
  City of Fort Atkinson 
  City Manager’s Office 
  101 N. Main Street 
  Fort Atkinson, WI 53538 

 
FINANCE COMMITTEE MEETING  

IN PERSON AND VIA ZOOM 
TUESDAY, JANUARY 10, 2023 – 5:00 PM 

CITY HALL – SECOND FLOOR CONFERENCE ROOM 
 

 
https://us02web.zoom.us/j/84251093521?pwd=cnNpcUJhZHJ3VU5qWmxxaU5LeUN1QT09 

Meeting ID: 842 5109 3521 
Passcode: 430206 

 
Dial by Location 

+1 312 626 6799 US (Chicago) 
 

If you have special needs or circumstances which may make communication or accessibility difficult at 
the meeting, please call (920) 563-7760.  Accommodations will, to the fullest extent possible, be made 

available on request by a person with a disability. 
 

AGENDA 
1. Call meeting to order 

 
2. Roll call 

 
3. Review and possible recommendation to the City Council relating to the 2023 City of 

Fort Atkinson Employee Handbook (Ebbert, Clerk/Treasurer/Finance Director) 
 

4. Adjournment 
 
Date Posted: January 8, 2023 
 
CC: Finance Committee Members: Chairperson Chris Scherer, Megan Hartwick, and Mason Becker; 
City Council; City Staff; City Attorney; News Media  
 
Notice is hereby given that a majority of the Fort Atkinson City Council will be present at this meeting at 
the location and time indicated above to gather information about any subject matters on this agenda 
over which they have decision-making responsibility. This may constitute a meeting of the City Council 
pursuant to State ex rel. Badke v. Greendale Village Bd., 173 Wis.2d. 553, 494 N.W.2d 408 (1993), and 
must be noticed as such although the City Council will not take any formal action at this meeting.  
 
Visit us online! City news and information can be found at www.fortatkinsonwi.gov, and be sure to 
follow us on Facebook @FortAtkinsonWI. 

https://us02web.zoom.us/j/84251093521?pwd=cnNpcUJhZHJ3VU5qWmxxaU5LeUN1QT09
http://www.fortatkinsonwi.gov/
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  Fort Atkinson, WI 53538 

 
MEMORANDUM 

 
DATE:  January 10, 2023 
 
TO:  City of Fort Atkinson Finance Committee  
 
FROM:  Michelle Ebbert, City Clerk/Treasurer/Finance Director 
 
RE: Discussion and possible action relating to City of Fort Atkinson Employee 

Handbook  
 
BACKGROUND 
The Employee Handbook is a vital tool that provides employees with the policies and programs 
that affect their employment. Staff reviews the handbook annually to identify needed or 
desired revisions. In August 2017, staff partnered with an Attorney from Boardman Clark to 
review the existing policies in relation to legal standards. Then, in July of 2019, the City began a 
membership with MRA, a Human Resource firm with locations in Wisconsin, Minnesota, and 
Illinois. One of the many services they offer are Handbook reviews relating to new employee 
practices, including workplace accommodations, contagious diseases and pandemics, remote 
work, and FMLA.  
 
The City Council last approved any revisions to the Employee Handbook in December 2021. In 
2022, Staff tracked changes or revisions to reflect existing practices and provide clarification.  
 
In the fall of 2022, Deputy Clerk Courtney Thom led a Handbook Committee made up of 
employees from various departments and levels of the organization with the goal of making 
make recommendations or suggestions to the Management Team for handbook revisions.  The 
Committee consisted of the following employees:  

• Courtney Thom, Deputy Clerk 
• Dana Bertelsen, Museum Assistant Director 
• Erin Sweeney, Wastewater Foreman 
• Nick Rueth, Public Works Supervisor 
• Brad McGowan, Water Foreman 
• Chris Nye, Senior Center Director 
• Eric Robinson, Library Director 
• JJ Yanke, Parks Maintenance Supervisor 

The Management Team met in person on November 16th to review the Committee suggestions 
and provide follow up suggestions and revisions.  City Manager LeMire and I met to further 
review and modify based on practices and provide clarity.  
 



 
 

DISCUSSION 
This memo will outline the proposed changes with the following headings: INSERTED, 
CLARIFIED, DELETED and MOVED. Also attached are the recommendations from the Committee 
(along with resolution for each item) and the 2023 Revised Handbook with track changes. 
 
Page 4: COMPENSATION PHILOSOPHY: 
INSERTED: ‘The City Manager has the discretion when hiring new employees (particularly 
Department Heads) to negotiate wages and benefits pursuant to existing wage schedules for 
the new hires, giving consideration to the employee’s qualifications and experience.’  
 
Page 6: HOURS OF WORK 
INSERTED: ‘Department’ to clarify that normal week hour hours may vary by Department as not 
all Departments operate on 40-hour work week schedules.  
 
MOVED: ‘The workweek starts on Sunday at 12:00 am (midnight) and ends on the following 
Saturday at 11:59 pm’.  This statement was moved to section PAYDAYS AND PAY DEDUCTIONS 
 
Page 6: MEAL & OTHER BREAK PERIODS 
DELETED: ‘Meal and other break periods cannot be used to arrive late or leave early and cannot 
be combined to create a larger single break period.’ This allows employees to flex their working 
hours during the day and not require benefit time to adjust their schedule by 15-30 minutes.  
 
Page 6: OVERTIME/COMPENSATORY TIME 
INSERTED: ‘Fire Department full-time employees are not eligible for compensatory time but are 
eligible for overtime after 112 hours worked in a pay period and may receive a minimum of one 
(1) hours pay for emergency callbacks’.  
 
Page 7: PAYDAYS AND PAY DEDUCTIONS 
DELETED: ‘Periodically (estimated to be once every six (6) to seven (7) years, the City 
Clerk/Treasurer may adjust ahead the first paycheck date by one week to continue the practice 
of twenty-six (26) pay periods.’  Employees are still paid twenty-six (26) times per year, however 
we no longer adjust the paychecks dates. This eliminates unnecessary estimating of hours by 
Department Heads and maintains regular pay weeks for all employees.  
 
Page 10: VISION INSURANCE 
INSERTED: ‘All eligible employees will be offered vision insurance. Deductions are made the first 
or second pay period. Employees may enroll during open enrollment’.  New benefit offered at 
employee’s expense January 1, 2022. We have fifty-one (51) enrollees for 2023. 
 
Page 12: UNIFORM ALLOWANCE 
CLARIFIED: Titles changed from ‘Telecommunicators’ to Police Department Dispatchers and 
Records Clerk to reflect existing practice.  
 
CLARIFIED: ‘Firefighters’ to Full-time Firefighters. This does not include paid-on-call staff. 



 
 

 
Page 15: HOLIDAYS 
RE-WORDED (additions in italics): ‘Eligible full-time employees will receive eight (8) hours of 
holiday pay for the following:  
New Year’s Day – January 1st 
Spring Holiday, observed annually on the Friday before Easter 
Memorial Day, observed annually on the last Monday in May 
Independence Day, July 4th 
Labor Day, observed annually the first Monday in September 
Veterans Day, November 11th  
Thanksgiving Day, overserved annually on the fourth Thursday in November 
Day after Thanksgiving, observed annually the day after Thanksgiving 
Christmas Eve, December 24th 
Christmas Day, December 25th’ 
 
INSERTED: ‘Off-duty non-exempt Fire Department employees will be paid eight (8) hours pay at 
regular rate of pay for the calendar holidays. On-duty Non-exempt Fire Department employees 
will receive Holiday Pay for hours works on the calendar day in addition to their regular hourly 
rate equivalent to double time’.  
 
INSERTED: ‘Non-exempt employees required to work on a calendar holiday will receive overtime 
at 1.5 times regular rate of pay at a 2 hour minimum.’ 
‘Non-exempt employee required to work on an observed holiday will receive overtime at 1.5 
times regular rate of pay at a 2 hour minimum.’ 
 
INSERTED: ‘When Christmas Day and New Years Day are on a Sunday, non-exempt employees 
required to work will receive overtime at 2.0 times regular rate of pay at a 2 hour minimum. 
 
Whenever a holiday falls on a Saturday the number of holiday hours will be reduced by eight (8) 
hours and personal hours increased by eight (8) hours.   Whenever a holiday falls on a Sunday, 
the City observes the holiday on the following Monday’.  
 
Page 18: FAMILY MEDICAL LEAVE ACT (FMLA) 
CLARIFIED: ‘Under State Law, employees who have completed at least one (1) year of 
employment and worked 1,000 hours, or under Federal Law, employees who have completed at 
least one (1) year of employment and worked 1,250 hours, 
 
Page 20: PERSONAL TIME 
Personal hours have been a benefit to employees with sixteen (16) hours provided per year, 
this section was created and clarified to reflect existing practices.  
 
INSERTED: ‘Eligible full-time non-exempt Fire Department employees will receive twenty-four 
(24) hours of personal time per calendar year.’  
 



 
 

CLARIFIED TO PRO-RATE EARNED PERSONAL TIME WHICH CORRESPONDS WITH PRO-RATED 
EARNED VACATION TIME UPON HIRED: 
‘Eligible full-time employees hired in the 1st quarter will earn sixteen (16) hours. 
Eligible full-time employees hired in the 2nd quarter will earn twelve (12) hours.  
Eligible full-time employees hired in the 3rd quarter will earn eight (8) hours.  
Eligible full-time employees hired in the 4th quarter will earn four (4) hours.’  
 
CLARIFIED FOR FIRE DEPARTMENT: 
‘Eligible full-time non-exempt Fire Department employees hired in the 1st quarter will earn 
twenty-four (24) hours. 
Eligible full-time non-exempt Fire Department employees hired in the 2nd quarter will earn 
eighteen (18) hours.  
Eligible full-time non-exempt Fire Department employees hired in the 3rd quarter will earn 
twelve (12) hours.  
Eligible full-time non-exempt Fire Department employees hired in the 4th quarter will earn  
six (6) hours.  
 
‘For non-exempt employees whenever a holiday falls on a Saturday the number of holiday hours 
will be reduced by eight (8) hours and personal hours increased by eight (8) hours’. This 
statement is also in the Holiday Pay section.  
 
‘Personal time will not carry over at year end’. This encourages employees to take full 
advantage of benefit time offered.  
 
INSERTED: ‘Each Department Head or Supervisor will be given the authority to schedule and 
approve personal hour usage, giving due consideration to the needs of service, and the staff 
required to perform the on-going department activities’.  
 
Page 21: VACATION TIME 
CLARIFIED: ‘Employees earn vacation in the calendar year it is to be used’.  
 
CLARIFIED: ‘New Employees: an employee’s vacation will be pro-rated based on hire date for the 
remaining of the calendar year’. Reflects existing practice.  
 
CLARIFIED: ‘Current Employees: at the beginning of the year, all employees will be notified the 
amount of vacation for the remaining of the calendar year’. Reflects existing practice.  
 
CLARIFIED/INSERTED: This section was clarified for with vacation levels as follows:  
 
All eligible employees will earn vacation with pay as follows:   
 Step 1: 80 hours during the 1st through 5th year 
 Step 2: 120 hours during the 6th through 13th year  
 Step 3: 160 hours during the 14th through 24th year  
 Step 4:  200 hours during the 25th year and thereafter 



 
 

 
All non-exempt Fire Department employees will earn vacation with pay as follows:  

Step 1: 112 hours during the 1st year through 5th year                            
Step 2: 168 hours during the 6th year through 13th year   
Step 3: 224 hours during the 14th year through 24th year                             
Step 4: 280 hours during the 25th year and thereafter  

 
All eligible Dispatchers will earn vacation with pay as follows: 
 Step 1: 48 hours during the 1st year.  
 Step 2: 96 hours during the 2nd year through the 5th year. 
 Step 3: 144 hours during the 6th year through the 13th year.  
 Step 4: 192 hours during the 14th year through the 24th year.  
 Step 5: 240 hours during the 25th year and thereafter.  
 
Prorated vacation hours will be calculated by dividing the accrued hours in each step hours by 
hours worker per year.   
 
Eligible full-time employees: 2,080 hours per year 

Step one is 80 hours divided by 2,080 = .03846 
 Step two is 120 hours divided by 2,080 = .05769 
 Step three is 160 hours divided by 2,080 = .07692 
 Step four is 200 hours divided by 2,080 = .09615 
 
Eligible full-time Firefighter employees: 2,912 hours per year 

Step one is 112 hours divided by 2,912 = .03846 
 Step two is 168 hours divided by 2,912 = .05769 
 Step three is 224 hours divided by 2,912 = .07692 
 Step four is 280 hours divided by 2,912 = .09615 
 
Eligible full-time Dispatchers and Represented employees: 1,947 hours per year 

Step one is 48 hours divided by 1,947 = .02465 
 Step two is 96 hours divided by 1,947 = .04930 
 Step three is 144 hours divided by 1,947 = .07396 
 Step four is 192 hours divided by 1,947 = .09861 
 Step five is 240 hours divided by 1,947 = .01232 
 
REVISED: ‘Vacation leave will not be cumulative and employees will take authorized vacation 
within the year it is earned except that the City Manager or designee may allow earned, but 
unused, vacation time to carry over to the next calendar year if an employee gets prior consent 
or if this action is determined to be in the best interest of the City. Vacation carryover of 
vacation days, personal days, and floating holidays may not exceed the previous year's vacation 
allowance, except in emergency situations when staffing difficulties affect the City.’ This section 
was revised and reinserted within the Vacation section where appropriate – see the next two 
paragraphs.  



 
 

 
REVISED: ‘Each Department Head or Supervisor will be given the authority to schedule and 
approve vacation usage, giving due consideration to the needs of service, and the staff required 
to perform the on-going departmental activities.  Vacation may be taken in fifteen (15) minute 
intervals.’ 
 
REVISED: ‘Unused vacation hours may be carried over to be used in the next calendar year in an 
amount equivalent to the hours earned in the current calendar year. No employee may carry 
over vacation hours in exceed of those earned in the current calendar year.’  
 
DELETED: The examples of vacation accrual calculations were removed. This practice continues; 
however, it is not necessary to include in the handbook.  
 
Page 24: SICK TIME 
DELETED: ‘Accumulated sick leave days may be used during the orientation period, but the 
orientation period will be extended for those days.’ Orientation period was eliminated from 
page 29.  
 
Page 32: ORIENTATION PERIOD 
This section was deleted as all City Employees are ‘at will’ and the employees and the City 
Manager / Management Team has the right to terminate the employment relationship at any 
time.  See page 1 – Important Information About This Handbook. 
 
Page 35: REFERENCES 
INSERTED: ‘This section does not apply to the Police Department when performing or 
cooperating with a background investigation or hiring process as described under Wisconsin Act 
82 which requires law enforcement agencies to create, collect and share employment 
information as part of their recruitment and hiring processes.’ 
 
Page: 35: RESIDENCY 
REVISED: ‘employees must live within twenty-five (25) miles’. This pertains to full-time Fire 
Department employees, Police Chief, Captains and Lieutenants of the Police Department. 
 
Page 36: TERMINATION AND RESIGNATION 
This section was revised and updated for clarification and existing practices.  
 
INCLUDED: ‘dental’ insurance coverage to reflect current practices for retirees.  
 
INCLUDED: Section e. ‘Any unused balance of converted benefits will not be paid out should a 
retiree not use the funds available for health and dental insurance’. This statement reflects 
existing practice.  
 
INCLUDED: Section f. ‘Dental insurance is only available for up to 36 months.’. This statement 
reflects existing practice.  



 
 

 
INCLUDED: ‘Upon retirement any eligible employee may apply pro-rated accrued vacation to 
pay for health and dental insurance premiums. Dental Insurance is available to a retiree up to 
36 months of coverage with paid premium.  Making contributions to the City to extend health 
and dental insurance coverage; however, the amount cannot be greater than 50% of the 
premium amount and should be a consistent amount each month.’ This statement reflects 
existing practice. 
 
The Finance Committee is encouraged to discuss these changes at the meeting and provide any 
questions. Following review and recommendation to the City Council, this item will appear on 
an upcoming Council Agenda.  
 
FINANCIAL ANALYSIS 
There are no direct annual costs associated with the proposed revisions to the Handbook. 
However, there will likely be minimal costs associated with the change relating to overtime pay 
for observed holidays and holidays (specifically relating to snow events on observed and actual 
holidays). 
 
RECOMMENDATION 
Staff recommends that the Finance Committee review and recommend approval of the 
revisions to the 2023 City of Fort Atkinson Employee Handbook to the City Council.  
 
ATTACHMENTS 
2023 Revised Employee Handbook, Handbook Committee Recommendations 



  Handbook Committee Recommendations 
  November 14, 2022 

Resolutions January 7, 2023 

 

 

1. Pg. 6 – Increase the non-exempt minimum overtime wage from 2 hours to 3 hours 

a. Resolution: Not included due to cost and equity issues with FD. 

