sheriff’s Department Vehicles:  Sheriff Department squads may be assigned to sworn law 

enforcement officers on a 24-hour basis.  (A law enforcement officer is an employee of Shawano 

County who is responsible for preventing or investigating crimes involving injury to persons or 

property.  The law allows these officers to:  1) Carry firearms; 2) Execute search warrants;  

3) Make arrests – other than citizen arrests.)  Personal use of squads is prohibited with the 

exception of commuting to and from work.  Individuals driving Sheriff Department squads may 

have occasions where an incidental stop is necessary between stops or driving between home and 

work-such use shall not be considered to be in violation of this policy. 

 

Law enforcement officers are prohibited from leaving the County jurisdiction in Sheriff 

Department vehicles unless on approved official business or in pursuit situations. 

 

The Public Safety Committee can authorize personal use of unmarked squads for certain 

management positions in the Sheriff’s Department.  These vehicles will be subject to the 

substantiation requirements of the IRS and subject to the taxable fringe benefit provision of the 

IRS (as described above).  (The use of law enforcement vehicles by law enforcement officers for 

commuting to and from work is not considered personal use under IRS regulations.) 

 

VACATION BENEFITS 
 

Non-represented employees: 

Refer to PTO policy-page 35. 

 

Represented employees: 

Refer to appropriate union contract. 

 

Employees may not donate vacation or PTO days to a third party. 

 

VIOLENCE IN THE WORKPLACE 
 

Shawano County is committed to providing a safe and healthy work environment free from any 

threats or acts of violence. Towards this commitment, it is the policy that Shawano County will 

not tolerate any threats or acts of violence directed by one employee towards another. Violence is 

defined to include, but is not limited to: physical assault, aggressive behavior at another indivi-

dual, purposeful destruction of company property, intimidation through verbalized or implied 

threats and destruction of another’s property. Any reported act or threat will be investigated as a 

serious violation of County policy. Any confirmed act or threat will be grounds for disciplinary 

action, up to and including termination. When appropriate, the employee will be referred to the 

Employee Assistance Program (EAP) for evaluation and recommendations. 

 

Any employee, who has been a recipient of a threat of violence or victim of an act of violence, is 

to make a report to the Department of Administration. Such report will be kept confidential to 

the extent possible. Shawano County will investigate such report and take action as appropriate to 

the situation. Where indicated, Shawano County will cooperate with local law enforcement 

representatives. 
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As acts of violence in the workplace may also be perpetrated by people from outside the work-

place, Shawano County requests any employee, who feels an outside threat poses a risk within the 

workplace, to report such a situation to the Department of Administration or appropriate 

supervisor. The County will assess the need for special safeguards. 

 

Again, it is the County’s intent to provide a safe work environment. We ask all employees 

cooperation and commitment to the prevention of safety risks within the County. This includes 

violence by one employee to another. 

 

VOTING 
 

The employer encourages employees to fulfill their civic responsibilities by voting. If an 

employee is unable to vote in a public election during his/her non-working hours, the employer 

will grant up to three (3) hours of unpaid time off to vote pursuant to Section 6.76 Wis. Stats. 

Employees should request time off to vote from their supervisor at least two (2) working days 

prior to election day so that the necessary time off can be scheduled at the beginning or end of the 

work shift, whichever provides the least disruption to the normal work schedule. 

 

Employees must submit a voter’s receipt on the first working day following the election in order 

to qualify for time off to vote if challenged by a supervisor. 

 

WAGE AND HOUR 
 

Each employee is designated as either exempt or non-exempt from federal and state wage and 

hour laws. Non-exempt employees are entitled to overtime pay under the specific provisions of 

federal and state laws. Exempt employees are excluded from specific provisions of federal and 

state wage and hour laws. 

 

In addition to the above categories, each employee will belong to one other employment 

category: 

 

Full-time employees are those who are not in a temporary or probationary status and who are 

regularly scheduled to work a Shawano County department’s full-time schedule. Generally, they 

are eligible for the employer’s benefit package, subject to the terms, conditions, and limitations of 

each benefit program. 

 

Part-Time employees are those who are not assigned to a temporary or probationary status and 

who are regularly scheduled to work less than the full-time work schedule. Regular part-time 

employees are eligible for some benefits sponsored by the employer, subject to the terms, condi-

tions, and limitations of each benefit program. Regular part-time employees generally are 

budgeted to work more than 975 hours per year. Sick, vacation and holiday benefits are prorated 

according to hours worked in the previous year.  Personal holidays will be based on current hours 

being worked. 

 

Probationary employees are those whose performance is being evaluated to determine whether 

further employment in a specific position or with Shawano County is appropriate. Employees 

who satisfactorily complete the probationary period will be notified of their new employment 

classification (status).  (See also Orientation Period section). 
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Limited Term Employees (LTE) are those who are hired as interim replacements to temporarily 

supplement the work force, or to assist in the completion of a specific project. Employment 

assignments in this category are of a limited duration. Employment beyond any initially stated 

period does not in any way imply a change in employment status. Temporary employees retain 

that status unless and until notified of a change. While temporary employees receive all legally 

mandated benefits (such as workers’ compensation and Social Security), they are ineligible for 

the employer’s other benefit programs. 

