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PERSONNEL POLICIES AND PROCEDURE MANUAL  

 

   

Chapter 1  Objectives and Scope of Manual.  

Sec. 1.01.  Purpose of the Manual                 

Sec. 1.02.  Mission Statement                  

Sec. 1.03.  Employee Culture                  

Sec. 1.04.  Guiding Principles                  

Sec. 1.05.  Management Rights                  

Sec. 1.06.  Compliance with Rules and Expectations of Conduct          

Sec. 1.07.  Employees Covered                  

Sec. 1.08.  

  

At-Will Status of Department Directors/Employees          

Chapter 2  Administration of Local Government Agency.  

Sec. 2.01.  Board of Trustees.  

Sec. 2.02.  Village President.  

Sec. 2.03.  Human Resources Committee.  

Sec. 2.04.  Village Administrator.  

Sec. 2.05.  Employee Resource Manager.  

Sec. 2.06.  Department Directors.  

Sec. 2.07.  Supervisors.  

Sec. 2.08.  Responsibilities to Board of Trustees through Administrator.  

Sec. 2.09.  Chain of Command.  

Sec. 2.10.  

  

Joint Employee-Management Committee.  

Chapter 3  Records Management.  

Sec. 3.01.  Purpose Statement.  

Sec. 3.02.  Purpose and Length of Record Retention.  

Sec. 3.03.  Mishandling of Employee Information.  

Sec. 3.04.  Responsibility of Employee Resource Manager.  

Sec. 3.05.  Responsibility of Department Directors.  

Sec. 3.06.  Responsibility of Payroll Processors.  

Sec. 3.07.  Responsibility of Employees.  

Sec. 3.08.  Photographs and Use of Employee Likeness in Village Publishing.  

Sec. 3.09.  Viewing Personnel Records.  

Sec. 3.10.  Viewing Exceptions of Personnel Records.  

Sec. 3.11.  Correction of Personnel Records.  

Sec. 3.12.  Release of Personnel Records.  

Sec. 3.13.  Release Exceptions of Personnel Records.  

Sec. 3.14.  Medical and Health Records.  

Sec. 3.15.  

  

Records that a Municipality Must Give Notice to the subject of the Records Before 

Release and Allow Time for Judicial Review.   

    

Chapter 4  Recruitment and Selection.  

Sec. 4.01.  Equal Opportunity Employment.  

Sec. 4.02.  Recruitment Process – Process.  
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Sec. 4.03.  Recruitment Process – Job Announcements.  

Sec. 4.04.  Recruitment Process – Union Postings.  

Sec. 4.05.  Recruitment Process – Open Competition.  

Sec. 4.06.  Recruitment Process – Eligibility Lists.  

Sec. 4.07.  Recruitment Process – Application Forms.  

Sec. 4.08.  Recruitment Process – Disqualification of Applicants.  

Sec. 4.09.  Selection Process – General Provisions.  

Sec. 4.10.  Selection Process – Applicant Screening.  

Sec. 4.11.  Selection Process – Unfair Advantage Practices Prohibition.  

Sec. 4.12.  Selection Process – Nepotism.  

Sec. 4.13.  Selection Process – Interviews.  

Sec. 4.14.  Selection Process – Notification of Applicants.  

Sec. 4.15.  Selection Process – Notification of Final Interviewed Applicants.  

Sec. 4.16.  Selection Process – Offers of Employment.  

Sec. 4.17.  Selection Process – Post-Offer Medical Examination.  

Sec. 4.18.  Selection Process – Drugs and Alcohol Testing.  

Sec. 4.19.  Selection Process – Background Checks for Positions which require CDL.  

Sec. 4.20.  Selection Process – Standards for Evaluating Driving Record.   

Sec. 4.21.  Hiring Process – Starting Pay.  

Sec. 4.22.  Hiring Process – Transfers.  

Sec. 4.23.  Hiring Process – Reinstatement.  

Sec. 4.24.  