2. Pg. 7 – Introduce a new section for Temporary Pay Adjustments for non-union staff members.  

a. Resolution: Not included in the handbook, however, current practice is to provide 

documented temporary pay adjustments to those working outside of their regular job 

duties.  

3. Pg. 10   

a. Dental Insurance; previous coverage was better. Would like to see better coverage in 

the future. 

i. Resolution: Dental coverage has not changed. 

b. Short Term Disability Insurance. The state program currently has a surplus of funding 

which makes the employee cost zero. Would like to look into this program. 

i. Resolution: Staff will review program details for future. 

4. Pg. 15 – Holidays; changed Good Friday to Spring Holiday and added “observed annually” for 

Holidays that have moving dates. For continuity do you want to add “observed annually” for all 

Holidays?  

a. Resolution: Included in revised Employee Handbook. 

5.  Pg. 16 – 

a. Double time paid for all hours worked on a Holiday and an Observed Holiday. 

i. Resolution: Included in revised Employee Handbook. 

b. Floating Holiday; 2021 employees wanted a floating Holiday. 2022- DPW would prefer a 

scheduled holiday for scheduling purposes. Employee staff survey planned for 2023  

i. Resolution: Not included; Employee staff survey planned for 2023. 

6. Pg. 20 –  

a. Moved a sentence about separating employees to termination/retirement section. 

i. Resolution: included  

b. Shorten length of step periods for vacation to be more attractive to prospective hires 

and retention of current employees. 

i. Resolution: not included in this iteration. 80 hours of vacation when starting 

employment is generous.  

7. Pg. 21 – Removal of City Manager approval to carry over the previous years’ vacation 

allowance. 

a. Resolution: included, but limited vacation carry-over to 1 year of accrued time due to 

liability of additional vacation accrual 

8. Pg. 22 & Pg. 30 – Management review requested of orientation period sick/vacation time use to 

be more attractive to prospective hires.  

a. Resolution: Orientation period eliminated in Employee Handbook 

9. Pg. 30 – Add travel reimbursement form as appendix? 

a. Resolution: Included 

10. Pg. 31 & Pg 58 –  

a. Performance Evaluations to coincide with pay increases 



  Handbook Committee Recommendations 
  November 14, 2022 

Resolutions January 7, 2023 

 

b. Recommendation to conduct a wage study to determine pay adjustments for all 

employees. 

c. Pay structure that provides pay increases after initial 3 year pay steps. 

i. Resolution: this recommendation from the Committee is a complete shift in the 

City’s compensation strategy. The Management Team agrees with all 

statements; however, it is not realistic to conduct a wage study, create a pay-

for-performance compensation strategy; and include additional step pay 

increases due to the costs associated with items. Changing the pay structure is a 

goal of the City Manager; however, the timing must coincide with some sort of 

substantial revenue increase (i.e. TID closure or new sources of revenue). 

11. Pg. 34 – added language to section regarding potential payback of personal time added from a 

Saturday holiday time if used before “earned” 

a. Resolution: included  
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IMPORTANT INFORMATION ABOUT THIS HANDBOOK 
 
 
This handbook, and its appendix and addendums, have been prepared by the City of Fort 
Atkinson (or the City) to provide employees with general information about the various policies 
and programs that affect their employment. This handbook is not intended to be a legal 
statement of benefits nor a comprehensive explanation of our personnel policies and practices. 
Its sole function is to give employees a general understanding of how the City views the 
employment relationship and approaches employee issues. 
 
The policies, programs, and employment-related benefits outlined in this handbook are those 
presently in effect but may change from time-to-time.  Although we will periodically update this 
handbook to keep employees informed of changes, we may implement changes immediately, 
without advance notice. The City Manager (or his/her designee) is authorized to revise, delete, 
or otherwise change policies and to make the final determination in interpreting or applying 
policies. 
 
It is not possible to anticipate every question that might arise in the course of employment. 
While this handbook provides information about topics most often of interest to employees, 
they may, on occasion, have a question or concern that is not addressed in the handbook. If 
that occurs, they should direct their questions to the City Clerk/Treasurer. 
 
Nothing in this handbook, nor any other written or verbal communication, should be construed 
as creating a contract for employment or a warranty of benefits for any particular period of 
time, nor does this handbook change the "at will" employment relationship between the City 
and any of its employees. Employees have the right to terminate the employment relationship 
with the City of Fort Atkinson at any time, with or without notice, for any reason. The City has 
the same right to terminate the employment relationship at any time, with or without notice, 
for any reason not prohibited by law.  
 
Agreements, promises or guarantees that alter the at-will status of an employee or otherwise 
create a contract for any particular term or condition of employment must be specified in 
writing and expressly approved by the City Manager. 
 
This Employee Handbook supersedes and replaces any and all policies and related materials in 
direct conflict with this handbook and made available to employees.  The City retains the sole 
discretion to add, delete, or change anything contained in this handbook, with or without 
notice, to the extent allowed by law.   
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RESPECTFUL WORKPLACE 

EXPECTATIONS            
Creating and maintaining a respectful workplace requires constant attention and effort by both 
the organization and its employees.  The City is committed to supporting and providing a 
respectful environment.  In return, we expect all employees to demonstrate the interest and 
ability to be positive, productive, and professional in all work interactions.  When we approach 
work challenges with positivity, professionalism, and an intention to solve the problem, we 
foster an environment of mutual respect, which is our ultimate goal.   
 

EQUAL EMPLOYMENT OPPORTUNITY         
The City is an equal opportunity employer and believes in equal opportunity for all employees 
and applicants. Accordingly, all employment decisions are based on the principles of equal 
opportunity. These decisions include recruitment, selection, promotion, transfer, discipline, 
compensation, benefits, training, and other personnel actions involving persons in all job titles 
and shall occur without regard to race, color, religion, sex, pregnancy (including childbirth and 
related conditions), age, national origin, disability, genetic information, military status, sexual 
orientation, gender identity, creed, ancestry, marital status, arrest and conviction records, the 
use or nonuse of lawful products off the employers’ premises during nonwork hours, declining 
to attend meetings or participate in communications about religious or political matters, or any 
other characteristic protected by law.  
 
No individual will be denied nor receive special employment opportunities based on 
membership status in any protected category. Every employee of the City is expected to 
support this equal opportunity and nondiscrimination commitment by conducting him/herself 
in a manner consistent with the intent and spirit of this policy. 
 
Any individual who believes he or she has experienced or observed behavior contrary to this 
policy is required to report that information to their supervisor or Clerk/Treasurer. All such 
reports of action contrary to this policy will be taken seriously and investigated promptly. 
Individuals found to have violated the City’s Equal Employment Opportunity Policy will be 
subject to corrective action, up to and including termination of employment. No individual will 
be retaliated against for making a good faith report of behavior contrary to this policy. 
 

DISABILITY ACCOMMODATION          
The City of Fort Atkinson is committed to providing equal employment opportunities to all 
employees, including qualified individuals with disabilities. This may include providing 
reasonable accommodation, where appropriate.  
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In general, it is an employee’s responsibility to notify the Clerk/Treasurer if they have a need for 
an accommodation. Upon doing so, the City may ask them for their input, the type of 
accommodation they believe may be necessary, or the functional limitations caused by the 
disability. Also, when appropriate, the City may need their written permission to obtain 
additional information from their physician or other medical or rehabilitation professional. Any 
information obtained is kept in a confidential employee file. 
 
All requests for reasonable accommodations will be considered consistent with the business 
needs of the City in accordance with state and federal law. The City will reasonably 
accommodate qualified individuals with a disability so that they can perform the essential 
functions of a job unless doing so causes a direct threat to the health, safety, and well-being of 
these individuals or others in the workplace and the threat cannot be eliminated by reasonable 
accommodation or if the accommodation creates an undue hardship to the City. All questions 
should be discussed with the Clerk/Treasurer. 
 

PREGNANCY ACCOMMODATION          
The City will provide reasonable accommodations to employees for health conditions related to 
pregnancy or childbirth unless providing an accommodation would impose an undue hardship 
on the business. Reasonable accommodations include more frequent restroom, food, or water 
breaks; seating consistent with the employee’s essential job duties; and certain lifting 
restrictions. 
 
The City will engage in an interactive process with the employee in order to determine what 
accommodations may be reasonable and may request information from the employee’s 
healthcare provider for additional assistance.  The employee’s manager and those identified as 
having a need to know may assist in determining the feasibility of the requested 
accommodation.  
 
Employees requesting an accommodation related to pregnancy or childbirth should contact the 
Clerk/Treasurer.   
 

RELIGIOUS ACCOMMODATION          
The City will reasonably accommodate the religious beliefs, observances, and practices of its 
employees which conflict with employment requirements.  Employees must direct requests for 
reasonable accommodation to the human resources department.  The City will provide 
reasonable accommodation if it can do so without undue hardship on our operations.   
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COMPENSATION 
 

COMPENSATION PHILOSOPHY 
The City of Fort Atkinson considers its staff to be key assets.  The salary and benefits program 
provided to the non-represented employees of the City is intended to attract, retain, and 
motivate highly qualified, enthusiastic, productive, and committed employees.  The program is 
designed to assist the City in providing high quality services to the public.  This objective is 
attained by providing compensation based on internal equity and external competitiveness 
within the City’s fiscal capabilities. The City Manager has the discretion when hiring new 
employees (particularly Department Heads), to negotiate wages and benefits pursuant to 
existing wage schedules for the new hires, giving consideration to the employee’s qualifications 
and experience. 
 

COMPENSATION OBJECTIVES 
The objectives of the City’s compensation program are to: 
 

a) Attract and retain highly qualified, enthusiastic, productive, and committed employees; 
b) Maintain and motivate employees to help the City achieve its short- and long-term 

goals; and reward employees for their valued contributions. 
c) Communicate the City’s expectations regarding different rates of pay; 
d) Maintain appropriate controls for payroll costs; 
e) Recognize the internal worth of jobs and pay accordingly; 
f) Meet competitive pay levels within the City’s chosen market and within our available 

resources; and 
g) Ensure consistent administration and application of pay policies. 
h) Ensure that pay plan administration decisions are not based upon or influenced by an 

employee’s sex, race, color, age, religion, or any other legally protected personal 
characteristic. 

 

PAY STRUCTURE 
To facilitate effective administration, a pay structure has been established for all non-
represented positions. The framework of the pay structure is a combination pay structure with 
steps from start to 36 months and a merit pay component. See Pay Structure for additional 
information on Pay Structure, and Compensation paid based on employment status, and merit. 
 

EMPLOYMENT CLASSIFICATIONS        
The following employment classifications have been established for overtime and benefit 
purposes: 
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Full-Time:  Employees regularly assigned to forty (40) hours of work per    
week. These individuals are eligible to receive City benefits   
identified in this Handbook. 

 
Part-Time:                   Employees regularly assigned to less than forty (40) 

hours of work per week. These individuals are eligible 
to receive pro rata City benefits identified in this 
Handbook if they are regularly scheduled to work 
thirty (30) hours or more per week, except as 
required by law.  Employees who are regularly 
assigned to work less than thirty (30) hours per week 
are not eligible to benefits as set forth in this 
Handbook, except as required by law   

 
Seasonal/Temporary: An employee who normally works full-time or part-time for 

temporary periods, such as summer help, in positions having 
irregular workloads, or in experimental positions.  Such persons 
are not eligible to benefits as set forth in this Handbook, except 
as required by law. 

 

 
Non-Exempt: Full-time or part-time employees who are paid on an 

hourly basis and are not exempt from minimum 
wage, overtime, and timekeeping provisions of the 
Fair Labor Standards Act as amended.  Non-exempt 
employees are eligible to receive overtime pay. 

 
Exempt: Full-time or part-time employees who are paid on a 

salaried basis and are exempt from the minimum 
wage, overtime, and certain timekeeping provisions 
of the Fair Labor Standards Act as amended and 
applicable state law.  Exempt employees are not 
eligible to receive overtime pay and are paid a pre-
determined amount of pay regardless of the 
number of hours they work each week. 

 
       Exempt employees include:  

Youth Services Librarian, Reference Librarian/Assistant Director, 
*Museum Director, Assistant Museum Director, Public Works 
Supervisor, *Building Inspector, Assistant City Engineer, Police 
Lieutenant, Police Captain, *Wastewater Supervisor, *Water 
Supervisor, *Library Director, *Park and Recreation Director, 
Senior Center Director, *Public Works Superintendent, *City 
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Clerk/Treasurer, *Fire Chief, *Police Chief, *City Engineer, *City 
Electrician, and *City Manager, Recreation Supervisor. 

 
(* denotes Department Head) 

 
 

HOURS OF WORK            
The normal workweek for all regular full-time employees will be forty (40) hours but may vary 
by job classification/Department.  The workweek starts on Sunday at 12:00 a.m. (midnight) and 
ends on the following Saturday at 11:59 p.m. The specific work schedules for all full-time and 
part-time employees will be established by each Department Head to meet the needs of the 
Department.  Employees may trade scheduled work days and hours or work flexible schedules 
with the prior approval of the Department Head. 
 
You are expected to work overtime when requested and must obtain Department Head 
approval before you work overtime, holiday, or weekend hours. 
 

MEAL & OTHER BREAK PERIODS 
Employees are encouraged to take regular rest/meal breaks during their work shift. Break times 
are determined between the employee and their Department Head.     
Meal and other break periods cannot be used to arrive late or leave early and cannot be 
combined to create a larger single break period.  
 
Nursing Mothers 
The City will provide reasonable unpaid break time each day to employees needing to express 
breast milk for their infant child. This break time must, if possible, run concurrently with any 
break time already provided to the employee. Any other time needed for this purpose will be 
considered paid or unpaid in accordance with federal and state law. Employees who are nursing 
mothers should see their supervisor or Clerk/Treasurer for a private location for this purpose.  
 
Religious Practices 
Employees who wish to observe a religious practice during their regularly scheduled workday, 
such as preparing for prayer and/or praying, should speak with their supervisor or 
Clerk/Treasurer. The accommodation may require usage of the employee’s break time. 
 

OVERTIME/COMPENSATORY TIME      
Non-exempt employees will be compensated at the rate of time and one-half for authorized 
hours worked in excess or outside the normal work schedule calculated to the nearest quarter 
(1/4) hour.  Non-exempt employees may receive a minimum of two (2) hours pay at the rate of 
time and one-half for emergency callbacks. 
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Fire Department full-time employees are not eligible of compensatory time but are eligible for 
overtime after 112 hours worked in a pay period and may receive a minimum of one (1) hour 
pay for emergency callbacks.  
 
No overtime may be performed without the approval of the Department Head or designee. 
Employees are required to work any overtime when requested by their Department Head or 
designee.   
 
Exempt employees are not eligible for overtime. In recognition for time worked necessitated by 
circumstances above and beyond expectation of the job or for time worked which is unusually 
more than normal, exempt employees may receive up to forty (40) hours each year in lieu of 
compensatory time and may be taken any time during the year and may not be carried over.   
 
Non-exempt-employees may receive compensatory time off in lieu of overtime pay.  
Compensatory time allowance is subject to the following: 

 
a) An employee may elect to accumulate compensatory time rather than be paid overtime. 

Compensatory time shall be earned at the rate of one and one-half (1.5) hours for every 
hour of overtime worked.  

b) An employee who elects to accumulate compensatory time rather than be paid 
overtime must make an election to designate overtime hours as compensatory time on 
the employee’s weekly time sheet.  Once the time sheet is submitted, the designation 
cannot be changed. 

c) Compensatory time shall not be accumulated beyond two hundred and forty hours 
(240).  

d) Compensatory time may be paid out in the pay period nearest June 15th and December 
15th of the year earned.  Compensatory time may not be carried over into the next 
calendar year. 

e) Use of compensatory time must be scheduled with the prior approval of the 
Department Head or designee. Compensatory time may be granted by the Department 
Head as requested by the employee, provided the final determination of the number of 
employees who may use compensatory time at any given time is vested in the 
Department Head to insure the orderly and efficient operation of the City. Failure of the 
employee to secure prior approval shall constitute leaving the work place without 
permission and may result in discipline, up to and including termination. 

 

STANDBY PAY 
Water Utility employees will be assigned a pager/cell phone on a weekly basis.  It is preferred 
that this be on a rotating basis with the ability to either trade or relinquish duty, provided 
coverage is maintained.  Employees must be within sixty (60) minutes from the main facility and 
must respond to alarms/Police calls immediately upon receiving the call.  Employees on stand-
by will be paid at the rate of $25.00 per day. 
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PAYDAYS AND PAY DEDUCTIONS 
Wages and salary will be paid biweekly every other Friday with twenty-six (26) pay periods each 
year.  ThePeriodically (estimated to be once every six (6) to seven (7) years), the City 
Clerk/Treasurer may adjust ahead the first paycheck date by one week to continue the practice 
of twenty-six (26) pay pay period workweek starts on Sunday at 12:00 a.m. (midnight) and ends 
on the following Saturday at 11:59 p.m. periods.         
 