 

Any Department Head requiring emergency help due to the absence of a regular employee, 

during vacation or other authorized leave and any other special part-time needs, such Department 

Head shall be allowed to secure an LTE employee after approval of the Administrator’s Office, 

who may call upon the Administrative Committee for approval. 

 

Overtime and Compensatory Time: When operating requirements or other needs cannot be met 

during regular working hours, employees may be scheduled to work overtime hours. When 

possible, advance notification of these mandatory assignments will be provided. All overtime 

work must receive the supervisor’s prior authorization. Overtime assignments will be distributed 

as equitably as practical to all employees qualified to perform the work. 

 

Overtime compensation is paid to all non-exempt employees in accordance with federal and state 

wage and hour restrictions. As required by law, overtime pay is based on actual hours worked. 

Time off on sick leave, vacation leave, PTO, or any leave of absence will not be considered hours 

worked for purposes of performing overtime calculations.  Collective bargaining agreement may 

have alternative language – please see respective contract. 

 

Failure to work scheduled overtime or overtime worked without prior authorization from the 

supervisor may result in disciplinary action up to and including possible discharge. Abuse in 

approving overtime for employees by a supervisor shall be reported to the Administrative 

Committee, which shall then investigate the matter. 

 

Exempt/Non-Exempt Workers: Whether or not Shawano County is required to pay 

employees premium pay for overtime work - that is, time-and-one-half for all hours 

worked in excess of forty (40) hours in one workweek - is determined by whether the 

worker is an exempt or non-exempt employee. The David M. Griffith Compensation 

Study defines position classifications as either exempt or non-exempt. Salaried 

employees are normally exempt employees. 

 

Overtime Pay: Employers covered by FLSA are required to pay non-exempt employees 

time-and-one-half for all time worked in excess of forty (40) hours in one workweek or in 

excess of the threshold number in a work cycle. For example, the employer may have a 

two-week pay period, and the employee may work thirty (30) hours in one workweek and 

fifty (50) hours in the other. Time-and-one-half must be paid in the week in which fifty 

(50) hours are worked. The employer may not average the worker’s hours over the two 

weeks. An exception is in the hospital and health care field where employees may be paid 

overtime for hours in excess of eight (80) in a two week period, if they have a formal 

agreement with the employer to pay overtime rate for any time worked in excess of eight 

(8) hours in one day. The eight-eighty plan applies only to health care facilities where 

patients are residing on the premises- protective exception.  Additional exceptions exist 

for law enforcement, fire protection and emergency services personnel. 
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Wisconsin law provides that overtime be paid for hours worked in excess of forty (40) 

hours in one workweek. Non-exempt employees are to receive one-and-one-half times 

their regular rate of pay for all hours worked in excess of forty (40) hours per week. 

 

Labor contracts or employer practices that provide for overtime pay for hours worked in 

excess of eight (8) in one day or forty (40) in one workweek, will usually state that there 

shall be no “pyramiding”, i.e., payment for hours in excess of forty (40), if employees 

have been paid overtime on a daily basis. 

 

Overtime Not Applicable: Premium pay need not be paid for a period when the 

employee did not perform work, such as sick days, holidays, and vacation, unless 

otherwise specified by labor agreement.  Overtime applies only after forty (40) hours of 

actual work, not hours paid. Some employer count holidays paid as time worked for 

overtime purposes, but they are not required to do so by FLSA. 

 

Daylight Savings Time: Daylight Savings Time is almost universally observed in the 

United States. Daylight Savings Time starts at 2:00 a.m. on the second Sunday in March 

each year when clocks are set one (1) hour ahead. Standard time returns at 2:00 a.m. on 

the first Sunday in November each year, when clocks are set back one hour. Both 

employers and workers must make schedule adjustments, but questions often arise about 

whether employees get paid for the extra hour worked in October or the hour less worked 

in April. 

 

Under Federal wage-and-hour laws, employees must be paid for the extra hour when they 

work nine (9) hours (which may or may not involve overtime pay). When employees 

work only seven (7) hours in an eight-hour shift to the time change, they are commonly 

paid for the full eight (8) hours. Although this is common practice, it is not legally 

required, unless provided for in a labor agreement. 

 

Compensatory Time: Employment as a Department Head, Supervisor, Manager or 

Professional involves responsibilities outside of the normal workday. Activities 

conducted requiring the attendance of these persons outside of regular office hours are 

justifiable for requesting compensatory time.  However, it should be clearly under-

stood that such compensatory time shall not be taken on an hour-for-hour basis. 