  

Hiring Process – Introductory Period.  

Chapter 5  Job Classification & Compensation  

Sec. 5.01.  General Provisions.  

Sec. 5.02.  Job Documentation Procedure.  

Sec. 5.03.  Vacant Position Control.  

Sec. 5.04.  Abolition of Jobs.  

Sec. 5.05.  Reclassification Requests Procedure.  

Sec. 5.06.  Reclassification Review Procedure.  

Sec. 5.07.  Compensation Philosophy and Priorities.  

Sec. 5.08.  Salary Range Structure.  

Sec. 5.09.  Salary Ranges.  

Sec. 5.10.  Salary Adjustment Procedure.  

Sec. 5.11.  Annual Review and Adjustment to Salary Schedules.  

Sec. 5.12.  Performance Bonuses.  

Sec. 5.13.  Clothing and Equipment.  

Sec. 5.14.  Reimbursement for Travel Expenses.  

Sec. 5.15.  

  

Reimbursement for Meetings and Miscellaneous Expenses.  

Chapter 6  Employees Casual/Seasonal/Temporary  

Sec. 6.01.  Definitions.  

Sec. 6.02.  Recruitment.  

Sec. 6.03.  Compensation.  

Sec. 6.04.  Benefits.  

Sec. 6.05.  Change in Status.  
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Sec. 6.06.  Minor Casual, Seasonal, and Temporary Employees.  

Sec. 6.07.  Recreation Employees.  

  

 

Chapter 7   Work Scheduling  

Sec. 7.01.  Work Schedules.  

Sec. 7.02.  Time Keeping.  

Sec. 7.03.  Payroll.  

Sec. 7.04.  Flexible Work Arrangements.  

Sec. 7.05.  Shift Differential.  

Sec. 7.06.  Overtime.  

Sec. 7.07.  Called-into-Work.  

Sec. 7.08.  Stand By and On-Call.  

Sec. 7.09.  Jury Duty.  

Sec. 7.10.  Severe Weather.  

Sec. 7.11.  Telework and Telecommuting.  

Sec. 7.12.  

  

Return to Work Policy and Workplace and Non-Workplace Injuries/Illnesses.  

Chapter 8   Training, Development, and Appraisals  

Sec. 8.01.  Purpose Statement.  

Sec. 8.02.  Goal of Performance Management Program.  

Sec. 8.03.  Responsibility.  

Sec. 8.04.  Expectations.  

Sec. 8.05.  New Employee Orientation.  

Sec. 8.06.  Attendance at Training Sessions and Other Meetings.  

Sec. 8.07.  Performance Appraisal Process.  

Sec. 8.08.  

  

Education Expense Reimbursement Program.  

Chapter 9  Safety (in progress)  

Sec. 9.01.  Policy Statement  

Sec. 9.02.  Reporting on-the-Job Injuries/Illnesses  

Sec. 9.03.  Worker’s Compensation Benefit Supplement  

Sec. 9.04.  Return to Work Program  

Sec. 9.05.  Death/Serious Injury Notification Guidelines  

Sec. 9.06.  Safety  

Sec. 9.07.  Safety Inspections  

Sec. 9.08.  Drug and Alcohol Testing Program for Employees Required to Possess a CDL  

Sec. 9.09.  Time Limits of Vehicle Operation for Employees Required to Possess a CDL  

Sec. 9.10.  Bloodborne Pathogens  

Sec. 9.11.  Confined Space Entry Procedures  

Sec. 9.12.  Fall Protection  

Sec. 9.13.  Hazardous Communications Program  

Sec. 9.14.  Hearing Conservation Program  

Sec. 9.15.  Lead Management Policy  

Sec. 9.16.  Lock-Out, Tag-Out  

Sec. 9.17.  Personal Protective Equipment Policy  
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Sec. 9.18.  Prescription Safety Eyewear Reimbursement Policy  

Sec. 9.19.  Respiratory Protection Program  

Sec. 9.20.  Safety & Security Handbooks  

Sec. 9.21.  