Your pay statement will give you a complete record of your earnings and deductions. Only 
deductions required by law and those you have authorized in writing will be deducted from 
your pay. All deductions are listed on your paycheck stub 
 
We have a direct deposit program that every employee must participate in. Paychecks will be 
deposited directly into your checking or savings account. 
 

TIME REPORTING   
State and federal laws require the City to keep accurate records of time worked by all 
nonexempt employees. The approved time record is used to compute earnings on the basis of 
hours worked.  
 
All nonexempt employees are required to maintain a time record using the system provided for 
that purpose. Pay and deductions for federal and state withholding taxes and social security 
taxes are determined from these figures.  
 
Altering, falsifying, tampering with time records, or recording time on another employee’s 
behalf may result in corrective action, up to and including termination. 
 
 
  



 

9 
City of Fort Atkinson 
Handbook Update January 2023220222021 
 

 

BENEFITS 
 

GENERAL BENEFITS INFORMATION          
The City of Fort Atkinson provides certain benefits available for eligible employees in addition 
to their base compensation. Eligibility for some or all of the benefits will depend on the specific 
requirements of each plan. 
 
This section of the handbook is an outline of the benefits available to employees – the specific 
plan provisions, including eligibility requirements, are contained in the plan documents. Any 
conflict between statements made in the employee handbook and the plan documents will be 
governed by the formal plan documents. The City reserves the right to add, modify, or 
terminate any or all benefits and premium contributions without notice.  
 
We understand that medical information about employees and their health is personal.  We 
follow all federal (HIPAA) and state laws regarding privacy of the medical information 
generated by our insurance plans.  Other medical information maintained by the City that is not 
generated by one of our insurance plans may be considered an employment record.  We are 
committed to protecting this medical information as well and keeping it separate from normal 
employment records. 
 

CONTINUATION OF MEDICAL COVERAGE (COBRA)      
This benefit is provided in accordance with the requirements of the federal law on continuation 
of health insurance (commonly known as COBRA). Employees who are eligible for insurance 
continuation will be provided specific information about availability and cost. 
 
In the event of an employee’s death, termination of employment (including retirement), certain 
reductions of hours or entitlement to Medicare benefits, or loss of dependent status according 
to plan rules, employees and their eligible dependents may be eligible to continue medical 
coverage through The City at their own expense. Employees should see the Clerk/Treasurer for 
more information. 
 
This benefit is subject to change as necessary to comply with the federal or state law. Failure to 
make timely payment of premiums will result in the forfeiture of continuation benefits. 
 
It is important to know that there may be alternate coverage options through the Health 
Insurance Marketplace, Medicaid, or other group health plan coverage options (such as a 
spouse’s plan) through what is called a “special enrollment period” which is typically a thirty-
day period to enroll in these other options when losing other coverage.  Some of these options 
may be more cost effective than COBRA continuation coverage.     
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HEALTH INSURANCE 
All eligible employees will be offered health insurance through the Department of Employee 
Trust Funds. The City will pay 88% of the lowest cost plan premium, with the employee paying 
the balance.   Eligible employees married to each other will be offered either two single plans, 
or one family plan. The City has established a Section 125 plan such that all employee premium 
contributions may be paid on a pre-tax basis. See Flexible Spending below.  
 

DENTAL INSURANCE 
All eligible employees will be offered dental insurance. Eligible employees married to each 
other will be offered either two single plans, one employee/spouse plan, or one family plan.  
 

LIFE INSURANCE 
Group life insurance through Wisconsin Employee's Group Life Insurance is available for those 
employees eligible for participation in the Wisconsin Retirement Fund.  
 
The amount of insurance in each calendar year is based on the amount of earnings received 
during the previous calendar year, rounded off to the next highest $ 1,000 amount. The City will 
contribute fifty percent (50%) of the employee's basic premium cost for said insurance 
coverage and the employee will contribute the remainder of the premium cost for said 
insurance. Over and above the basic group life insurance plan, employees, at their own 
expense, are eligible for additional group life insurance and spouse/dependent coverage as 
adopted by Resolution by the City Council. 
 

ACCIDENT INSURANCE 
All eligible employees will be offered accident insurance. Deductions are made the first or 
second pay period. Employees may enroll during open enrollment. 
 

VISION INSURANCE 
All eligible employees will be offered vision insurance. Deductions are made the first or second 
pay period. Employee may enroll during open enrollment.  
 

FLEXIBLE SPENDING PLAN 
All eligible employees will be offered a flexible spending plan. Deductions are made the first 
and second pay period based on the amount selected by the employee. Employees can change 
the deduction amount during open enrollment.   
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Through the Flexible Spending Plan, authorized under Section 125 of the IRS Code, employees 
may elect to deduct specific amounts from their paychecks on a pre-tax basis for specific non-
reimbursed medical expenses and dependent care. 
 
Employees may enroll in the medical expense plan on the date they become eligible for our 
group health insurance plan. Enrollment for the dependent care plan is within 30 days of 
employment. Annual re-enrollment is required in order to continue participation each year.  
 
The City reserves the right to modify or terminate this plan within the limitations of the IRS 
regulations. Questions may be directed to the Clerk/Treasurer. 
 

457(b) SAVINGS PLANS           
The City offers a 457(b) savings plan which is voluntary with before-tax or after-tax options. 
Individual contributions are made through payroll deductions and are subject to IRS limitations.  
A Summary Plan Description will be provided to each participant. This booklet will outline 
enrollment periods, specific benefits, investment options, illustrations of savings benefits, and 
withdrawal options. Employees are encouraged to read this booklet. Please contact the 
Clerk/Treasurer for more information. 
 

LONGEVITY PAY 
All eligible employees will receive longevity pay under the following schedule after completion 
of the prescribed years of City employment. Years of employment must be complete (full) years 
of service computed as of December 1st of each year. Payment will be made in a separate 
check issued on or near December 15th of each year.  
 
  2 Years of Employment $  75.00 
  3 Years of Employment $100.00 
  5 Years of Employment $125.00 
  7  Years of Employment $175.00 
  9 Years of Employment $225.00 
  13 Years of Employment $325.00 
  17 Years of Employment $425.00 
  20 Years of Employment $525.00 
  25 Years of Employment $625.00    
 
In the event of termination of employment during the calendar year, the longevity payment will 
be prorated on a monthly basis in the year of termination according to the schedule below.   
 
Partial Months: 
  1st – 15th of the month: 50% of allowed longevity for that particular month 
  16th – End of the month:  100% of allowed longevity for that particular month 
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MOTOR VEHICLE ALLOWANCE 
A vehicle allowance is allowed for the following persons for the use of their automobile for 
normal City business: City Manager ($200 per month), Parks & Recreation Director ($85.00 per 
month), and Recreation Supervisor ($70 per month).  However, the above-named employees 
will log their monthly business miles and report them to the City Clerk/Treasurer prior to year-
end. Any unsupported income from the monthly allowance will be considered income and will 
be taxed.  The IRS business reimbursement guidelines will be used to calculate expense 
reimbursements. 
 
Other employees who are required to provide their own transportation for City business may 
receive the IRS allowable rate per mile. Personal use of City-owned vehicles is prohibited. 
 

UNIFORM ALLOWANCE 
A list of acceptable uniform attire will be established by each Department Head.  The following 
employees may be granted annual uniform allowances: 
 
Police Chief, Captains and Lieutenants:    

100% of current Police Officer Allowance 
 $75 of allowance may be used for physical fitness apparel 
 20% of allowance may be used for cleaning uniform items 
 
Telecommunicators: Police Department Dispatchers and Records Clerk 

$200.00 Annually 
 No allowance for physical fitness apparel 
    
Full-time Firefighters Firefighters (Includes Chief): 

$350.00 Annually  
No allowance for physical fitness apparel or cleaning uniform items. 

 
Upon retiring or resigning from employment, employees will reimburse the City for clothing 
allowance purchases made in the last three (3) months of employment, unless items purchased 
received prior approval by the Department Head or City Manager and are documented as 
needed equipment replacement. 
 
The City will annually provide the following protective equipment to full-time public works and 
utilities employees:  

Safety shoe allowance  Up to $100.00 
Prescription safety glasses  Up to $200.00 

 
 

Uniform Allowance For New Employees 
A list of acceptable uniform attire will be established by each Department Head.  Initial uniform 
allowance for new employees will be as follows: 
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Police Chief, Captains and Lieutenants: Total purchases for the initial 2 years of employment are 
not to exceed  $1,000; the balance of 2nd year per month rate will be calculated using the 
Patrolman current rate per month for initial uniform allowance.   
 
Telecommunicators: Dispatchers and Police Records Clerk: Total purchases for the initial 2 years 
of employment are not to exceed twice the current year allowance; balance of 2nd year to be 
prorated based on purchases in year one. 
 
FirefightersNon-exempt Fire Department employees (includes Chief): Total purchases for the 
initial 2 years of employment are not to exceed twice the current year uniform allowance; 
balance of 2nd year to be prorated based on purchases in year one. 
 
If employment is terminated by the employeer within this initial 2-year period, the employees 
will reimburse the City for 50% of the amount spent. 
 

SOCIAL SECURITY            
Social Security is a federally sponsored program that pays benefits to employees who have 
made regular contributions to the program during their working years. In addition to the 
amount employees contribute to Social Security (FICA) automatically through their paycheck, 
the City contributes an equal amount each pay period.  
 
A full description of Social Security benefits is available through the Social Security 
Administration. 
 

WISCONSIN RETIREMENT SYSTEM 
All eligible employees of the City will be enrolled in the Wisconsin Retirement System.  The 
employee required contribution rates will be the actuarially required Wisconsin Retirement 
System contribution rate for general category employees as set by Employee Trust Funds.  The 
contribution rate is subject to changes by the Wisconsin Retirement System.   
 

WORKERS’ COMPENSATION           
Workers’ compensation insurance is provided by the City if an employee becomes injured or ill 
due to work-related causes.  
 
All employees must follow these procedures with respect to workplace injuries. All injuries 
must be reported within twenty-four (24) hours to the City’s insurance carrier. 
 
In the event an employee becomes entitled to and receives Worker's Compensation under 
Chapter 102 Wisconsin Statutes, the employee’s Worker's Compensation payment for the 
period of compensable temporary total disability will be supplemented for a period of six (6) 
months so that the employee will receive approximately the employee’s full salary during this 
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period taking into consideration Worker's Compensation, Social Security payments, if any, and 
the amount to be supplemented by the City. This supplementary payment will not be deducted 
from the employee's accumulated sick leave time.  
 
During the time an employee is receiving Worker’s Compensation and supplemental pay, the 
employee will also receive City benefits for which the employee is eligible. After supplemental 
pay is ended, the employee will be eligible for such benefits as required by law. 
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ATTENDANCE & TIME AWAY FROM WORK 
 

ATTENDANCE             
The success and efficient operation of the City of Fort Atkinson depends, to a large extent, on 
every employee being at work and contributing each day. Regular attendance and punctuality 
are essential functions of every position at the City.  The City expects employees to come to 
work and do their best during their scheduled work hours every day. While there may be 
legitimate reasons for being absent or tardy, unnecessary, and unplanned absences should be 
minimal and not disrupt City operations. 
 

EMERGENCY CLOSINGS           
There may be certain emergency situations that cause the facility to be closed. Employees will 
be given as much advance notice as possible. Only the City Manager or his/her designee has the 
authority to officially close the facility under these circumstances.   
 

CONTAGIOUS DISEASES, EPIDEMICS AND PANDEMICS 
The City’s top priority is focused on the health and safety of our employees. The City is 
committed to protecting the workplace in the event of an infectious disease outbreak.  The City 
recognizes that global or local health concerns affecting the general population may impact 
employees’ ability to work around others, either at our offices, off site meetings/conferences, 
and at client locations. During any period of illness or symptoms, employees should always take 
precautions and consult their medical provider if symptoms exist or persist and stay home from 
work until released by their medical provider.  Employees should also contact the 
Clerk/Treasurer to ensure they are following recommended return-to-work guidance by local 
and federal health departments.   
 
As in the case of a contagious illness of epidemic or pandemic proportions, federal, state, or 
local guidelines will prevail, and employees will follow those standards.  Employees are 
encouraged to visit the Center for Disease Control or World Health Organization websites for 
the most reliable and current information. Please contact the Clerk/Treasurer with any 
questions. 
 

HOLIDAYS             
Eligible full-time employees will receive eight (8) hours of holiday pay for the following: 
 
All eligibleeligibleThe City of Fort Atkinson provides full-time employees  willemployees will 
receivereceivewith paid time off for the following holidays in addition to two (2) personal days:  
 
New Year’s Day, January 1st.    
Spring Holiday, observed annually on the Friday before Easter 
Memorial Day, observed annually on the last Monday in May 

mailto:https://www.cdc.gov/coronavirus/2019-ncov/index.html
mailto:https://www.who.int/news-room/q-a-detail/q-a-coronaviruses
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Independence Day, July 4th  
Labor Day, observed annually the first Monday in September 
Veterans Day, November 11th  
Thanksgiving Day, observed annually on the fourth Thursday in November 
Day after Thanksgiving, observed annually the day after Thanksgiving 
Christmas Eve, December 24th  
Christmas Day, December 25th  
 
Employees using approved and accrued sick or vacation before and after the observed holiday 
will receive holiday pay.  
 
Departments which conduct City business on days on which the City observes as a holiday will 
establish their own schedule in which to observe the ten (10) days designated paid holidays.  
The two (2) personal days for full-time firefightersnon-exempt Fire Department employees will 
be designated 24 hours.   
 
Off-duty FirefightersNon-exempt Fire Department employees will be paid eight (8) hours pay at 
regular rate of pay for observed designated the calendar holidays. On-duty Non-exempt Fire 
Department employees will receive Holiday Pay for hours works on the calendar day in addition 
to their regular hourly rate equivalent to double time.  
 
Non-exempt employees required to work on a calendar holiday will receive overtime at 1.5 
times regular rate of pay at a 2 hour minimum. 
Non-exempt employee required to work on an observed holiday will receive overtime at 1.5 
times regular rate of pay at a 2 hour minimum. 
 
When Christmas Day and New Years Day are on a Sunday, non-exempt employees required to 
work will receive overtime at 2.0 times regular rate of pay at a 2 hour minimum. 
 
 
Non-exempt employees required to work on the day officially observed as the holiday as set 
forth below will be paid double time for all hours worked on holiday and the observed holiday.  
 

Whenever a holiday falls on a Saturday the number of a floating Holiday is added to employee’s 
holiday hours will be reduced by eight (8) hours and personal hours increased by eight (8) 
hours. .  Whenever a holiday falls on a Sunday, the City usually observes the holiday on the 
following Monday.  
 

Any absence or any time missed including late, leave early, and call in vacation the day before 
and the day after a holiday which has not been pre-approved will disqualify you from payment 
of the holiday involved and the hours will be removed from your bank. An approved absence is 
a day of paid vacation or paid leave of absence such as disability or worker 
compensation.  Employees on FMLA leaves may be eligible for holiday pay.  Please refer to the 
City Clerk/Treasurer for any questions. Also, see FMLA program in Appendix.   
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The City is mindful there may be additional religious observances, not including the holidays 
already mentioned. Supervisors will give such occurrences consideration as vacation, or time 
without pay if requested, as scheduling permits. 
 

LEAVES OF ABSENCE            
The City, in its sole discretion, may grant an eligible employee with one year of continuous 
service a leave of absence without pay upon a written request outlining the basis for such 
leave.  
 
No leave of absence will be granted for the purpose of seeking other employment.  
 
Employees must work a minimum of ten (10) working days during a given month to be eligible 
for a full month of credit for fringe benefits.   
 
If an employee is granted an unpaid leave of absence and desires to have any or all insurance 
continued, the employee must pay the City or make arrangements with the City Clerk/Treasurer 
for the payment of sufficient monies to pay the required contributions during the period of 
absence. The City's only obligation will be to make the deposits provided by the employee. 
  
When an employee who has been on a leave of absence returns, the City will make the required 
contribution beginning with the month following the employee's return to work. Employees 
returning to work on a limited time basis following the thirty (30) day leave of absence will have 
their insurance benefits prorated proportionately.  
 
Prior to returning from any unpaid leave of absence, the City may require the employee to 
furnish a physician’s certificate documenting the employee’s ability to return to work without 
restriction. 
 