Activities involving routine work done prior to or after office hours, during lunch, 

evenings, weekends or at home are not to be considered for compensatory time. 

 

WISCONSIN RETIREMENT FUND 
 

The County will pay that portion of the employee’s contribution to the Wisconsin Retirement 

Fund authorized by County Board Resolution.  Retirement benefits begin with first day of 

employment for all full-time and all employees working part-time that would work at least 600 

hours in a year.  Information booklets are distributed to each employee during orientation.  

A Long Term Disability Insurance Program is available through WRS.  Details are spelled out 

within the WRS handbook. 

 

There are four categories of Retirement: General, Teachers, Protective, and Elected. Most em-

ployees are classified under General.  The County Agents in University Extension fall under the 

Teachers category.  County Clerk, County Treasurer, Register of Deeds, Clerk of Court is under 

the Elected category.  The Sheriff, Traffic Officers, Chief Deputy and Lieutenant are all under the 

Protective category.  For more detailed information, please contact the County Clerk’s office. 
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WITNESS PAY 
 

An employee of the County may be served a subpoena or summons to give expert witness testi-

mony in a trial or court action, related to their County employment. The employee must notify 

their supervisor as soon as possible so the supervisor may make arrangements to accommodate 

the employee’s absence. The County will consider this witness time part of the employee’s 

normal workday and the employee will receive full pay for any hours absent from their home 

worksite. The County will also pay the standard mileage rate for travel if the employee uses his or 

her own vehicle for transportation to and from the court. If the employee is paid by the County 

where expert witness testimony was given, the employee will return the full amount of the check 

to the Shawano County Treasurer. 

 

WORK SCHEDULES 
 

Work schedules for employees vary throughout our organization. Supervisors will advise 

employees of their individual work schedule. Staffing needs and operational demands may 

necessitate variations in starting and ending times, as well as variations in the total hours that may 

be scheduled each day and week. 

 

WORKERS’ COMPENSATION 
 

The County provides a comprehensive workers’ compensation insurance program at no cost to 

employees. This program covers any injury or illness sustained in the course of employment that 

requires medical, surgical, or hospital treatment. Subject to applicable legal requirements, 

workers’ compensation insurance provides benefits after a short waiting period or, if the 

employee is hospitalized, immediately. 

 

Any employee who sustains a work-related injury or illness must inform his/her supervisor 

immediately, and the Department of Administration within 24 hours of the injury/illness. No 

matter how minor an on-the-job injury may appear, it is important that it be reported immedi-

ately. This will enable an eligible employee to qualify for coverage as quickly as possible. 

 

Neither the County nor the insurance carrier will be liable for the payment of workers’ compensa-

tion benefits for injuries that occur during an employee’s voluntary participation in any off-duty 

recreational, social, or athletic activity sponsored by the employer. 

 
Workers Compensation benefits are paid as follows- there is a mandatory 3 day waiting period, 

the day of injury and Sunday’s are not counted.  An employee has to be off as of the 8
th
 day for 

the first 3 days to be considered by workers compensation.  Benefits begin as of the 4
th
 day.   

PTO/Extended Leave may be used for any time period not covered by Workers Compensation.  

See PTO policy. 
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EMPLOYEE ACKNOWLEDGEMENT FORM 

 

 

The Personnel Policy Handbook describes important information about this organization, and I  

understand that I should consult the Department of Administration or Union contract regarding 

any questions not answered in the Handbook. 

 

Since the information, policies, and benefits described here are necessarily subject to change, I 

acknowledge that revisions to the Handbook may occur. All such changes will be communicated 

through official notices, to the County Board and Department Heads, and I understand that 

revised information may supersede, modify, or eliminate existing policies. The Administrative 

Committee has the ability to adopt any revisions/corrections to the policies in this Handbook, 

however, major policy changes will be approved by County Board.  

 

I have entered into my employment relationship with Shawano County voluntarily and acknow-

ledge that there is no specified length of employment. Accordingly, either the County or I can 

terminate the relationship at will, at any time, subject to law and any provisions of existing union 

agreements. 

 

I have received and or reviewed the Handbook and I understand that it is my responsibility to 

read and comply with the policies contained in this Handbook and any revisions made to it. 

 

 

 

 

__________________________________    __________________ 

Employee’s Signature       Date 

 

 

__________________________________ 

Employee’s Name (typed or printed) 
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APPENDIX A 
 

Temporary Assignment of Alternative Productive Work 

 

Primary Responsibility:   Administrative Committee and all Department Heads 

 

Special Note: This procedure does not in any way constitute an employment contract and 

Shawano County reserves the right to amend this procedure at any time. 