  

Seat Belts  

    

 

Chapter 10  Behavior & Conduct  

Sec. 10.01.  Appearance.  

Sec. 10.02.  Attendance and Punctuality.  

Sec. 10.03.  Cellular Phone Policy.  

Sec. 10.04.  Communication and Confidentiality.  

Sec. 10.05.  Conduct Guidelines.  

Sec. 10.06.  Drug Free Workplace and Substance Abuse Policy.  

Sec. 10.07.  Ethics Policy.  

Sec. 10.08.  Managements of Requests through the Administrator.  

Sec. 10.09.  Off-Duty Conduct.  

Sec. 10.10.  Political Activities.  

Sec. 10.11.  Reasonable Accommodation of an Employee with a Disability.  

Sec. 10.12.  Respect for Individual Differences.  

Sec. 10.13.  Sexual Harassment Policy.  

Sec. 10.14.  Supervisor-Employee Relationships.  

Sec. 10.15.  Supplementary Employment.   

Sec. 10.16.  Social Media Policy.  

Sec. 10.17.  Technology Use Policy.  

Sec. 10.18.  Telephone Use Policy.  

Sec. 10.19.  Policy for Identification Badges, Keys, and Access Cards.  

Sec. 10.20.  Tobacco Free Village Buildings, Property, Equipment, and Vehicles.  

Sec. 10.21  Village Vehicles.  

Sec. 10.22.  Weapons and Firearms.  

Sec. 10.23.  Work Rules.  

Sec. 10.24.  Workplace Bullying Policy.  

Sec. 10.25.  

  

Workplace Violence Zero Tolerance Policy and Procedure.  

Chapter 11  Discipline, Complaints and Grievance Procedure.  

Sec. 11.01.  Policy Statement.  

Sec. 11.02.  Minimizing the Need for Discipline.  

Sec. 11.03.  Conflict Resolution through Chain of Command.  

Sec. 11.04.  Investigating Problems and Alleged Misconduct.  

Sec. 11.05.  Alternatives to Formal Disciplinary Actions.  

Sec. 11.06.  Progressive Discipline.  

Sec. 11.07.  Weingarten Rights.  

Sec. 11.08.  Grievances of Employee Discipline, Terminations, and Workplace Safety.  

Sec. 11.09.  

  

Complaint Procedure.   

Chapter 12  Benefits  
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Sec. 12.01.  Employee Benefit Presentation Attendance Policy.  

Sec. 12.02.  Wisconsin Retirement System (WRS) Employer.  

Sec. 12.03.  Insurances.  

Sec. 12.04.  Deferred Compensation.  

Sec. 12.05.  Employee Assistance Program.  

Sec. 12.06.  

  

Employee Wellness Program.  

    

 

Chapter 13  Paid and Unpaid Leave Benefits  

Sec. 13.01.  General Provisions.  

Sec. 13.02.  Breaks.  

Sec. 13.03.  Holidays.  

Sec. 13.04.  Paid Time Off.  

Sec. 13.05.  Family Medical Leave.  

Sec. 13.06.  Medical Leave Bank.   

Sec. 13.07.  Leave Donation Policy.  

Sec. 13.08.  Funeral Leave.  

Sec. 13.09.  Leave of Absence.  

Sec. 13.10.  Leave of Absence for Education.  

Sec. 13.11.  

  

Leave of Absence for Military Leave.  

Chapter 14  Separation/Retirement  

Sec. 14.01.  Separation and Retirement Procedures.  

Sec. 14.02.  Last Day Worked.  

Sec. 14.03.  Payouts of Paid Time-Off Bank.  

Sec. 14.04.  Payouts of Medical Leave Bank.  

Sec. 14.05.  Employment Termination.  

Sec. 14.06.  Employment References.  

Sec. 14.07.  Reduction in Force.  

Sec. 14.08.  

  

Exit Interview Procedure.  

   

  

 