Bereavement Leave    
The City may grant a leave of up to three (3) days within a ten (10) day period from date 
of death, with pay, to attend and/or make arrangements for the funeral in case of death 
in the immediate family of regular full-time employees. "Immediate" family for this 
provision is defined and limited to the following persons: Spouse, brother or sister (and 
in-laws), parents (natural or step), parents-in-law, child (natural, adopted, or step), son-
in-law, daughter-in-law, aunt, uncle, niece, nephew, grandchildren, grandparents, and 
grandparents-in-law.  Any additional time needed for funeral leave in excess of the 
three (3) days allowed, may be granted to an employee making such request, but that 
time will be chargeable against accumulated sick, personal leave or vacation time. 
 

Bone Marrow and Organ Donor Leave 
If employees have been employed at The City for more than 52 consecutive weeks and 
worked at least 1,000 hours during this period, they may take up to six (6) weeks of 
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unpaid time off in a 12-month period to donate bone marrow and organs (e.g., kidneys, 
partial livers, partials lungs, partial pancreas, partial intestine). This leave may only be 
taken, however, for the period necessary for them to undergo the donation procedure 
and to recover from that procedure. Eligible employees may substitute other types of 
available paid or unpaid leave if they choose. 

 
Employees must provide written notification in advance that indicates they will be 
serving as a bone marrow or organ donor. Employees must make a reasonable effort to 
schedule the procedure so that it does not unduly disrupt the employer’s operations.  

 
The City may require medical certification issued by the health care provider of either 
the donee or the donor to verify that the bone marrow or organ recipient has a serious 
health condition that necessitates the transplant, that employees are eligible for and 
agree to the donation, and the amount of time expected to recover. 

 
Employees would continue to receive group health insurance benefits during the leave if 
they had coverage under the plan immediately before the leave. 

 
During the period of recovery, the City reserves the right to allow employees to work in 
an alternative employment position that meets their qualifications. Any period of time 
during this alternative employment will not reduce the amount of leave they are eligible 
to receive. 

 
Employees will be restored to the same or an equivalent position when they return to 
work at the end of their leave.  See the Clerk/Treasurer with any questions regarding 
this leave. 
 
   

Family Medical Leave Act (FMLA) 
The City complies with all applicable provisions of state and/or federal laws on family 
and medical leave. Under State law, employeesemployeesEmployees who have 
completed at least one (1) year of employment and worked 1,000 hours, or under 
Federal law, employees who have completed at least (1) year of employment and 
worked 1,250 hours worked may be eligible for FMLA if they experience a qualifying 
event.  The Appendix to this handbook outlines the policy, including the rights and 
obligations of employees, the notification requirements, and the City's obligations. All 
questions about our Family and Medical Leave policies should be directed to the 
Clerk/Treasurer. 

 
 

Jury Leave and Court Appearances 
The City encourages all employees to be civic-minded; Any employee who is called for 
jury duty during the employee’s regular working hours will immediately notify the 
employee’s Department Head or the City Manager. 
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Any employee required to serve as a juror during the employee’s regular working hours 
will be paid the employee’s regular wages for an eight-hour day. The compensation paid 
to an employee serving as a juror will be turned over to the Clerk/Treasurer, excluding 
mileage. Regular working hours may not be changed to avoid payment under this 
provision. 

  
When an employee is relieved of jury duty prior to the completion of an eight (8) hour 
segment on such working day, the employee will report to the employee’s respective 
work site for assignment until completion of the eight (8) hour segment. 

 
 

Military Leave for Duty or Training 
Members of a Military Reserve or National Guard unit may have an annual training 
period. When an employee receives orders for such duty or training, he or she should 
promptly notify his or her Department Head detailing the duration of the required 
service.  
 
If an employee so desires, he or she may use paid vacation time for military service. Any 
additional time needed for military service will be a leave of absence without pay. 
Should an employee be required to take an extended leave without pay to fulfill his or 
her military duty, eligibility for reinstatement after military duty or training is completed 
is determined in accordance with applicable federal and state laws.   
 
Employees will also be eligible to continue health and dental benefits under certain 
conditions. 
  
Appropriate leave may be provided for reservists and members of the National Guard to 
participate in annual encampment or active duty training, emergency service, or 
specialized training if all legal requirements are met.  
 
If these activities are compensated by the federal government, the City will pay the 
difference between an employees’ regular straight-time wages and the government's 
compensation, up to a maximum of two weeks per year. Employees who are not 
employed on a full-time basis will receive appropriate unpaid time off. 
 

Civil Air Patrol 
An unpaid leave of absence will be granted to an employee who is a member of the Civil 
Air Patrol for purposes of participating in a Civil Air Patrol emergency service operation, 
so long as the leave of absence does not unduly disrupt the City’s operations.  
 
In advance of any emergency service operation, the employee must notify the City in 
writing that they are a member of the Civil Air Patrol and, at the time of the operation, 
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may be required to provide a written statement from their commander certifying their 
participation in an emergency service operation.  
 
An employee may take up to five (5) consecutive workdays of unpaid leave, or up to 15 
days of leave in a calendar year, to participate in an emergency service operation. Their 
status with regard to benefits, pay, and seniority is considered to be uninterrupted by 
the leave. 
 

Emergency Responder Leave 
Employees who volunteer as a firefighter, emergency medical technician, first 
responder, or ambulance driver for a volunteer fire department or unit, a public agency, 
or a non-profit corporation will be permitted to be late or absent from work if due to 
their response to an emergency, as long as they comply with their responsibilities, 
provided below.   
 
Employees should notify their Department Head when they become a volunteer and/or 
when they are no longer a volunteer.  

 
                 

Voting Time Leave 
The City believes that each employee should have the opportunity to exercise his/her 
right to vote in a general election. Since the polls are open extended hours, in most 
instances, employees may vote before or after work.  
 
However, if their work schedule does not provide employees with the required amount 
of time to vote during nonworking hours, they will be granted reasonable time off to 
vote during work hours according to legal requirements and state law. This time off will 
be considered paid or unpaid based upon state law.  The City asks that employees notify 
their Department Head prior to Election Day if they anticipate a need to take time off to 
vote and may be granted up to three (3) consecutive hours off work to vote while the 
polls are open. This timeframe may be determined by the City or Department Head. 

 
PERSONAL TIME 
All eligible full-time employees will receive sixteen (16) hours of personal time per calendar 
year. Eligible full-time non-exempt Fire Department employees will receive twenty-four (24) 
hours of personal time per calendar year.  
 
Eligible full-time employees hired in the 1st quarter will earn sixteen (16) hours.  
Eligible full-time employees hired in the 2nd quarter will earn twelve (12) hours.  
Eligible full-time employees hired in the 3rd quarter will earn eight (8) hours.  
Eligible full-time employees hired in the 4th quarter will earn four (4) hours.  
 
Eligible full-time non-exempt Fire Department employees hired in the 1st quarter will earn 
twenty-four (24) hours. 
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Eligible full-time non-exempt Fire Department employees hired in the 2nd quarter will earn 
eighteen (18) hours.  
Eligible full-time non-exempt Fire Department employees hired in the 3rd quarter will earn 
twelve (12) hours.  
Eligible full-time non-exempt Fire Department employees hired in the 4th quarter will earn six 
(6) hours.  
 
 
Personal hours may are to be used in fifteen (15) minute intervals.  
 
For non-exempt employees Wwhenever a holiday falls on a Saturday the number of holiday 
hours will be reduced by eight (8) hours and personal hours increased by eight (8) hours. Should 
a separating employee use any of the hours added from a Saturday holiday prior to the actual 
date of the holiday, the employee’s final pay period will be reduced by the number of hours 
taken.  
 
Personal time will not carry over at year end.  
 
Each Department Head or Supervisor will be given the authority to schedule and approve 
personal hour usage, giving due consideration to the needs of service, and the staff required to 
perform the on-going department activities.  
 

VACATION TIME 
Employees earn vacation in the calendar year it is to be used.  
 
New Employees: An employee’s vacation will be prorated based on hire date for the remaining 
of the calendar year.  
 
Current Employees: At the beginning of the year, all employees will be notified the amount of 
vacation for the remaining of the calendar year.  
 
All eligible employees will earn vacation with pay as follows:   
 Step 1: 80 hours during the 1st through 5th year 
 Step 2: 120 hours during the 6th through 13th year  
 Step 3: 160 hours during the 14th through 24th year  
 Step 4:  200 hours during the 25th year and thereafter 
 
All non-exempt Fire Department employees will earn vacation with pay as follows:  

Step 1: 112 hours during the 1st year through 5th year                            
Step 2: 168 hours during the 6th year through 13th year   
Step 3: 224 hours during the 14th year through 24th year                             
Step 4: 280 hours during the 25th year and thereafter  

 
All eligible Dispatchers will earn vacation with pay as follows: 
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 Step 1: 48 hours during the 1st year.  
 Step 2: 96 hours during the 2nd year through the 5th year. 
 Step 3: 144 hours during the 6th year through the 13th year.  
 Step 4: 192 hours during the 14th year through the 24th year.  
 Step 5: 240 hours during the 25th year and thereafter.  
 
Prorated vacation hours will be calculated by dividing the accrued hours in each step hours by 
hours worker per year.   
Eligible full-time employees: 2,080 hours per year 

Step one is 80 hours divided by 2,080 = .03846 
 Step two is 120 hours divided by 2,080 = .05769 
 Step three is 160 hours divided by 2,080 = .07692 
 Step four is 200 hours divided by 2,080 = .09615 
 
Eligible full-time Firefighter employees: 2,912 hours per year 

Step one is 112 hours divided by 2,912 = .03846 
 Step two is 168 hours divided by 2,912 = .05769 
 Step three is 224 hours divided by 2,912 = .07692 
 Step four is 280 hours divided by 2,912 = .09615 
 
Eligible full-time Dispatchers and Represented employees: 1,947 hours per year 

Step one is 48 hours divided by 1,947 = .02465 
 Step two is 96 hours divided by 1,947 = .04930 
 Step three is 144 hours divided by 1,947 = .07396 
 Step four is 192 hours divided by 1,947 = .09861 
 Step five is 240 hours divided by 1,947 = .01232 
 
Unused vacation hours may be carried over to be used in the next calendar year in an amount 
equivalent to the hours earned in the current calendar year. No employee may carry over 
vacation hours in excess of those earned in the current calendar year.  
 
Each Department Head or Supervisor will be given the authority to schedule and approve 
vacation usage, giving due consideration to the needs of service, and the staff required to 
perform the on-going departmental activities.  Vacation may be taken in fifteen (15) minute 
intervals. 
 
Vacation accrual may be pro-rated during unpaid or paid time off work. 
All eligible employees except Telecommunicators and Firefighters, or as specified in a separate 
agreement, will earn vacation with pay as follows:  
 Step 1: 80 hours during the 1st through 5th year 
 Step 2: 120 hours during the 6th through 13th year  
 Step 3: 160 hours during the 14th through 24th year  
 Step 4:  200 hours during the 25th year and thereafter 
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Firefighters earn vacation in an amount as set forth above multiplied by 1.4 consistent with the 
tables below.  
Employees who work a normal six (6) day work week, will have eight (8) hours added to each 
week (40 hours) of vacation.   
 
All employees’ vacations will be computed on an anniversary (hiring) date basis prorated for 
each calendar year. All current employees will be notified prior to each January 1st, and all new 
employees will be informed when hired as to the amount of vacation they are able to use 
during the entire or remaining part of each calendar year (through December 31st).  
 
Prorated vacation hours will be calculated by dividing the accrued hours in each step hours by 
2,080. The resulting factor(s) is (are) multiplied by the number of hours worked in each 
respective step rate.  Factors to be used include: 
 Step one is 80 hours divided by 2,080 = .03846 
 Step two is 120 hours divided by 2,080 = .05769 
 Step three is 160 hours divided by 2,080 = .07692 
 Step four is 200 hours divided by 2,080 = .09615 
 
For example – An employee starting his/her first year of employment (step 1) on 9/2/20: 
85 days worked x 8 hours per day = 680 hours at step 1 x .03846 = 26 hours total vacation for 
2020 
 
For example - That same employee starting his/her sixth year of employment (step 2) on 
9/2/25: 
1400 hours are at step 1 (.03846): 1400 x .03846 =  54 hours 
680 hours are at step 2 (.05769):  680 x .05769 =     39 hours 
                  93 hours total vacation for the year 
 
Vacation leave will not be cumulative and employees will take authorized vacation within the 
year it is earned. However, if an employee is unable to use earned, but unused vacation in that 
year the employee may carryover up to the previous years’ vacation allowance. except that the 
City Manager or designee may allow earned, but unused, vacation time to carry over to the 
next calendar year if an employee gets prior consent or if this action is determined to be in the 
best interest of the City. Vacation carryover of vacation days, personal days, and floating 
holidays may not exceed the previous year's vacation allowance, except in emergency 
situations when staffing difficulties affect the City. 
 
Each Department Head or Supervisor will be given the authority to schedule and approve 
vacation usage, giving due consideration to the needs of service, and the staff required to 
perform the on-going departmental activities.  Vacation may be taken in Fifteen (15) minute 
intervals. 
 
While in the orientation period, employees will earn vacation time, however they may not use 
it until successful completion of the orientation period.  Exceptions to this may be made by the 



 

24 
City of Fort Atkinson 
Handbook Update January 2023220222021 
 

City Manager, but the orientation period will be extended by the amount of time taken for 
vacation. 
 
Vacation accrual may be pro-rated during unpaid/paid time off work. 
 

SICK TIME   
All eligible employees will earn sick time with pay at a rate of four (4) hours per pay period.  
FirefightersNon-exempt firefighters  will earn sick time at the rate of six (6) hours per pay 
period. 
 

Sick leave may be accumulated up to one thousand (1,000) hours. 
 

Employees may bank fifty percent (50%) of their earned sick leave in excess of one thousand 
(1,000) hours on an annual basis into an extended sick leave bank.  Employees may not 
accumulate more than one hundred ninety-two (192) hours into the extended sick leave bank.  
The extended sick leave bank may be used only when an individual sickness exceeds five (5) 
days.  For any employee who has completed twenty (20) consecutive years of service, this 
requirement is waived. 
 
Sick leave may be taken in fifteen (15) minute intervals. 
 
Sick leave cannot be used until earned.  
 
Sick leave cannot be used until earned. Accumulated sick leave days may be used during the 
orientation period, but the orientation period will be extended for those days.   
 

Sick time is available to provide employees protection against loss of pay due to illness or 
injury. Sick leave shall be used only for an employee’s or immediate family member’s sickness, 
injury, or medical condition. Sick leave may also be used for routine medical and dental 
appointments of the employee or the employee’s dependent. “Immediate family” includes an 
employee's spouse, brother, or sister (and in-laws), parents (natural or step), parents-in-law, 
child (natural, adopted or step), son-in-law, daughter-in-law, grandchildren, grandparents, and 
grandparents-in-law.  
 
Generally, FMLA leave laws may also apply if an employee is eligible and meets the criteria for 
an FMLA leave.  FMLA leaves run concurrently with any other time taken. See FMLA in the 
Appendix.(See FMLA detail in Appendix of this handbook). 
 
In order to be granted sick leave with pay, an employee must:  

a) Report the reason for absence from work no later than one-half (1/2) hour to the 
employee’s normal reporting time. 

b) Keep the City informed of the employee’s condition. 
c) Permit the City to make such medical inquiry or visit as the City determines is necessary. 
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d) When requested by the Department Head provide medical documentation of the 
medical necessity for absences of more than three (3) working days. Prior to returning 
from any absence of more than five (5) working days because of any medical condition, 
furnish a physician’s certificate of ability to work without restriction.  

 
When an insufficient sick leave balance remains to cover the absence of an employee, the 
remainder will be charged either to accumulated vacation, compensatory time, or leave 
without pay, at the employee's option.  Sick leave cannot be transferred between employees. 
 
Employees may be allowed to use sick leave if they become ill while on vacation, however, the 
City may require a physician's certificate or other evidence to verify the illness. 
 
Misuse of sick leave or the making of false reports regarding illness may result in disciplinary 
action, up to and including termination.  
 

Sick leave accrual may be pro-rated during unpaid/paid time off work. 
 
 
  



 

26 
City of Fort Atkinson 
Handbook Update January 2023220222021 
 

 

TIME AT WORK 

BACKGROUND INVESTIGATIONS 
Background investigations will be required for new full-time employees. Some part-time 
positions also require background checks. These include, but are not limited to positions that 
work with or around children, handles large sums of money or confidential material, or at the 
discretion of the Department Head or City Manager.  

CITY PROPERTY            
Employees may be provided with various City property or equipment. This may include City 
vehicles, computers, software, cellular telephones, keys, credit cards, tools, machinery, safety 
equipment, etc.  Employees are responsible for keeping the property in good working order and 
available for business use at all times. If any such property appears to be damaged, defective, 
or in need of repair, employees must promptly report this to their supervisor. The City may 
request that employees replace any City property which is lost or damaged while assigned to 
them.  Worn or defective property will be replaced by the City. 
 