 

Purpose:  

Shawano County desires that employees, unable to perform the functions of the regular job 

because of a work-related injury or illness that prevents their return to regular assigned duty, 

where possible, be temporarily assigned alternative productive work subject to necessary medical 

certification.  Shawano County does not assign employees to non-productive work. It does 

however, desire to obtain the benefits of a temporary assignment of alternative productive work, 

which maintains a level of activity, which is productive and serves a therapeutic purpose, which 

quickens the employee’s return to regular assignment.  Alternative productive work is reserved 

for employees that are temporarily disabled because of a work-related injury or illness.  

Alternative productive work may be assigned within our outside an employee’s regular 

department.  THE WORK ASSIGNED UDER THIS POLICY IS NOT PERMANENT IN 

NATURE AND THE COUNTY RETAINS THE ABSOLUTE DISCRETION TO MODIFY 

WORK ASSIGNED HEREUNDER AT ANY TIME. 

 

Procedure:  
 

1. An employee injured or suffering an illness, at work, will provide to their supervisor as 

soon as possible, written certification of any restrictions imposed upon them by a licensed 

medical provider.  This will include the projected duration of the restriction(s).  

2. The department head will evaluate the restriction(s) and determine of temporary 

assignment of alternative productive work is available.  The department head may 

recommend assignment of restricted employee to such available work for the hours that 

such work is available. 

3. It is expressly understood that: 

a) No obligation exists for the County to provide, convert a regular job, or 

create a temporary assignment of alternative productive work. 

b) Temporary assignment of alternative productive work does not create a 

regular employment opportunity, and is made as a temporary assignment 

only, which will terminate at the conclusion of a specified time period.  The 

specific end date of the assignment will be communicated clearly in writing 

to the employee upon temporary assignment of alternative productive work.  

Vacation and paid Holidays may be excluded in calculating period. 

c) Unused accrued vacation and sick leave may be used in lieu of a temporary 

assignment to alternative productive work. 

d) The department head, based on the number of employees assigned such duty 

status will determine the amount of temporary assignment of alternative 

productive work available in any department. 

e) Temporary assignment of alternative productive work is separate and distinct 

from the duties of the employee’s regular job, however, the employee may be 

assigned to perform those duties of the regular job that the employee may 

perform without restriction or limitation. 
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f) An employee is entitled to remain on unpaid FMLA leave until the FMLA 

leave entitlement is exhausted.  Nothing in this policy shall be construed as 

limiting an employee’s state and federal FMLA rights. 

g) Temporary assignment of alternative productive work may be considered 

only when an employee is certified as unable to perform the functions of 

their regular job. 

h) An employee’s regular work schedule may change during the temporary 

assignment of alternative productive work to accommodate the departments 

needs. 

i) If alternative productive work is unavailable within an employee’s regular 

department, the County may assign alternative productive work to the 

employee outside the employee’s regular department. 

4. The Personnel Committee will be contacted immediately by a supervisor prior to their 

making a recommendation of assignment of a restricted employee to temporary 

assignment of alternative productive work status.     

5. All temporary assignment of alternative productive work will be reviewed each thirty- 

(30) calendar day period by the respective department head and the Personnel 

Committee.  
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APPENDIX B 

 

FAMILY AND MEDICAL LEAVE POLICY 

 

Family and medical leaves are available to employees as specified below or as may be provided 

under other existing policies or agreements.  The intent of this policy is to comply with both the 

Wisconsin and Federal Family and Medical Leave Acts.  Should this policy conflict in any way 

with the applicable federal and state statutes or regulations, then the statutes or regulations shall 

control. 

 

(1) GENERAL REQUIREMENTS.   

 (a)  Eligibility and Length of Leave:  Family & Medical Leave refers to unpaid family, 

care-taking and medical leave for eligible employees.  Eligible employees may be able to take 

unpaid family, care-taking or medical leave under Federal and/or State law. 

 

 Wisconsin law allows employees who have worked at least 1,000 hours in the past 52 

weeks to take leave in a calendar year. 

1. Up to 6 weeks of family leave during any 12 month period for the birth 

or adoption of a child. This leave must begin and end within 16 weeks of the birth or 

adoption of a child. 

  2. Up to 2 weeks of family leave during any 12 month period to care for a 

child, spouse, domestic partner, parent, or parent of a domestic partner suffering from a 

serious health condition. 

  3. Up to 2 weeks of medical leave during any 12 month period for an 

employee to care for his/her own serious health condition,. 

  

Federal law allows employees who have worked at least 1,250 hours and 12 months to 

take up to 12 weeks of leave in a year, which is calculated in one of four ways prescribed by 

federal law, for one or more of the following reasons: 

  1. Family leave for the birth of an employee’s child or because of the 

placement of a child with the employee for adoption or foster care. 

  2. Family leave to care for a child, spouse or parent suffering from a serious 

health condition. 

  3. Medical leave for an employee to care for their own serious health 

condition. 

 4. Due to any qualifying exigency arising out of the fact that a covered 

military member is on active duty or called to active duty status in support of a 

contingency operation.   

