VILLAGE OF CLINTON EMPLOYEE HANDBOOK

Welcome & Understanding and Acknowledging Receipt of Employee Handbook

I. OVERVIEW/INTRODUCTION

About the Village of Clinton P.1
Purpose of This Employee Handbook & At-Will Employment Policy P.1
Organization Chart P. 1, Attachment A
Mission Statement for the Village of Clinton Government P.2
Village Board Vision for Conduct of Village Employees & Value Statements for

Village Government P.2
What the Village Provides for Employees Pgs.2-3
Management Rights P.3
Amendments to the Handbook P.3
Il. EMPLOYMENT
Position Descriptions P.4
Filling Vacant Positions P.4
Recruitment and Selection P.4
Immigration Reform and Control Act of 1986 (IRCA) P.4
Work Rules — Business Hrs, Attendance, Reporting Absences from Work,

Unusual Working Conditions Pgs.4-5
Equal Employment Opportunity Statement P.5
Americans with Disabilities Act Compliance Statement & Reasonable

Accommodation P.5
lll. EMPLOYEE DEVELOPMENT
New Employee Orientation P.5
Training, Conferences and Related Expense Reimbursement Pgs.5-6
VI. COMPENSATION, BENEFITS, LEAVE AND CLASSIFICATION
Compensation Pgs.6-8

Pay Periods
Fair Labor Standards Act (FLSA) and Compensation (overtime, comp. time off)
Weekend Rounds
On Call Pay
Time Records
Benefits
Eligibility P.8
Deferred Compensation P.8

Group Insurance Pgs.8-9



Holidays
Retirement (Pension)

Uniform/Clothing Allowance for Department of Public Works Employees

Vacation
Workers Compensation Insurance
Leave
Bereavement (Funeral) Leave
Family Medical Leave Act (FMLA)
Jury Duty
Military Service Leave
Sick Leave
Unpaid Leave
Classifications
Regular Full Time Employee
Exempt & Non-Exempt
Regular Part time Employees
Part time Hourly Employees
Limited Term Employee or Seasonal Employee

V. PERFORMANCE EVALUATION AND REVIEW
VI. DISCIPLINE

Discipline

Standards for Conduct

Unacceptable Conduct

Grievance Procedure and Steps of the Grievance Procedure
Anti-Harassment Policy

VII. LABOR/EMPLOYEE RELATIONS

The Wisconsin Employment Relations Commission (WERC)
Bargaining Units

VIIl. PERSONEL RECORDS AND ADMINISTRATION

Employee Personnel File

Wisconsin Open Records Law

Confidentiality and Privacy

Employee Record Retention and Periodic Destruction

IX. SEPARATION OF EMPLOYMENT

Separation Policy

Types of Separation

Administrative Guidelines

Insurance Continuation Privileges (COBRA)
Conversion of Sick Leave at Retirement

P.9

P.9

P.9
Pgs.9-10
P. 10

Pgs. 10-11
P.11
P.11
P.11
Pgs. 11-12
P.12
P.12
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Pgs.13-14
Pgs. 14 - 16
Pgs. 16 -17

18
18
18
18

vvuww

18
19
.19
.19
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X. WORKPLACE POLICIES

Community Activities While Employee Working (Clinton EMS/Fire Calls)
Confidentiality
Debit Card Use
Dress Code and Personal Appearance
Drug Free Workplace
Drug Testing
Electronic Communication & Information Technology Resources
Hardware & Software
Internet
Use of Social Networking Sites
E-Mail
Housekeeping & Etiquette
Phone, Cell phone, Fax, Copier & Other Equipment
Voice Mail
Resource Usage
Personal Use
Prohibited Uses & Activities
Administrative Issues
Ethics Policy
Expense Reimbursement
Fire Prevention
Nepotism
Outside Employment
Personal Use of Village Property & Use of Personal Property at Work
Political Activities
Residency
Security
Solicitations
Use of Village Vehicles and Use of Personal Vehicles While Working
Weapons
Whistleblower Protection
Workplace Safety
Workplace Safety Policies Specific to Department of Public Works Employees
Workplace Violence

Attachment A - Organization Chart for the Village of Clinton Employees
Attachment B - Specific Safety Policies

Adopted by the Village Board December 17, 2013
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Pgs. 22 - 25
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