All equipment and materials are to be used for City business during scheduled work hours only 
and must not be removed from the premises without City approval (see Personal Use policy 
below). Upon termination of employment, employees will be required to account for and 
return all City property and equipment that has been given to them for work use. Failure to do 
so may result in the City taking legal action to obtain the return of its property. 
 

Personal Use of City Facilities and Equipment 
City employees may utilize City facilities and equipment for direct personal use only, on off-duty 
hours with the following restrictions: 

a) For reasons of security, safety, and courtesy to neighboring properties, no facility shall 
be used between 10:30 p.m. and 6:00 a.m.  All doors shall be locked upon leaving. 

b) Employees shall utilize all appropriate safety equipment while performing their work.  
An employee shall not use any tool or piece of equipment with which he or she is not 
familiar. 

c) Work of an involved nature, such as major engine overhauls, will not be allowed.   
d) All work areas shall be restored to a neat and clean condition suitable for the normal 

resumption of City work.  Work which by nature prevents proper restoration, such as 
spray painting of vehicles, shall be prohibited.  

e) No children, spouses, or non-employees shall be allowed on City premises.  
f) An employee shall secure the permission of the department head to use any power 

equipment or the facilities during non-working hours. 
g) Power tools may not be taken off City premises and non-powered hand tools must be 

checked out with the department head. 
h) The employee assumes responsibility for any damage to City equipment through 

personal use. 
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Each Department may have its own regulations in regard to equipment and facility usage, 
including any and all safety regulations, but must comply with the City’s overall policy on 
personal use of equipment and facilities. 
 
City of Fort Atkinson will comply with all requirements of the State of Wisconsin Department of 
Safety & Professional Services regulations regarding occupational safety and health.  All 
employees are required to comply with all safety and health policies of the City and their 
Departments.  All City and Departmental safety and health policies will be maintained by the 
Department Heads and the City Safety Director.  
 

CONFIDENTIALITY   
The City employees may have access to confidential information including payroll, non-public 
miscellaneous data from computer printouts, software, costs, services performed, pricing, etc. 
and any other information not available to the general public 
 
While employed, or thereafter, you may not copy, discuss, or distribute any confidential 
information as described above that comes into your possession as a result of employment with 
the City other than for an approved use. Also, this confidential information must not be 
disclosed via email, the Internet, or any social media, such as blogging, Facebook, instant 
messaging, etc. In all circumstances, the City prohibits the recording of information involving 
resident/business privacy, HIPAA-protected health information, or other proprietary 
information relating to the City. 
 
Requests for confidential information from any internal or external source, or requests for 
media interviews to speak on behalf of the City, should be referred to the City Manager or their 
designee.  
 
Upon termination of employment, employees will be required to return all City materials and 
information, and any copies of such materials, to their supervisor. 
 
Unauthorized release or misuse of proprietary City information will be investigated thoroughly. 
Any employee found to have violated this policy will face corrective action. 
 

DISCIPLINE AND DISCHARGE POLICY 
To provide for a positive, effective, and productive workplace for all employees, certain rules 
are established for conduct of employees. Employees need to be aware that violations of the 
rules of conduct set forth can affect an employee’s future employment with the City. 
 
The Police Department has its own more specific discipline and discharge policy.  They shall 
follow those requirements unless the Department policy does not address the issues defined in 
this handbook.  Please see the Appendix. Please see the Appendix of this handbook for the 
specific and detailed policy. 
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DRUGS & ALCOHOL            
It is the policy of the City to maintain a workplace that is free from the health and safety-related 
consequences of drug and alcohol use and abuse. Employees are required to report to work in 
appropriate mental and physical condition to perform their job. 
 
While on City premises and/or conducting business-related activities at any location, employees 
may not use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. 
Employees may be subject to drug and alcohol testing according to the policy and should 
review the policy in the Appendix Appendix in the back of this handbook or see their 
Department Head or the Clerk/Treasurer for more details. 
 
The legal use of prescribed drugs is permitted on the job only if it does not impair the ability to 
perform the essential functions of the job effectively and in a safe manner that does not 
endanger the employee’s safety or that of other individuals in the workplace. The abuse of 
prescribed drugs is also prohibited in the workplace. Employees must notify their Department 
Head or the Clerk/Treasurer of the use of prescribed drugs or other substances that may affect 
their ability to perform their job safely and effectively. 
 
In consideration of workplace safety, employees should notify their Department Head or the 
Clerk/Treasurer if any violation of this policy is observed. 
 
Failure to comply with any part of this policy may result in disciplinary action, up to and 
including termination. 
 

ELECTRONIC COMMUNICATIONS AND ACCESS TO INFORMATION 
This policy applies to the use of City’s electronic communication systems. "Electronic 
communication systems" include, for example, computers, scanners and printers, fax machines, 
e-mail, the Internet, voice mail, and other methods of communicating through electronic 
equipment. 
 
In general, the City expects all employees to use its electronic communication systems in a 
responsible manner.  The City reserves the right to restrict or revoke any employee’s 
authorization for use of, and access to, the systems at any time for any reason.   
 
Appropriate Usage:  The City’s electronic communication systems are provided for the purpose 
of conducting the City’s business. Employees may use the systems as directed for purposes 
relating to the City’s business and to carry out the duties of their employment.  Personal use of 
the City’s electronic communication systems should be limited to reasonable use that does not 
violate the City’s policies, interfere with the employee’s performance of the employee’s duties, 
interfere with or offend other employees, or disrupt the operation of the City. 
  
Prohibited Uses: The following uses of the City’s electronic communication systems are strictly 
prohibited: 
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a) Use of e-mail, voice mail, or any other aspect of the City’s electronic communication 
systems in any manner that could be disruptive, offensive, defamatory, or harmful to 
other employees, to the business of the City’s, or to other third-parties of any type, 
including, but not limited to, companies, organizations, and individuals; 

b) Downloading, display, viewing, accessing, retrieval, storage and/or transmission of any 
image, document, cartoon, or message intended to frighten, intimidate, threaten, 
abuse, harass or offend any third party; pornographic, erotic, sexually explicit or 
otherwise offensive images, documents, cartoons, or messages; ethnic slurs, racial 
epithets, or anything that may be construed as threatening, harassing or intimidating to 
others based on their protected status; 

c) Use of the City’s electronic communication systems that infringes the copyright or other 
intellectual property rights of third- parties of any type, including, but not limited to, 
companies, organizations, and individuals; 

d) Use of the City’s electronic communication systems for personal recreation, including 
but not limited to playing games, Internet browsing, and on-line shopping, or trading; 

e) Use of the City’s electronic communication systems for commercial purposes unrelated 
to the business of the City; 

f) Solicitation of other employees, vendors, or other third-parties for commercial 
purposes, political causes, outside organizations, or other non-job-related purposes; 

g) Use associated in any manner with illegal activities, such as gambling, controlled 
substance use or sale, or trafficking in pornography; 

h) Unauthorized accessing, or attempting to access, confidential information of the City’s, 
such as personnel records, including medical records; 

i) Disclosure of personal or confidential information, such as personnel records, including 
medical records, without authorization; 

j) Accessing or attempting to access another user’s password, data, messages or other 
information without proper authorization; 

 
No Right to Privacy: The City’s electronic communication systems are the sole property of the 
City.  All electronic communications transmitted by, received from, or stored in the City’s 
electronic communication systems, City-issued cell phones or computer resources are owned 
by the City.  Employees have no right to privacy with regard to use of these systems or the 
information, messages, files, software, and other data stored on these systems.  The City has 
the ability and may access, search, monitor, and/or disclose any communications at any time, 
for any purpose without prior notice being given to the employee and without seeking 
permission of the employee.  In particular, all e-mail messages are the property of the City.  
Nothing residing in an employee’s computer system or files, the City’s e-mail system, or the 
employee’s mailbox will be deemed personal, private or confidential.  Any communications 
related to City business on an employee’s personal cell phone do not carry with them an 
expectation of privacy and the may request a review of the employee’s personal cell phone for 
purposes of responding to Wisconsin Open Records Law requests, civil discovery, or internal 
investigation of City matters. 
 
Passwords must be disclosed to the appropriate representative of the City upon request. 
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Downloading Files and Software: Downloaded software and materials must be used and, if 
necessary, purchased in accordance with United States copyright law. Employees with Internet 
access should primarily download only software with direct business use, and must arrange to 
have such software properly licensed and registered prior to downloading it.  Downloaded 
software must be used only under the terms of its license.  Users should never install 
downloaded software to any network storage device without the advance approval of the City 
Clerk/Treasurer. 
 
No employee may use the City’s electronic communication systems to download or distribute 
software or data that is pirated, or in a manner inconsistent with its license agreement or 
applicable copyright law.  Any software files transferred in any manner into or via the City’s 
computing facilities become the property of the City, subject to the restrictions of any existing 
licensing agreement or applicable copyright law or policy.  In any event, such downloaded files, 
regardless of license or license ownership, may only be used in a manner consistent with their 
licenses or copyrights and applicable policies of the City. 
 
All computer files downloaded via e-mail attachment or in any other manner to the City’s 
electronic communication systems or computer resources must be scanned for viruses before 
they are run or otherwise accessed.  Disabling automatic virus scanning software is prohibited. 
No software may be downloaded or copied without authorization from the City 
Clerk/Treasurer. 
 
Social Networking: The City recognizes that employees may access and use internet or other 
social media sites, including LinkedIn, Facebook, My Space, Twitter, Instant Messaging, chat 
rooms, web sites etc. (collectively referred to for purposes below as "social network").  The City 
recognizes that there may be legitimate business reasons to access and use social networks for 
work purposes.  If an employee has a legitimate business need to use social networks during 
working time, the employee should obtain advanced approval from the employee's supervisor.  
Whether or not such usage is approved by the City, the following standards apply to employees' 
use of social networks: 

 
a. The City reserves the right to monitor social network use whether during work time, and 

outside of work hours if such use impacts the City. 
b. Any social networking performed on City property or using City networks is City 

property and employees do not have any expectation of privacy with respect to any 
communications utilizing them.  The City reserves the right to access and review such 
usage at any time. 

c. Employees shall not use social networks to disclose trade secrets and confidential 
information or engage in unauthorized disclosure of City activities through such usage. 

d. Employees shall not display City logos and trademarks on social network sites without 
the City's permission. 

e. Use of social networks during working time is prohibited except with supervisory 
approval. Social networks may be used for personal purposes during non-working time 
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(breaks or lunch) and then only in such a fashion as to not impact any employee's 
performance of City duties and in a manner not prohibited by this policy. 

f. Employees shall not use of the City's email address for registration on social networking 
sites. 

g. Employees shall not post false or defamatory information regarding the City or any of its 
employees on social networks. 

h. Employees shall not use of social networking sites in a manner which violates the City's 
harassment policy or other portions of this Electronic Communications policy. 

i. If an employee participates in social networking activities in such a manner that the 
employee's affiliation with the City is evident, the employee shall designate that the 
views expressed by the employee are the employee's private views and not the City's. 

j. An employee shall not represent, either expressly or implicitly, that the employee is a 
spokesperson for the City, unless authorized to do so by the City. 

k. If an employee expresses an opinion about the City's product or services or those of a 
City's client, the employee shall disclose that the employee is employed by the City. 

l. Non-exempt employees may not use social networking sites for approved work-related 
tasks during non-working hours. 

 
Confidential Information:  Any confidential business information belonging to the City and/or its 
customers may not be transmitted using the City’s electronic communication systems unless 
appropriate measures are taken to protect confidentiality.  
 
Enforcement: A violation of this policy will result in appropriate discipline, up to and including 
discharge.  
 

 
EMPLOYEE APPEARANCE   
Many City employees will wear specific uniforms (See Uniform Allowances). 
For all other City employees, proper attire, according to the type of work you perform, is 
expected of every employee. Employee attire at all times should be consistent with acceptable 
business decorum. Please be mindful of visitors to the City. Personal appearance of our 
employees reflects and influences the overall City image. City employees are expected to care 
about their personal appearance and ensure that their grooming and attire projects a positive 
self-image and that of the City. 
 
Where required, employees are expected to wear personal protective equipment that is 
provided by the City. 
 
Department Heads will have the final decision when determining if an employee’s attire is 
appropriate and reserve the right to send someone home to change if the attire is outside 
acceptable guidelines. 
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EMPLOYMENT RECORDS           
The City maintains confidential employee records. Employee records are the property of the 
City and access to the information they contain is restricted to those who need to know this 
information in order to perform their jobs. 
 
In an effort to keep our records current and because certain changes could affect tax 
withholding, insurance coverage or work eligibility, employees are obligated to keep us 
informed in writing of any changes or status changes in name, address, telephone number, 
citizenship status, marital status, emergency contact information, etc. 
 
Under certain conditions, employees may review specific documents in their employment file. 
A written request must be made, in advance, to the Clerk/Treasurer who will set up a time to 
review with the Clerk/Treasurer present.  Copies of documents in the personnel file are 
available upon request.  
 
 

EMPLOYMENT OF RELATIVES   
The employment of relatives is permitted, except in situations where a person would be under 
the supervision of a relative or in a situation where influence could be exerted, directly or 
indirectly, on future decisions concerning the status of employment, 
assignment/promotion/transfer, or compensation. 
 
Immediate family members of current employees may not be hired if that employment would: 
 

a) Create a supervisor/subordinate relationship with a family member; 
b) Create the potential for an adverse impact on work performance; or, 
c) Create either an actual conflict of interest or the appearance of a conflict of interest. 

 
No employee may participate in any final decision in any employment matter involving an 
employee who is a family member, or part of the employee’s household. This also applies to 
relationships that may develop during employment. 
 
For this policy, family members are defined as: spouse; child by blood or adoption; spouse’s 
child; sibling; parent or parent-in-law; brother- or sister-in-law; uncle, aunt, niece, nephew, or 
spouse thereof; grandparent or grandparent-in-law; and fiancé or fiancée.  
 

 

EXPENSE & TRAVEL REIMBURSEMENT         
If employees incur costs as a result of conducting City business, they may seek reimbursement. 
The City reimburses employees for reasonable expenses that were incurred while conducting 
business on behalf of the City. See Clerk/Treasurer for specific details. 
 
        

Commented [CT1]: Add request form as appendix? 
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ORIENTATION PERIOD  
New Employees 
Listed below is a list of orientation periods for newly hired regular full-time employees: 
 
Department Heads                                              12 Months (unless governed by State Statute)  
Fire Dept. /Police Dept. Employees     12 Months  
All other Employees                                  6 Months  
 
During the stated orientation periods, employees will be evaluated as to the ability to perform 
the required duties of a position, quality, and quantity of work, and interpersonal skills. The City 
Manager has the discretion when hiring new employees (particularly Department Heads), to 
negotiate wages and benefits pursuant to existing wage schedules for the new hires, giving 
consideration to the employee’s qualifications and experience.  
 
Any absence from employment will extend the orientation period by the length of the absence. 
 
Current Employees 
When an employee is promoted or transferred to another position, the employee will serve the 
following orientation periods:  
 
Department Heads      6 Months 
Fire Dept. /Police Dept. Employees  6 Months  
All Other Employees                          20 Working Days  
 
Any absence from employment will extend the orientation period by the length of the absence. 
 

OUTSIDE EMPLOYMENT           
Although it is not encouraged, the City recognizes that personal circumstances or interests may 
result in an employee seeking additional employment outside the City. If employees are 
considering outside employment, including self-employment, they should talk with their 
supervisor and Human Resources about any possible ramifications.  
 
Any employment outside of The City must not compromise the City’s interests or the 
confidentiality of information or otherwise create a conflict of interest. See Confidentiality 
topics. 
 
In addition, the City will not accept outside employment as an excuse for poor job performance, 
absenteeism, tardiness, the inability to work required hours for their position at The City, or any 
other failure to meet the performance expectations and legitimate business demands. If 
employees’ work at the City suffers, they will be subject to normal performance management 
procedures. 
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Use of equipment, tools, or confidential business information of the City in order to perform 
work for another City or an employee’s own business is prohibited. 
 

PERFORMANCE EVALUATIONS          
The City will evaluate employee performance. Periodic evaluations are an important part of 
ensuring that City employees are properly serving the best interests of the City and its 
residents.  Periodic evaluations are an opportunity to let each employee know how the 
employee is performing, how performance may be improved, and to receive input from the 
employee concerning training, supervision or any job difficulties that may be occurring. The 
practices of Departments for the evaluation process may vary. 
 
All employees who may be eligible for a step increase or an annual pay adjustment will be 
required to have a performance review confirming that employee is meeting the expectations 
of the job.  
 