 (b) Time Allowed:  Time allowed under County policies and agreements and also 

under federal and state statutes is to be used concurrently and not consecutively.  For example, 

County sick leave used for the birth of a child also qualifies as birth or placement leave under the 

state and federal laws and, therefore, is also deducted from an employee’s leave entitlement under 

the state and federal laws. 

 (c) Definitions:   

  1.  “Serious health condition” is defined as a disabling physical or mental illness, 

injury, impairment, or condition involving any of the following: 

  a. Inpatient care in a hospital, nursing home, hospice, or residential 

medical facility. 

  b. Outpatient care that requires continuing treatment or supervision 

by a health care provider. 

 2. A “qualifying exingency” is defined as the following: 
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  a. Short-notice deployment. 

   b. Military events and related activities. 

   c. Childcare and school activities. 

   d. Financial and legal arrangements. 

   e. Counseling. 

   f. Rest and recuperation. 

   g. Post-deployment activities. 

h. Additional activities not encompassed by any of the above, but 

agreed to by the employer and employee. 

   3. A “covered military member’’ means the employee’s spouse, son, 

daughter, or parent on active duty or called to active duty status. 

   4. A “domestic partner” means either of the following: 

a. “Registered domestic partners” are two individuals who have 

registered their domestic partnership with the Register of Deeds in their 

county of residence and meet the following criteria: 

1. The individuals must be at least 18 years of age and capable of 

consenting to a domestic partnership; 

2. Neither individual in the domestic partnership may be married 

to, or in a domestic partnership with, another individual; 

3. The individuals must share a residence; 

4. The individuals must not be more closely related than second 

cousins; and 

5. The individuals must be of the same gender. 

b. “Nonregistered domestic partners” are two individuals, whether 

the same or opposite genders, who have not registered their domestic 

partnership and meet the following criteria: 

1. The individuals must be at least 18 years of age and capable of 

consenting to a domestic partnership; 

2. Neither individual in the domestic partnership may be married 

to, or in a domestic partnership with, another individual; 

3. The individuals must share a residence; 

4. The individuals must not be related by blood in a way that 

would prohibit marriage under Wis. Stat. § 765.03; 

5. The individuals must consider themselves to be members of 

each other’s immediate family; and 

6. The individuals must agree to be responsible for each other’s 

basic living requirements. 

  5.  “Week” means five eight hour work days of leave for purposes of 

calculating intermittent or partial leave. 

  6. For each work day or work week in which an employee works fewer 

than the regularly scheduled hours by using intermittent or partial leave, the specific amount 

taken will be deducted for purposes of computing leave taken and leave remaining. 
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  7. “In loco parentis” means having day-to-day responsibilities to care for 

and financially support a child with whom one has no biological or legal relationship. 

  8. Calendar year refers to the months of January through December. 

 

(2) BIRTH OR PLACEMENT LEAVE.  

  (a)  Unpaid birth or placement leave may be used within 16 weeks before, or within 12 

months following the birth of the employee’s natural child, the placement of a child with the 

employee for adoption, or the placement of a child with the employee for 24-hour foster care that 

is made by or with agreement of a licensed child welfare agency or County Social 

Services/Human Services Department. 

 (b) In a calendar year, no employee may take more than 12 weeks of birth or 

placement leave. In addition, no more than 12 weeks leave can be taken for the birth of any one 

child.  If both the mother and father of a child are employed by the County, they are entitled only 

to a combined total leave of 12 weeks. 

 (c) An employee may substitute a maximum of six weeks accrued paid sick leave or 

other accrued leave for the first six of the otherwise unpaid 12 week period, provided the first six 

weeks occur within a period of 16 weeks before to 16 weeks after the birth or placement.  After 

the first six weeks, county policy requires that any paid vacation, floating holiday or 

compensatory leave time be used prior to unpaid leave for part or all of the remaining leave 

period. No substitution of accrued paid sick leave is permitted for foster care placement. 

 (d) An employee must submit a written request for birth or placement leave not less 

than 30 days before the leave is to commence and must schedule the leave after reasonably 

considering the County’s needs.  If the date of the birth, adoption or foster care placement 

requires leave to begin sooner, the employee shall provide notice as soon as possible.  The 

employee shall identify if and what type of paid accrued leave the employee intends to substitute 

as provided under the law.  All of the notification requirements are included on the Medical 

Certification form available from the Personnel Department. 

 (e) For the first six weeks, an employee may take birth or placement leave as an 

intermittent or partial absence in employment in increments of no less than one-half hour, or as 

allowed by union agreement.  An employee who does so shall schedule the intermittent or partial 

absence so it does not unduly disrupt the County’s operations.  To comply with this requirement, 

an employee must provide the County, in writing, with the proposed schedule of intermittent or 

partial absences no less than two weeks before the schedule of absences is to begin.  The schedule 

must be sufficiently explicit so that the County is able to schedule replacement employees, if 

necessary, to cover the absences.  Intermittent or partial leave must conclude within sixteen 

weeks following the birth, adoption or foster placement of a child.  The remaining period of up to 

six weeks must be taken in a single block, but exceptions may be granted. 

 (f) The employee must provide medical certification as required in (5) below. 

 

(3) FAMILY ILLNESS LEAVE.  

  

  (a) Unpaid family illness leave may be used to care for an individual, who has a serious 

health condition and is the employee’s: 

 

  1. Spouse 

  2. Biological, adopted or foster child 

  3. Child for which the employee stands “in loco parentis” 

  4. Biological parent or parent who stood “in loco parentis” to employee 

  5. Spouse’s parent 

  6. Domestic partner 

  7. Domestic partner’s parent 
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 (b) In a calendar year, no employee may take more than 12 weeks of family illness 

leave for the employee’s spouse, child or parents.  A maximum of two weeks of family illness 

leave may be taken for a spouse’s parent, domestic partner or a domestic partner’s parent. 

 

 (c) An employee may substitute a maximum of two weeks accrued paid sick leave or 

other accrued leave for the first two weeks of the otherwise unpaid 12 week leave period.  After 

the first two weeks, county policy requires that any paid vacation, floating holiday or 

compensatory leave time be used prior to unpaid leave for part or all of the remaining leave 

period.  

 

 (d) An employee must consider the needs of the County when scheduling family 

illness leave.  If an employee intends to use family illness leave for planned medical treatment or 

supervision of a family member, as defined above, the employee must do the following: 

 

  1. Give the County two weeks advance written notice of the intent to take 

such leave, the reason for the leave, and the planned dates of the leave. This requirement may be 

waived in emergency situations.  The employee shall also identify if and what type of paid 

accrued time the employee intends to substitute as provided under the law.   

 

  2. Schedule medical treatment or supervision so that it does not unduly 

disrupt the County’s operations.  Provide the County with a proposed schedule for the leave with 

reasonable promptness after the employee learns of the probable necessity of the leave.  The 

schedule must be sufficiently explicit so that the County can schedule replacement employees, if 

necessary. 

 

  3.   Provide the required medical certification as required in, (5) below. 

 

 (e) When medically necessary, an employee may take family illness leave as an 

intermittent or partial absence from employment in increments of no less than one-half hour, or as 

allowed by union agreement.  An employee who does so shall schedule the intermittent or partial 

absence so it does not unduly disrupt the County’s operations.  To comply with this requirement, 

an employee must provide the County, in writing, with the proposed schedule of absences with 

reasonable promptness after the employee learns of the probable necessity of such leave. 

 

(4) EMPLOYEE MEDICAL LEAVE.   

 (a)  Unpaid medical leave may be used by an employee who has a serious health 

condition which makes the employee unable to perform his or her job duties.  An employee may 

choose that any paid accrued leave be substituted for part or all of the otherwise unpaid 12 week 

leave.  After the first two weeks, the County requires that any paid vacation, floating holiday or 

compensatory time be used prior to unpaid leave for part or all of the remaining unpaid leave.  No 

employee may take more than 12 weeks of unpaid medical leave in a calendar year. 

 (b) An employee may schedule medical leave as medically necessary.  If an 

employee intends to use the medical leave for a planned medical treatment or supervision, the 

employee must: 

  1. Give the County two weeks written advance notice of the intent to take a 

leave, the reason for the leave, and the planned dates of leave.  This requirement may be waived 

in emergency situations.  The employee shall also identify if and what type of paid accrued leave 

the employee intends to substitute as provided under the law. 

  2. Schedule the medical treatment or supervision so that it does not unduly 

disrupt the County’s operations.  Provide the County with a proposed schedule for the leave with 
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reasonable promptness after the employee learns of the probable necessity of the leave.  The 

schedule must be sufficiently explicit so that the County can schedule replacement employees, if 

necessary. 

  3. Provide the required medical certification as required in (5) below. 

 (c) When medically necessary, an employee may take employee medical leave as 

intermittent or partial absences from employment in increments of no less than one-half hour, or 

as allowed by union agreement.   An employee who does so shall schedule the intermittent or 

partial absence so that it does not unduly disrupt the County’s operations.  To comply with this 

requirement, an employee must provide the County, in writing, with the employee’s proposed 

schedule of intermittent or partial absences with reasonable promptness after the employee learns 

of the probable necessity of such leave. 

 

(5) MEDICAL CERTIFICATION.   

 (a)  If an employee requests leave under this policy, the employee must obtain a Medical 

Certification form from the Personnel Department.  This form must be completed by the 

employee and the health care provider treating the family member or employee.  In the case of 

placement for adoption or foster care, a copy of the legal documentation attached to the Medical 

Certification form will substitute for the health care provider’s certification. 

 (b) If requirements for certification are not completed, the County may deny the 

leave.  The County may request a second health care provider’s opinion and/or periodic 

recertification at the County’s expense. 