POSITION VACANCIES  
In the event a regular full-time job vacancy occurs which the City desires to fill, notice of the 
vacancy will be posted in all City departments for five (5) working days.  During this time, 
employees may apply for the position.  The City may also externally advertise the vacancy 
during the internal posting period. The selection of any applicant to fill a job vacancy shall be 
made on the basis of relative ability, experience, and qualification. 
 

PROFESSIONAL DEVELOPMENT 
The City recognizes the value of the professional development of its employees and may 
provide adequate opportunities to develop their skills and abilities through attendance at short 
courses, institutes, seminars and/or conferences.  
 
If an employee is required to achieve or maintain a classification for that employee’s job, the 
City will pay for the books, tuition, and mileage for successfully completing any professional 
development required for that classification which requires the approval by the Department 
Head and City Manager.  
 
Employees who are not Department Heads must receive prior approval from the Department 
Head for attendance during working hours and/or reimbursement for all continuing education 
opportunities.  For non-Department Heads, out-of-state training is generally not allowed.  
However, under extenuating circumstances, out-of-state training may be allowed with the 
approval of the City Manager.  The City reserves the right to request a written report from any 
of these sessions. The City may pay reasonable membership dues to related professional 
organizations or associations. 
 
Primary exam testing required by the employee’s job description in the Water and Wastewater 
Utilities will be paid for by the Utility for up to two (2) attempts.  Certification and re-
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certification in the Water and Wastewater Utilities for the employee’s primary job will be paid 
for by the Utilities. 
 

REFERENCES             
All requests regarding references for any past or present employee are to be directed to Human 
Resources. Only pertinent, factual information, such as dates of employment, job title, etc., will 
be released. Confidentiality of references will be strictly maintained. 
 
This section does not apply to the Police Department when performing or cooperating with a 
background investigation or hiring process as described under Wisconsin Act 82 which requires 
law enforcement agencies to create, collect and share employment information as part of their 
recruitment and hiring processes.  
 

 

 

REMOTE WORK          
Working remotely refers to working at home or offsite rather than a physical presence in the 
workplace.  
 
Generally, City employees do not work from home; however, there may be exceptional 
circumstances due to emergency facility closings, pandemic illness, etc. that may necessitate 
some short-term remote work. 
 
The eligibility for remote work is dependent upon several factors, including but not limited to 
job responsibilities, employee competencies, business needs and workspace/equipment.   
A remote workday is a regular workday.  Employees working remotely are expected to work 
their regular number of hours and be available during their regular work schedule, as pre-
approved.  Non-exempt/hourly remote workers are responsible for properly submitting 
accurate time records of all hours worked, as instructed.   
 
All policies relating to onsite workers apply equally to remote workers, including those 
regarding the use of City property and computers.  Remote workers are expected to use the 
preferred communication tools and equipment provided by The City. 
 

RESIDENCY 
City residency is strongly encouraged for all City employees; however, City residency is not 
required for City employees, except for Full-Time Fire Department employees who must live 
within twenty-five fifteen (2515) miles of the fire station and the Police Chief, Captains and 
Lieutenants who must live within twenty-five (25) miles of the police station. Compliance must 
be within one (1) year from an employee’s date of hire; however, an extension of time may be 
granted in the City Manager’s sole discretion. 
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SAFETY             
All employees are expected to obey safety rules and exercise caution in all work activities. 
Employees must immediately report any unsafe condition to the appropriate supervisor. 
Employees who violate safety standards, cause hazardous or dangerous situations, or fail to 
report or remedy such situations, will be subject to corrective action. 
 
All accidents, no matter how minor, must be reported immediately to the supervisor or Human 
Resources. Lack of notification could affect an employee’s workers compensation benefits. 
 
Employees are required to follow these general safety rules:  
 

• Any illness or injury, no matter how slight, must be reported to the employee’s 
supervisor or manager. Employees should never attempt to treat their own or another 
employee’s injury unless they have received formal first aid training. 

• Any activity that may result in injury or damage to City property will not be tolerated. 

• Employees are responsible for using the required ergonomic and/or personal protective 
equipment provided by the City.  

• Employees should always lift objects using the proper lifting techniques.  

• Employees may only use tools that are in good working order. Never use tools that are 
defective in any way and report any malfunctioning tools or equipment to a supervisor. 

• Employees are responsible to keep their work area clean at all times. 

• Clean up any liquid or chemical spills immediately and indicate any wet or hazardous 
surfaces with proper signage. 

• Employees must use care and follow handling procedures when using hazardous 
materials. 

• Employees must follow lockout/tagout notices on equipment and machinery. 
 
Employees should feel free to discuss any suggestions or comments regarding safety with their 
Department Header at any time. 
 

TERMINATION & RESIGNATION          
We hope you will find your employment with us to be both personally and professionally 
rewarding; however, we do recognize that either you or the City may terminate the 
employment relationship at any time, for any reason. If you decide to leave, a minimum of a 
two (2)-week written notice would be appreciated. Upon termination, all keys, credit card and 
other City property must be returned. 
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Terminating employees will receive all earned, but unused, vacation time. Terminating 
employees will reimburse the City for any used, but unearned vacation days. Should a 
separating employee use any of the Personal Time hours added from a Saturday holiday prior 
to the actual date of the holiday, the employee’s final paycheck may  period will be reduced 
by the number of hours taken.  Unused Holiday and Personal Time will not be paid out upon 
separation, including retirement Final paychecks will generally be issued on the regularly 
designated payday. Accumulated sick leave for employees separating from employment who 
were hired after January 1, 2013 will not be paid out. 
 

If eligible, you will be contacted and offered the opportunity to continue coverage through our 
group health and dental plans at your own cost. 
 
Retirement 
Upon retirement an employee hired on or before January 1, 2013 will have the option of: 
 

a) Applying the value of the employee’s accumulated regular sick leave to pay health 
insurance and dental premiums, as long as participation is allowed by the group health 
insurance provider.  A maximum of one thousand (1,000) regular sick leave hours are 
allowable for accumulation for this purpose.  Extended sick bank hours do not apply.  
There will be no cash payout of unused sick leave.  The same benefit will be allowed for 
surviving dependents of employees who die or become totally disabled during their 
employment.   

  
a)b) Crediting the value of earned and unused vacation towards the employee’s 

health and dental insurance premiums, as long as participation is allowed by the group 
health insurance provider. 

b)c) In the event a retiring employee is the spouse of another City employee eligible 
for health insurance, the City will hold the sick leave balance toward health insurance 
coverage until the retired employee needs health insurance due to retirement of the 
spouse and the spouse’s unused sick leave has been exhausted, as long as participation 
is allowed by the group health insurance provider. 

d) Making contributions to the City to extend health and dental  insurance coverage; 
however, the amount cannot be greater than 50% of the premium amount and should 
be a consistent amount each month.   

e) Any unused balance of converted benefits will not be paid out should a retiree not use 
the funds available for health and dental insurance.  

f) Dental insurance in only available for up to 36 months.  
  

 
Upon retirement any eligible employee may apply pro-rated accrued vacation to pay for health 
and dental insurance premiums. Dental Insurance is available to a retiree up to 36 months of 
coverage with paid premium.  Making contributions to the City to extend health and dental  
insurance coverage; however, the amount cannot be greater than 50% of the premium amount 
and should be a consistent amount each month 
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TOBACCO USE             
There is a concern about the effect of tobacco use on employees’ health as well as the effects 
of secondhand smoke on nonsmokers. 
 
Tobacco use is not permitted anywhere or at any time within the City's facility. This includes 
cigarettes, cigars, pipes, smokeless/chewing tobacco, e-cigarettes, vaping, etc. Your manager 
will show you the location of designated areas where tobacco is permitted outside the building. 
Tobacco use in these areas is permitted only during designated break and meal periods. You are 
expected to dispose of tobacco materials safely and in the proper containers.  
 
Under Wisconsin law, smoking is prohibited in all enclosed places of employment, defined as 
any enclosed place that employees normally frequent during the course of employment, 
including an office, a work area, an elevator, an employee lounge, a restroom, a conference 
room, a meeting room, a classroom, a hallway, a stairway, a lobby, a common area, a company 
vehicle, or an employee cafeteria.   
 

VEHICLES             
All City of Fort Atkinson employees who drive City-owned vehicles should familiarize 
themselves with the following rules governing the use of City motor vehicles:  
 
a) All employees who drive City-owned vehicles are required to have a valid, current 

operator's license, whichever is required for the type of vehicle being driven. 
b) Only City of Fort Atkinson employees may drive motor vehicles owned by the City of Fort 

Atkinson.  
c) No passengers other than on-duty City of Fort Atkinson employees may ride in or on any 

motor vehicle unless the person(s) is authorized to do so by the Department Head.  
d) All employees who drive City of Fort Atkinson motor vehicles shall do so in a safe manner 

and obey all traffic regulations.  
e) Since City vehicles are easily recognized by citizens and therefore become a public relations 

factor, personal use of City vehicles is prohibited. 
f) Any change of status regarding an employee's motor vehicle operator's license, permanent 

suspension, revocation, or restriction code, must be reported to an employee's Department 
Head immediately.  

g) Prior to driving any City of Fort Atkinson motor vehicle, and annually when requested, 
employees will show their operator's license to their immediate supervisor. The supervisor 
shall maintain a written record of each employee's operator's license number.  
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EMPLOYEE ACKNOWLEDGEMENT 
 
I hereby acknowledge that I have received a copy of The City’s Employee Handbook, as well as 
its appendix and addendum(s). I understand that the contents of this handbook are for general 
information and guidance and it does not constitute a contract. I understand that it replaces 
and supersedes any previous policies, manual, or communications, whether written or oral. I 
further understand that all contents in this Employee Handbook are subject to change in 
accordance with applicable laws, but employees will be advised of any changes. I understand 
that I must refer to the on-line version of the handbook for the most current and up-to-date 
version of all topics. 
 
I understand that certain employees are covered by a collective bargaining agreement. Should 
there be a difference between the collective bargaining agreement and this handbook the 
collective bargaining agreement will prevail.  
 
I have entered into my employment relationship with The City voluntarily and acknowledge 
that there is no promise or guarantee for a specified length of employment.  Employees have 
the right to terminate the employment relationship with The City at any time, with or without 
notice, for any reason. The City has the same right to terminate the employment relationship at 
any time, with or without notice, for any reason not prohibited by law. I understand that my 
employment is at-will and that my at-will status may not be altered or changed in any way 
without the authority and signature of the City Manager. 
 
This handbook has control over all prior and existing policy statements, presentations and 
understandings dealing with the same subject matter.  This handbook may not be altered or 
amended without the written authorization of the City Manager.  The City reserves the right to 
change or cancel any policy or procedure at any time, as allowed by law.  Any statement for any 
term or condition of employment which conflicts with any information contained in this 
handbook must be in writing and authorized by the City Manager. 
 
I understand it is my responsibility to read and understand the contents of this Employee 
Handbook and the Appendix including the topics on harassment, attendance, drug and alcohol 
use, and safety.  If I do not understand any provision of the handbook, I shall contact my 
immediate supervisor or Human Resources for clarification. 
 
 
Employee Signature              
 
Print Name         Date       
 
Note: All employees will be required to acknowledge receipt of the Employee Handbook by signing this 
acknowledgement.  This copy is to be removed and placed in the employee’s personnel file. 
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ALCOHOL AND DRUG POLICY 

 
The City of Fort Atkinson is committed to the safe operation and maintenance of its facilities as well as 
appropriate provision of services.  Any employee determined to be using, possessing, distributing, 
selling or under the influence of alcohol or a controlled substance  during work hours (including lunch or 
break periods),  while on City property, or while operating or riding in a City vehicle will be subject to 
disciplinary action up to and including discharge.   
 
An employee is considered under the influence of a controlled substance if that employee has the 
presence of a controlled substance, or drug metabolite in the individual's system, as determined by 
appropriate testing of a bodily specimen, that is equal to or greater than the levels specified for the 
confirmation test. With respect to alcohol, an employee is considered “being under the influence” if the 
employee has a positive reading in a breath alcohol test, to include a Preliminary Breath Test (PBT). 
These shall be referred to as a "positive test." 
 
This policy does not apply to persons taking prescription drugs, as directed by a physician or dentist, 
provided such use shall not endanger the worker or others.  If an employee is required to use 
prescription medicine that the employee has been advised has the potential to impair the employee’s 
job performance, the employee shall notify the employee’s immediate supervisor.  
 
When a supervisor has reasonable suspicion that an employee is under the influence of alcohol or drugs 
(based on appearance, behavior, speech, or body odors) the employee shall be required to submit to 
alcohol and/or controlled substance testing.   
 
When there exists “reasonable suspicion” that an employee is under the influence of or impaired by 
alcohol or a controlled substance, the supervisor making the observation must immediately document 
the “reasonable suspicion” circumstances on the Supervisor’s Report of Impairment form.  “Reasonable 
suspicions” means a belief that an employee is using or has used drugs and/or alcohol in violation of this 
Policy, drawn from specific, objective and articulable facts and reasonable inferences drawn from those 
facts in light of the observer's experience, including but not limited to the following: 
 

a) Observance phenomena, such as direct observation of drug use and/or the physical 
symptoms or manifestations of an employee appearing to be under the influence of a 
drug or alcohol; 

b) Abnormal conduct or erratic behavior while at work, excessive absenteeism, excessive 
tardiness, or significant deterioration in work performance; 

c) A report of drug use provided by reliable and credible sources, which has been 
independently corroborated; 

d) Evidence that an individual has tampered with a Department drug test; or 
e) Evidence that an employee is involved in the illegal use, possession, sale, solicitation, or 

transfer of drugs while working or while on the Department's premises or while 
operating the Department's vehicle(s) or equipment. 
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TESTING PROCEDURE 
 

A. After the Supervisor’s Report of Impairment form is completed, arrangements must be made with 
the Fort HealthCare Business Health Services, 520 Handeyside Lane Ste. 3,(920) 568-5018 for the 
testing and/or collection of urine and blood samples.  

B. If the employee is a union member, he or she should be given the opportunity to contact a union 
steward.  If a union steward is not available, the employee should be given the opportunity to 
contact another union employee to meet with the employee believed to be under the influence. 

C. In the presence of a steward (or if not available, another union employee) and a management 
witness, make the following statement to the employee: 

1. “I have been observing you and it appears that you are under the influence of or impaired 
by alcohol or a controlled substance.  Would you like to make any statements regarding this 
observation?”  If the employee responds in the affirmative regarding being impaired or 
being under the influence, make arrangements for the employee’s safe transport home 
(notice shall be required under these circumstances.)  If the employee answers in the 
negative, the following should be stated”  “We are requesting that you undergo a sobriety 
test and a drug screen test so that we can make an objective, medical determination of your 
condition.” 

2. “If you refuse to take these tests, you will be presumed to be under the influence of or 
impaired by alcohol or a controlled substance and medically unqualified to perform your 
work duties, which may result in your termination.” 

3. “If you agree to take these tests and the results are negative, you will be compensated for 
all time lost.” 

4. “Do you understand?” 
5. “Will you take the test?” 

 
D. If the employee refuses to consent to the test, it should be duly noted on the Supervisor’s Report of 

Employee Impairment. 
E. If the employee consents to the test, the employee should be promptly escorted by a member of 

the Police Department to the Fort HealthCare Business Health Services, 520 Handeyside Lane Ste 3 
for the testing which may include a breath alcohol test and/or collection of blood and urine samples.  
Remember, TIME IS OF THE ESSENCE! 

F. Upon arriving at the Fort HealthCare Business Health Services, 520 Handeyside Lane Ste 3, the 
medical staff should be advised that you are there for a City “reasonable suspicion” drug/alcohol 
test, which may require a breath alcohol test and/or the taking of urine and blood samples. 

G. The employee will be required to sign a city Drug/Alcohol Screening Waiver and Consent form 
(attached) and may be requested to sign other consent forms required by Fort HealthCare Business 
Health Services.  A copy of the Supervisor’s Report of Employee Impairment form should be provided 
to the medical staff for submission to the laboratory along with the blood and urine samples. 

H. Refusal to sign any required form or lack of cooperation during the “reasonable suspicion” process 
will result in a presumption that the individual is unable to pass the test and, therefore, will not be 
considered medically qualified to continue to perform his or her job duties for the City and may be 
disqualified from employment with the City. 

I. A urine sample must be provided in privacy.  However, if there is reason to believe that the 
employee has altered or substituted specimens, the employee can be required to give a second 
sample under direct observation.  The urine specimen shall be collected in appropriate collection 
containers and sealed, labeled, and initialed by the employee without the container ever leaving his 
or her sight.  The employee has an obligation to identify each specimen and initial the same.   
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J. The lab personnel will then ensure that the urine and blood specimens have been properly 

obtained, that appropriate chain of possession procedures have been followed and have been 
documented in writing, and that the Supervisor’s Report of Employee Impairment accompanies the 
samples to the laboratory. 

K. The employee will then return to the workplace with the supervisor, at which time arrangements 
will be made for the transportation of the employee to his or her home.   

L. The employee should then be advised that he/she will be placed on administrative leave pending 
results of the lab test.  

M. If the confirmatory test results are “positive” for the presence of alcohol or a controlled substance, 
the designated Medical Review Officer (M.R.O.) will review and interpret the test results to 
determine if it could have a medical explanation.       

N. If the M.R.O. determines that the confirmatory test results are “positive” for the presence of alcohol 
or a controlled substance, the employee will be promptly provided a written notification that: (1) 
the employee tested positive for the presence of alcohol or controlled substance; (2) because of this 
positive test result, the employee may be medically unqualified for continued employment with the 
City; and (3) the test results are available upon written request within sixty days of receipt of this 
notice.  

Drug testing for marijuana or cannabis will comply with state law. 
 
City employees who hold commercial driver’s licenses (CDLs) and who operate commercial motor 
vehicles while employed by the City may be subject to additional rules and regulations imposed by the 
federal government. 
 
An employee involved in an accident while driving on duty must submit to an alcohol and controlled 
substance test if the accident involves the following: 

a) Personal injury or the loss of human life  
b) Property damage 
c) The issuance of a moving traffic citation under state or local law 

 
The intoxilyzer test must be administered as soon as possible, but no later than eight (8) hours following 
the accident. The drug test must be administered within thirty-two (32) hours of the accident. If the 
alcohol test is not administered within two (2) hours of the accident, the supervisor or department head 
will complete a report explaining the reasons for the delay in conducting the test. If the alcohol test is 
not administered within eight (8) hours of the accident or if the drug test is not administered within 
thirty-two (32) hours of the accident, the supervisor or department head will complete a report 
explaining why the test was not conducted. An employee who is subject to post-accident testing shall 
remain readily available for such testing, the failure of which may result in the Department considering 
that the employee refused to submit to testing. 
 
The City strongly urges its employees to avoid any activities which would create an apparent conflict 
with the intent of this policy, such as consumption of alcoholic beverages prior to normal work periods.  
The immediate benefits of adhering to this practice include the attainment of higher levels of employee 
safety and performance, maintaining the public’s positive perception of the City and its employees, and 
the avoidance of accidents at work or the suspicion of being under the influence of alcohol or drugs 
during work hours. 
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Any employee who believes that they have a problem with drugs or alcohol may apply for a leave of 
absence and seek medical assistance. The City will explain the provisions of the City medical insurance 
benefits and leave of absence policy.  All contacts will remain confidential. 
 
Although the City is concerned with rehabilitation, it must be understood that disciplinary action may be 
taken, up to and including the possibility of dismissal, when an employee’s job performance is impaired 
at any level because he/she is under the influence of alcohol or drugs on the job. 
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DRUG/ALCOHOL SCREENING WAIVER AND CONSENT 
 
Date:_____________________ Time:______________________ 
 
I [employee], hereby authorize the Fort HealthCare, its physicians, nurses, and technicians, to collect 
specimens of my urine and blood for the purpose of determining the presence of controlled substances 
and alcohol therein and to further determine the content thereof.  I further understand that the results 
of this testing may affect my employment status with the city of Fort Atkinson.  I understand and agree 
that the results of this test will be disclosed to my employer, and hereby release the Fort HealthCare, 
the city of Fort Atkinson, the Union, and any employees and/or agents thereof from any and all claims or 
causes of action resulting from the disclosure of these results.  I hereby further agree to waive any 
physical-patient privilege that may otherwise exist with respect to the confidentiality of the results of 
these tests. 
 
IMPORTANT:  In order to ensure accuracy in this screening, it is essential to know ANY and ALL of the 
prescription drugs, non-prescription drugs, over-the-counter medications, and any other chemical 
substance you have taken within the last month.  If you are not taking any medications, drugs, or other 
chemical substances, please check “none”. 
 
(  )  None       (  )  ________________________ 
 
(  )   _________________________   (  )  ________________________ 
 
(  )   _________________________   (  )  ________________________ 
 
 
________________________________               ______________________________ 
Employee Signature     Employee Name (printed) 
 
 
________________________________ 
Witness/Physician and/or Nurse 
 
 
________________________________ 
Witness (Optional) 
 
 
_________________________________ 
Witness (Optional) 
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SUPERVISOR’S REPORT OF EMPLOYEE IMPAIRMENT 
 
Employee:_______________________________ 
 Date:_______________________________ 
 
Location:________________________________ 
 Time:_______________________________ 
 
Observations 
 
Breath:  (odor of alcoholic beverage) ( ) Strong       ( ) Faint       ( ) Moderate       ( ) None 
 
Eyes: ( ) Bloodshot                    ( ) Glassy                    ( ) Normal                    ( ) Watery 
 ( ) Heavy Eyelids             ( ) Fixed Pupils           ( ) Dilated Pupils         ( ) Clear 
 
Speech: ( ) Confused     ( ) Stuttered     ( ) Thick Tongued      ( ) Accent                  ( ) Mumbled  
   ( ) Fair              ( ) Slurred        ( ) Good                     ( ) Mush Mouthed     ( ) Not understandable 
 
Attitude:( ) Excited        ( ) Combative  ( ) Hilarious               ( ) Indifferent             ( ) Talkative  
 ( ) Insulting      ( ) Carefree      ( ) Cocky                   ( ) Sleepy                   ( ) Cooperative  
  ( ) Profane        ( ) Polite          ( ) Other _______________________________________________ 
 
Unusual 
Action: ( ) Hiccuping   ( ) Belching      ( ) Vomiting              ( ) Fighting               ( ) Crying 
 ( ) Laughing    ( ) Other ___________________________________________________________ 
 
Balance:( ) Falling         ( ) Needs Support   ( ) Wobbling      ( ) Swaying   ( ) Other____________________ 
 
Walking:( ) Falling        ( ) Staggering         ( ) Stumbling     ( ) Swaying   ( ) Other ____________________ 
 
Turning:( ) Falling         ( ) Staggering         ( ) Stumbling     ( ) Swaying   ( ) Other ___________________ 
 
Other Circumstances 
 
Accident:_____________________________________________________________________________ 
 
Injuries:______________________________________________________________________________ 
 
Illnesses:_____________________________________________________________________________ 
 
Excessive Absenteeism:__________________________________________________________________ 
 
Excessive Tardiness:____________________________________________________________________ 
 
Misconduct:___________________________________________________________________________ 
 
Horseplay:____________________________________________________________________________ 
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Marked Behavioral Changes:_____________________________________________________________ 
 
Decline in Productivity:__________________________________________________________________ 
 
Indicate any other unusual actions or 
statements:______________________________________________ 
 
____________________________________________________________________________________ 
 
Signs or complaints of illness or injury:______________________________________________________ 
 
____________________________________________________________________________________ 
 
SUPERVISOR’S OPINION 
 
Effects of alcohol/drug intoxication: ( ) None          ( ) Slight          ( ) Obvious          ( ) Extreme 
 
Operation of Equipment:  ( ) Yes            ( ) No 
 
Additional Comments: ________________________________________________________________ 
 
__________________________________________________________________________________ 
 
Employee Admit Impairment:  ( ) Yes            ( ) No 
 
Record of Conversation with Employee: __________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
 
Action Taken: ( ) If yes, employee sent home                ( ) If no, employee sent for test 
 
Supervisor: ________________________________________________________________________ 
 
Signature: ________________________________________________________________________ 
 
Date:  ________________________________________________________________________ 
 
Time:  ________________________________________________________________________ 
 
 
Witnesses: ________________________________________________________________________ 
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FAMILY AND MEDICAL LEAVE POLICY (WISCONSIN & FEDERAL) 

Statement of Policy 

It is the policy of the City of Fort Atkinson (the City) to comply with the requirements of the Wisconsin 
and Federal Family and Medical Leave Acts (FMLA). Generally, an eligible employee will be granted up to 
12 weeks of FMLA leave during a 12-month period on a rolling-forward basis. The leave may be paid or 
unpaid, depending on the reason for the leave and the benefits to which the employee may be eligible. 
This policy will be administered in compliance with the National Defense Authorization Acts of 2008 and 
Fiscal Year 2010 as they amend the Family and Medical Leave Act of 1993, and the regulations 
implementing the Family and Medical Leave Act of 1993 effective March 8, 2013. 

State and federal laws differ in a number of areas, and the City will comply with both. When an absence 
qualifies as family leave under either state or federal law or both, the following rules apply: 

The employee is deemed to be exhausting his/her entitlement under both state and federal law 
concurrently; and 

The law most generous to the employee will apply. 

The taking of leave under this policy will not be used against an employee in any employment decision, 
including the determination of promotions, discipline, compensation, etc. 

Eligibility 

To be eligible for leave under this policy, an employee must have been employed by the City for at least 
12 months. In addition, in the 12 months immediately preceding the commencement of the leave, the 
employee must have worked at least: 

1,000 hours to qualify under Wisconsin law; and 

1,250 hours to qualify under federal law. 

Amount of Leave Available 

As stated above, an eligible employee is generally eligible for up to a total of 12 weeks of protected 
leave within a 12-month period on a rolling-forward basis for any combination of reasons. It is possible 
that an employee could qualify for leave only on the basis of hours worked under the Wisconsin law, 
which generally covers shorter periods of time than the 12 weeks provided by federal law. For Wisconsin 
leave purposes, the 12 month period during which leave must be taken is based on a calendar year. 
These situations will be discussed on a case-by-case basis with affected employees. 

Types of Leave Covered 

A. Birth or Placement for Adoption or Foster Care 

Family leave will be available to eligible male and female employees for the birth of a child or for 
placement of a child with the employee for purposes of adoption or foster care. Such leave must 
generally be completed within 12 months of the birth or placement (16 weeks to commence leave taken 
only under Wisconsin law). 

B. Serious Health Condition of Employee 

An eligible employee who experiences a serious health condition as defined by the state and/or federal 
law may take medical leave under this policy. A serious health condition will generally occur when the 
employee: 

Receives inpatient care in a hospital, hospice, or nursing home; 
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Suffers a period of incapacity of more than three consecutive full calendar days accompanied by 
continuing outpatient treatment/care by a health-care provider;  

Is pregnant, including severe morning sickness; 

Has a history of a chronic condition which may cause episodes of incapacity; or 

Has a permanent or long-term condition which requires continuing treatment by a health care 
provider. 

Medical leave may be taken all at once or, when medically necessary, in smaller increments. The need 
for leave must be documented by the employee’s treating health-care provider through the medical 
certification process. 

An employee may be paid for all or part of a medical leave to the extent s/he is eligible for benefits such 
as short-term disability. 

A fitness-for-duty statement will be required in order for an employee to return from a medical leave. 
Failure to provide the statement will result in a delay in the return to work. 

C.       Serious Health Condition of Immediate Family Member 

An eligible employee may take family leave under this policy in order to care for a son, daughter, 
spouse, or parent with a serious health condition (see above section for general definition).  The 
Wisconsin FMLA also covers the serious health condition of an employee’s parent-in-law, domestic 
partner (registered or unregistered) and domestic partner’s parent.  This leave may be taken all at once 
or, when medically necessary, in smaller increments. It will be necessary for the family member’s 
treating health-care provider to document the need for leave through the medical certification process. 
An employee may be required to provide certification of domestic partner relationship. 

Qualifying Exigency for Military Family Leave 

An eligible employee may take family leave under this policy while the employee’s spouse, son, 
daughter, or parent (the “military member”) is on covered active duty or call to active duty status for 
any qualifying exigency under federal law. This leave may be taken all at once or, in smaller increments. 
It will be necessary to submit a complete and sufficient certification for FMLA leave due to a qualifying 
exigency. Qualifying exigency leave may be taken by family members of regular armed service 
members, as well as family members of Reserve and National Guard members, provided the service 
member is deployed to a foreign country. 

D.     Military Caregiver Leave 

An eligible employee may take up to an additional 14 weeks (not to exceed 26 weeks total) of family 
leave in a single 12-month period under this policy to care for a current member of the Armed Forces, 
including a member of the National Guard or Reserves, or, 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 (or existed before the beginning of the member’s active duty and was aggravated by 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.  A covered service member may 
also be a veteran who is undergoing medical treatment, recuperation, or therapy, for a serious injury or 
illness and who was a member of the Armed Forces (including a member of the National Guard or 
Reserves) at any time during the period of 5 years preceding the date on which the veteran undergoes 
that medical treatment, recuperation, or therapy.  

This entitlement will be applied on a per-covered-service member, per-injury basis.  The covered service 
member must be the eligible employee’s spouse, son, daughter, or parent, or next of kin. It will be 
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necessary for the covered service member’s treating health-care provider, as defined by law, to 
document the need for leave through the medical certification process. 

Notifying the City of the Need for Family or Medical Leave 

Generally, an application for leave must be completed for all leave taken under this policy. When the 
need for leave is foreseeable, the employee should provide notice at least 30 days in advance. When 
this is not possible, notice should be provided as soon as the employee learns of the need for leave. In 
cases of emergency, verbal notice should be given as soon as possible (by the employee’s representative 
if the employee is incapacitated), and the application form should be completed as soon as practicable. 
Failure to provide adequate notice may, in the case of foreseeable leave, result in a delay of the leave. 
Leave application forms are provided by the Human Resource Department. 

Calling in “sick” does not qualify as FMLA leave.  An employee must provide sufficient information 
regarding the reason for an absence for the City to know that protection may exist under this policy. 
Failure to provide this information as requested will result in the employee’s forfeiting all rights under 
the policy. This means the absence may then be counted against the employee for purposes of discipline 
for attendance, etc. 

Medical Certification of a Serious Health Condition 

Generally, the City will require medical certification to verify that an employee or family member’s 
illness meets the definition of serious health condition and to determine the nature and duration of the 
leave. In the case of a family illness, the provider must also verify that the employee is needed to care 
for the family member. 

Periodic recertification to verify that a condition is ongoing may be required as provided by the law. 

The appropriate form should be obtained from the Human Resource Department and should generally 
be returned within 15 days. Failure to provide this certification may result in delay or denial of the leave. 

Additional Certifications 

If the City has reason to question the validity of a medical certification, an employee may be required to 
provide a second certification from a health-care provider selected and paid for by the City. If the 
second opinion differs from the first, a third opinion may be required. The health-care provider for the 
third opinion must be mutually chosen by the employee and the City and paid by the City. The third 
opinion, by law, is binding on all parties. 

Use of Paid and Unpaid Leave   

Both state and federal FMLA mandates that an employer provides unpaid leave to eligible employees. 
However, an employee or employer may elect to substitute a paid benefit for which the employee is 
eligible in order for the employee to receive pay during the leave. In some cases, the City may require 
that benefits, such as vacation, be used before the employee may take unpaid time. When paid benefits 
are substituted for the otherwise unpaid time, the employee is using the benefits concurrently with 
FMLA leave, and those benefits will not be available to the employee later.  When paid benefits are 
substituted, the employee may be required to satisfy any procedural requirements of the organization’s 
paid leave policy (for example, advance notice to use paid leave, use of paid leave in established 
increments, etc.). 

In cases where substitution of a paid benefit is not possible, the employee will receive reduced 
compensation consistent with the number of hours the person actually works. 
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In order to receive pro-rated sick time during paid and unpaid leave, an employee must use at least 50% 
of their benefit time in a pay period. Sick accrual will be pro-rated based on the benefit time used.  

 

 

Intermittent or Reduced Schedule Leave 

Intermittent and/or reduced schedule leave will be permitted when it is medically necessary and, (in 
some cases, for birth or placement for adoption.} In all cases, the total amount of leave taken in a 12-
month rolling period should not exceed the 12 weeks defined earlier in this policy. 

Intermittent and reduced schedule leave must be scheduled with minimal disruption to an employee’s 
job. To the extent an employee has control, medical appointments and treatments related to a serious 
health condition should be scheduled outside of working hours or at such times that allow for a minimal 
amount of time away from work. 

The City may, in some cases, transfer an employee to an alternative position, with equivalent pay and 
benefits, in order to better accommodate the need for intermittent or reduced schedule leave. 

Benefit Continuation During Leave 

Coverage under group health insurance will continue while on leave, but employees must continue to 
pay their portion of the premium. Payment arrangements will be discussed with individuals upon their 
request for leave. 

Rights Upon Return from Leave 

An employee who takes leave under this policy will be reinstated to the same job or an equivalent 
position upon completion of the leave. If an individual has exhausted all leave under this policy and is 
still unable to return to work, the situation will be reviewed on a case-by-case basis to determine what 
rights and protections might exist under other City policies. 