 

(6) INSURANCE AND BENEFITS.   

 (a)  While an employee is on approved paid leave, benefits continue as if the employee 

remained at work.  While an employee is on approved unpaid leave, the County will maintain 

group health insurance under the conditions that applied before the leave began, and the 

employee will make arrangements to pay the employee’s portion of the health insurance premium 

and the full premium for life and dental insurance during the term of the unpaid leave.  The 

County’s obligation to maintain health insurance benefits will terminate if and when an employee 

informs the County of an intent not to return to work at the end of the leave period, if the 

employee fails to return to work when leave entitlement is depleted, or if the employee fails to 

make any required payments while on leave. 

 (b) If the employee does not return to work after the leave entitlement has been 

exhausted, the County has the right to recover the health insurance premiums paid on behalf of 

the employee during a period of unpaid leave.  An employee must return to work for at least 

thirty calendar days in order to be considered to have “returned” to work.   

 

(7) RETURN FROM LEAVE.   

 (a)  An employee returning from employee medical leave is required to obtain medical 

certification from the health care provider that the employee is able to resume work. 

 (b) An employee returning from leave as provided under this policy can return to his 

or her prior position if vacant at the time the employee returns to work.  If the position is no 

longer vacant, the employee shall be offered an equivalent position with equivalent benefits, pay, 

and other terms and conditions of employment. 

 (c) An employee may return to work prior to the scheduled end of the leave.  The 

employee shall be returned to his or her prior position or an equivalent position within a 

reasonable time after the request to return to work early is made. 

 

(8) INTERPRETATION.   

 Any questions regarding Family and Medical Leave use and/or interpretation should be 

directed to the Human Resources Department for clarification. 
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MILITARY CAREGIVER LEAVE 
 

Federal law allows eligible employees who are family members of covered servicemembers to 

take up to 26 workweeks of leave in a single 12-month period to care for a covered 

servicemember with a serious illness or injury incurred in the line of duty on active duty. 

 

“Family members of a covered service member” include the spouse, son, daughter, or parent, or 

next of kin of a covered servicemember.  

 

A ‘‘son or daughter of a covered servicemember’’ means the covered servicemember’s 

biological, adopted, or foster child, stepchild, legal ward, or a child for whom the covered 

servicemember stood in loco parentis, and who is of any age. 

 

A ‘‘parent of a covered servicemember’’ means a covered servicemember’s biological, adoptive, 

step or foster father or mother, or any other individual who stood in loco parentis to the covered 

servicemember. This term does not include parents ‘‘in law.’’ 

 

The ‘‘next of kin of a covered servicemember’’ is the nearest blood relative, other than the 

covered servicemember’s spouse, parent, son, or daughter, in the following order of priority: 

blood relatives who have been granted legal custody of the servicemember by court decree or 

statutory provisions, brothers and sisters, grandparents, aunts and uncles, and first cousins, unless 

the covered servicemember has specifically designated in writing another blood relative as his or 

her nearest blood relative for purposes of military caregiver leave under the FMLA. When no 

such designation is made, and there are multiple family members with the same level of 

relationship to the covered servicemember, all such family members shall be considered the 

covered servicemember’s next of kin and may take FMLA leave to provide care to the covered 

servicemember, either consecutively or simultaneously. When such designation has been made, 

the designated individual shall be deemed to be the covered servicemember’s only next of kin. 

For example, if a covered servicemember has three siblings and has not designated a blood 

relative to provide care, all three siblings would be considered the covered servicemember’s next 

of kin. Alternatively, where a covered servicemember has a sibling(s) and designates a cousin as 

his or her next of kin for FMLA purposes, then only the designated cousin is eligible as the 

covered servicemember’s next of kin. An employer is permitted to require an employee to 

provide confirmation of covered family relationship to the covered servicemember. 

 

A “covered servicemember” is defined as a current member of the Armed Forces, including a 

member of the National Guard or Reserves, or a member of the Armed Forces, the National 

Guard or Reserves who is on the temporary disability retired list, who has a serious injury or 

illness incurred in the line of duty on active duty for which he or she is undergoing medical 

treatment, recuperation, or therapy; or otherwise in outpatient status; or otherwise on the 

temporary disability retired list. Eligible employees may not take leave under this provision to 

care for former members of the Armed Forces, former members of the National Guard and 

Reserves, and members on the permanent disability retired list. 

 

The ‘‘single 12-month period’’ begins on the first day the eligible employee takes FMLA leave to 

care for a covered servicemember and ends 12 months after that date, regardless of the method 

used by the employer to determine the employee’s 12 workweeks of leave entitlement for other 

FMLA-qualifying reasons. If an eligible employee does not take all of his or her 26 workweeks of 

leave entitlement to care for a covered servicemember during this ‘‘single 12-month period,’’ the 
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remaining part of his or her 26 workweeks of leave entitlement to care for the covered 

servicemember is forfeited. 

 

A ‘‘serious injury or illness’’ means an injury or illness incurred by a covered servicemember in 

the line of duty on active duty that may render the servicemember medically unfit to perform the 

duties of his or her office, grade, rank or rating. 

 

An eligible employee is entitled to a combined total of 26 workweeks of leave for any FMLA-

qualifying reason during the ‘‘single 12-month period’’, provided that the employee is entitled to 

no more than 12 weeks of leave for one or more of the following: because of the birth of a son or 

daughter of the employee and in order to care for such son or daughter; because of the placement 

of a son or daughter with the employee for adoption or foster care; in order to care for the spouse, 

son, daughter, or parent with a serious health condition; because of the employee’s own serious 

health condition; or because of a qualifying exigency. Thus, for example, an eligible employee 

may, during the ‘‘single 12-month period,’’ take 16 weeks of FMLA leave to care for a covered 

servicemember and 10 weeks of FMLA leave to care for a newborn child. However, the 

employee may not take more than 12 weeks of FMLA leave to care for the newborn child during 

the “single 12-month period,” even if the employee takes fewer than 14 weeks of FMLA leave to 

care for a covered servicemember. 
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APPENDIX C 

 

RELEASE OF INFORMATION 

AUTHORIZATION AGREEMENT 

 

 

Name ________________________________________________________________________ 

 

Address  ______________________________________________________________________ 

 

Phone # _____________________  DOB ____________________  

 

TO WHOM IT MAY CONCERN: 

 

I am an applicant for a position with Shawano County.  Shawano County needs to thoroughly 

investigate my employment background and personal history to evaluate my qualifications to 

hold the position for which I applied.  It is in the public’s interest that all-relevant information 

concerning my personal and employment history is disclosed to the above department. 

 

I hereby authorize any representative of Shawano County bearing this release to obtain any 

information in your files pertaining to my employment records and I hereby direct you to release 

such information upon request of the bearer.  I do hereby authorize a review of and full disclosure 

of all records, or any part thereof, concerning myself, by and to any duly authorized agent of 

Shawano County, whether said records are of public, private, or confidential nature.  The intent of 

the authorization is to give my consent for full and complete disclosure.  I reiterate and emphasize 

the intent of this authorization is to provide full and free access to the background and history of 

my personal life, for the specific purpose of pursuing a background investigation that may 

provide pertinent date for Shawano County to consider in determining my suitability for 

employment in that department.  It is my specific intent to provide access to personnel 

information however personal or confidential it may appear to be. 

 

I consent to your release of any and all public and private information that you may have 

concerning me, my work record, my background and reputation, my military service records, 

educational records, my financial status, my criminal history record, including any arrest records, 

any information contained in investigator files, efficiency ratings, complaints or grievances filed 

by or against me, the records or recollections of attorneys at law, or other counsel, whether 

representing me or another person in any case, either criminal or civil, in which I presently have, 

or have had an interest, attendance records, polygraph examinations, and any internal affairs 

investigations and discipline, including any files which are deemed to be confidential and/or 

sealed. 

 

I hereby release you, your organization, and all others, from liability or damages that may result 

from furnishing the information requested, including any liability or damage pursuit to any state 

or federal laws.  I hereby release you, as the custodian of such records of ___________________ 

organization, including its officers, employees, or related personnel, both individually and 

collectively, from any and all liability for damages of whatever kind, which may at time result to 

me, my heirs, family, or associates because of compliance with this authorization and request to 

release information, or of Shawano County regardless of any agreement I may have made with 

you previously to the contrary.  The law enforcement organization requesting the information 

pursuant to this release will discontinue processing my application if you refuse to disclose the 

information requested. 
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For and in consideration of Shawano County’s acceptance and processing of my application for 

employment, I agree to hold Shawano County, its agents and employees harmless from any and 

all claims and liability associated with my application for employment or in any way connected 

with the decision whether or not to employ me with Shawano County.  I understand that 

information may be turned over to the proper authorities. 

 

I understand my rights under Title 5, United States Code, Section 552a, the Privacy Act of 1974, 

with regard to access and to disclosure of records, and I waive those rights with the understanding 

that information furnished will be used by Shawano County in conjunction with employment 

procedures. 

 

A photocopy or fax copy of this release form will be valid as an original thereof, even though the 

said photocopy or fax copy does not contain an original writing of my signature. 

 

This waiver is valid for a period of 1 year from the date of my signature. 

 

Should there be any questions as to the validity of this release, you may contact me at the address 

listed on this form. 

 

I agree to pay any and all charges or fees concerning this request and can be billed for such 

charges at the address on this form. 

 

I agree to indemnify and hold harmless the person to whom this request is presented and his 

agents and employees, from and against all claims, damages, losses and expenses, including 

reasonable attorney’s fees, arising out of or by reason of complying with this request. 

 

 

 

_______________________________________________  _____________________ 

Signature       Date 

 

 