The law provides that an employee has no greater rights upon a return from leave than the individual 
would have had if s/he had continued to work. Therefore, an employee may be affected by a layoff or 
other job change if the action would have occurred had the employee remained actively at work. In such 
cases, the official date of the layoff will mean the end of FMLA leave for the employee.  If the employee 
is recalled, if FMLA leave is still required, it may then continue. 

Worker’s Compensation Absences 

When an employee is absent due to a work-related illness or injury which meets the definition of a 
serious health condition, the absence will be counted against the employee’s allotment of FMLA leave 
under federal law.  In other words, the employee is using Federal FMLA leave concurrently with the 
worker’s compensation absence. 

Early Return from Leave 

An employee who wishes to return to work earlier than originally anticipated should provide at least one 
week’s notice of such request.  A fitness-for-duty certification may be required. 
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DISCIPLINE/DISCHARGE POLICY 
 
The following conduct is prohibited while on City time and may subject the individual involved to 
disciplinary action, up to and including termination. The following examples are illustrative of the type of 
conduct that is prohibited, but this list is not all-inclusive: 
 

d) Direction of violence at other City employees, or members of the public; this includes 
threatening or attempting to do bodily harm to others, or damaging any City vehicle or 
equipment, or threatening, intimidating, interfering with, or abusing (physically or verbally);  

e) For employees (except sworn police officers) to open carry firearms or other weapons at the 
workplace, in City-owned vehicles, or during the course of performing job duties; concealed 
carry, however, is permissible provided the proper permit has been attained; 

f) Theft or inappropriate removal or possession of City property without prior authorization;  
g) Violation of the City’s alcohol and drug policy; 
h) Violation of the City’s harassment policy;  
i) Being subject to a pending criminal charge or the conviction of an offense  which is substantially 

related to the employee’s job duties; 
j) Insubordination, including  the refusal to follow directives given by a supervisor as long as the 

directive is legal and in line with the ethics of public service;  
k) Intentionally introducing a virus into the City’s network or otherwise intentionally corrupting or 

compromising the City’s computer systems;  
l) Failure to perform the duties of the position. The duties required should be shared with the 

employee and be consistent with the position’s job description; 
m) Making malicious, misleading, or false statements about City employees or matters. Failing to 

maintain confidentiality with respect to City information; 
n) Falsification of records, cheating, stealing, giving false or incomplete information required by an 

authorized person or otherwise misrepresenting one’s authority in the performance of assigned 
tasks; 

o) Sleeping on duty; during work hours. 
p) Violation of any safety, health, or sanitation rules and regulations;                         
q) Unauthorized absence from duty. Abuse of sick leave;  
r) Tardiness.  Failure to maintain a satisfactory working relationship with other employees or the 

public; 
s) Inappropriate use of the Internet; 

Conduct detrimental to City service delivery. This includes not maintaining a standard of personal 
appearance that is fitting to the community and to the public. 
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DISCHARGE AND DISCIPLINE PROCEDURE 
 

a) The Department Head/Supervisor will promptly document any occurrence of unacceptable 
behavior in writing. 

b) The Department Head/Supervisor will meet with the employee to discuss the facts surrounding 
the policy violation. 

c) The Department Head/Supervisor will determine an appropriate course of action, including any 
disciplinary action. 

d) The Department Head/Supervisor will meet with the employee to inform the employee of any 
action. 

e) The employee has the opportunity to appeal any disciplinary action as described in the 
Grievance Procedure for the City of Fort Atkinson. 

 
 
Discipline may result when an employee’s actions do not conform with generally accepted standards of 
good behavior, when an employee violates a policy or rule, when an employee’s performance is not 
acceptable or when the employee’s conduct is detrimental to the interests of the City.  Disciplinary 
action may call for any of four steps – verbal warning, written warning, suspension (with or without pay) 
or termination of employment – depending on the problem and the number of occurrences.  There may 
be circumstances when one or more steps are bypassed and the City reserves the right, in its sole 
discretion, to impose disciplinary action as may be appropriate to the particular circumstances. 
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GRIEVANCE PROCEDURE 
 
This Policy is intended to comply with Section 66.0509, Wis. Stats., and provides a grievance procedure 
addressing issues concerning workplace safety, discipline, and termination.  This Policy applies to all 
employees covered under Section 66.0509, Wis. Stats., other than police and fire employees subject to 
Section 62.13(5), Wis. Stats., and any employee covered by an existing Collective Bargaining Agreement.  
An employee may appeal any level of discipline under this grievance procedure.  For purposes of this 
Policy, the following definitions apply: 
 
Employee discipline shall not include the following items: 

a) Verbal or written warnings; 
b) Put Placing an employee on paid administrative leave pending an internal investigation; 
c) Counseling, meetings, or other pre-disciplinary action; 
d) Actions taken to address work performance, including use of a performance improvement plan 

or job targets;  
e) Demotion, transfer or change in job assignment; or  
f) Other personnel actions taken by the employer that are not a form of progressive discipline. 

 
Employee termination shall include action taken by the employer to terminate an individual’s 
employment for misconduct or performance reasons, but shall not include the following personnel 
actions: 

a) Resignation or voluntary quit; 
b) Job transfer; 
c) Non-renewal of contract or the completion of a temporary or seasonal employment or 

assignment; 
d) Layoff or failure to be recalled from layoff at the expiration of the recall period;  
e) Retirement; 
f) Job abandonment, “no-call, no-show”, or other failure to report to work; or 
g) Termination of employment due to medical condition, lack of qualification or license or other 

inability to perform job duties. 
 

Days: regular business days, Monday through Friday, other than weekends and holidays regardless of 
whether the employee or his or her classification is scheduled to work.  The time within which an act is 
to be done under this Policy shall be computed by excluding the first day and including the last day. 

 
Grievant: an employee as defined by State Statutes governing this grievance procedure.  At the 
grievant’s cost and request, they may be represented by a person of their choice.  

 
Workplace safety: those conditions related to physical health and safety of employees enforceable 
under federal or state law, or City rules related to: safety of the physical work environment, the safe 
operation of workplace equipment and tools, provision of protective equipment, training and warning 
requirements, workplace violence and accident risk. 

 
Termination: discharge from employment for disciplinary reasons.  

 
Holidays: as used in this Policy shall be defined as those holidays as set forth in the City’s Employee 
Handbook that is in effect at the time the grievance is made.  
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Costs: any expense incurred by an employee in investigating, preparing, or presenting a grievance shall 
be the sole responsibility of the employee.  Each party, (employee and employer), shall bear its own 
costs for witnesses and all other out-of-pocket expenses including possible attorney fees.  The fees of 
the impartial hearing officer shall be divided equally between the parties with the employee(s) paying 
half, and the employer paying the other half. 

 
Any written grievance filed under this Policy must contain the following information: 

a) The name and position of the employee filing it, 
b) A statement of the issue involved, 
c) A statement of the relief sought, 
d) A detailed explanation of the facts supporting the grievance,  
e) The date(s) the event(s) giving rise to the grievance took place,  
f) The identity of the Policy, procedure or rule that is being challenged, 
g) The steps the employee has taken to review the matter, either orally or in writing, with the 

employee’s supervisor, and 
h) The employee’s signature and the date.  
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HARASSMENT & OFFENSIVE BEHAVIOR/WORKPLACE BULLYING     
    
The City is committed to providing a workplace that is free of discrimination, harassment, bullying, and 
other offensive behaviors. All employees are expected to support this commitment by treating everyone 
they interact with through work, both internally and externally, in a way that is consistent with both the 
intent and spirit of this policy. Acceptable behaviors include being courteous and considerate of others, 
working cooperatively, and maintaining confidentiality.  
 
In line with this commitment, the City prohibits discrimination or harassment of its employees by 
another employee, supervisor/manager/leader, or third party for any reason including, but not limited 
to a person’s: race, color, religion, sex, pregnancy (including childbirth and related conditions), age, 
national origin, disability, genetic information, military status, sexual orientation, gender identity, creed, 
ancestry, marital status, arrest and conviction records, the use or nonuse of lawful products off the 
employers’ premises during nonwork hours, declining to attend meetings or participate in 
communications about religious or political matters, or any other characteristic protected by law.  
 
This policy applies to applicants for employment, all employees including temporary workers or 
independent contractors, and any other person associated with the City, including business partners, 
customers, and visitors. It applies not only to the workplace during normal business hours, but also to all 
work-related social functions, whether on or off the City premises, and business-related travel. 
 
This policy extends to all work-related interactions, whether in person, via telephone, in writing, or 
through electronic communications such as e-mail, text messages, instant messages, blogs, electronic 
conferencing, and social media postings regardless of whether they are made through a computer, cell 
phone, or other electronic device or medium.  
 
Harassment includes any unwelcome behavior that is offensive, abusive, threatening, intimidating, 
humiliating, or degrading to another individual. The behavior can be verbal, written, visual, or physical 
and can arise out of in-person or electronic communications. While harassment may be based on 
protected class status, other offensive behavior that impairs morale and interferes with work 
effectiveness, including jokes and teasing, are also prohibited by this policy.  
 
One type of harassment is sexual harassment. Sexual harassment includes unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct of a sexual nature when this conduct 
explicitly or implicitly affects an individual’s employment, unreasonably interferes with an individual’s 
work performance, or creates an intimidating, hostile, or offensive work environment.  
 
Sexual harassment includes unwelcome sexual behavior by either men or women toward either men or 
women. It also includes sex-based harassment directed at someone because of their gender. Examples 
of sexual harassment or other harassing or offensive behaviors include, but are not limited to: 
 

• sexual and other offensive jokes told in person or through any electronic device; 

• sexual innuendo, language or images sent through texts, instant messages, e-mail, or other 
electronic device (“sexting”); 

• intimidation, sabotaging, physical assaults, or threats; 
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• slurs, epithets, or name calling; 

• posting offensive messages on social media sites; 

• unwelcome sexual flirtations, advances, or propositions; 

• ridicule, mockery, insults, or put-downs told in person or through any electronic device; 

• physically displaying or sending discriminatory, sexually suggestive, or other offensive objects or 
pictures, including photos, posters, calendars, graffiti, drawings and cartoons, or language, 
including jokes, through any medium, including electronically, in person, interoffice mail, or any 
other manner; 

• interference with work performance; 

• leering, staring, unwelcome touching, or physical closeness; and 

• using City-provided electronic devices (including computers and cell phones) to view, display, or 
distribute pornography or other offensive content.  

 
No one will be denied or given employment opportunities based on going along with or rejecting sexual 
advances or any other behavior prohibited by the policy. 
 
Harassment can also take the form of micro-inequities, which are verbal or nonverbal behaviors that 
create an imbalance of treatment, and that behavior is directed toward an individual or group identity. 
This type of harmful behavior can be any type of communication or environmental slight that 
communicates insensitive, inattentive, disrespectful, or derogatory messages, and often perpetuates 
stereotypes.  Examples of micro-inequities or other harassing or offensive behaviors include, but are not 
limited to: 
 

• joking, insults or comments that exhibit bias and prejudice; 

• checking emails, texting, or displaying an inattentive posture during a meeting or face-to-face 
conversation; 

• consistently ignoring or interrupting; 

• directing attention and questions to certain individuals over others; 

• consistently mispronouncing an individual’s name or confusing someone of one race with 
another of the same race; 

• being overly critical of an individual’s work in comparison to others; and 

• comments and behaviors that are exclusionary to some over others. 

Retaliation of any kind against any person who reports a violation or assists in an investigation under 
this policy is strictly prohibited.  Any employee who engages in these behaviors against another 
employee because of a complaint under this policy will be subject to corrective action. 
 
Any individual who has experienced or observed harassment or offensive behavior by anyone during the 
course of their employment should feel free to ask the person to stop at once if they feel comfortable in 
doing so. All employees, however, are strongly encouraged to report the behavior to their Department 
Head, City Clerk/Treasurer, or any other manager even if they intend to respond to the person 
themselves. This is important in order for the City to address the issue. 
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Reports of offensive behavior and harassment will be promptly investigated in as discrete a manner as 
possible, avoiding the disclosure of names unless essential to investigation. Employees are expected to 
cooperate in such investigations.  Anyone found to have violated this policy will be subject to corrective 
action, up to and including termination of employment.  Although the City has limited ability to 
discipline a nonemployee engaging in harassing or discriminatory behavior (such as a contractor, 
vendor, or supplier), the City will take remedial action aimed at stopping the conduct.   
 
All management is responsible for the implementation of this policy and for ensuring that employees 
know and understand this policy. All employees will be held responsible and accountable for eliminating 
prohibited conduct.  Questions regarding this policy should be addressed directly to the Clerk/Treasurer 
or City Manager who have overall responsibility for investigating and resolving harassment complaints at 
the City. 
 
The City is committed to accomplishing the goals of this policy and expects all employees to do the 
same. By working together, the City will be a positive and productive work environment for everyone.  
 

         
The City defines bullying as repeated inappropriate behavior, either direct or indirect, whether verbal, 
physical, or otherwise, conducted by one or more persons against another or others, at the place of 
work and/or in the course of employment. Such behavior violates the City’s stated professional conduct 
standards that all employees will be treated with dignity and respect.  

The City considers workplace bullying as the following: 

• Verbal Bullying: slandering, ridiculing, or badmouthing an individual or his/her family; persistent 
name calling that is hurtful, insulting, or humiliating; using an individual as the object of jokes; 
abusive and offensive remarks.  

• Physical Bullying: pushing, shoving, kicking, poking, tripping, assault or threat of physical assault, or 
damage to a person’s work area or property.  

• Gesture Bullying: nonverbal threatening gestures or glances which can convey threatening 
messages. 

• Exclusion: socially or physically excluding or disregarding a person in work-related activities. 

In addition, the following examples may constitute or contribute to evidence of bullying in the 
workplace: 

• Persistent singling out of an individual 

• Shouting or raising voice at an individual in public and/or in private  

• Using verbal or obscene gestures  

• Not allowing the person to speak or express him/herself (i.e., ignoring or interrupting)  

• Personal insults and use of offensive nicknames; public humiliation in any form  

• Constant criticism on matters unrelated or minimally related to the person’s job performance or 
description  

• Persistent ignoring/interrupting an individual at meetings  

• Repeatedly accusing someone of errors which cannot be documented  

• Spreading rumors and gossip regarding individuals  
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• Pressuring others to disregard a supervisor’s instructions  

• Manipulating the ability of someone to do their work (e.g., overloading, underloading, withholding 
information, setting meaningless tasks, setting deadlines knowing that they cannot be met, giving 
deliberately ambiguous instructions)  

• Taking credit for another person’s ideas  

• Unwanted physical contact, physical abuse, or threats of abuse to an individual or an individual’s 
property (defacing or marking up property)   

 
The purpose of this policy is to communicate to all employees, including supervisors, managers, and 
executives, that the City will not tolerate bullying behavior. Violations of this policy will result in 
discipline, up to and including termination. Employees who have any questions regarding this policy 
should contact Human Resources. Employees with complaints or concerns related to this policy should 
immediately report them to their immediate supervisor or Human Resources.  
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PAY STRUCTURE 
 
To facilitate effective administration, a pay structure has been established for all non-represented 
positions. The framework of the pay structure is a combination pay structure with steps from start to 36 
months and a merit pay component.  
 
PAY RANGES 
 
The pay structure consists of a set of levels of responsibility, or pay ranges.  A sufficient number of levels 
have been established to recognize important relative differences in position responsibilities and 
requirements, from the lowest to the highest-level position in the structure. 
 
Assignment of positions to pay ranges is accomplished through the process of job evaluation, as well as 
consideration of market factors.  Job evaluation is a systematic application of job evaluation criteria to 
document responsibilities in order to create logical relationships between positions based solely upon 
job responsibilities, and is as independent of individual performance as possible. 
 
Each pay range is intended to be competitive with the market for positions within that grade.  Pay range 
spread is the percentage difference between the minimum salary of the range and the maximum 
compensation payable within each range.  Pay range spread is intended to be sufficient to recognize and 
reward different levels of experience within each grade. 
 
STEPS 
 
The steps in the pay grades are designed to advance pay within the range by increments based on length 
of service in employees’ present position and the employee receiving a successful performance 
evaluation.  Reviews and increases will be given at 18 months and 36 months of employment.  All 
employees will be eligible to apply for a merit payment provided the City has the financial means to 
budget for a merit payment pool.  Criteria will be established for merit payments to reward employees 
for a job over and above their normal duties and responsibilities.  

Employees may also be eligible for general economic adjustment equal to that applied to the plan 
structure to keep it market competitive (see section on Determining Annual Pay Structure Increases). 
 
IMPLEMENTATION OF NEW PAY STRUCTURE 
 
Moving Employees onto the New Pay Structure:  In order to place current employees onto the new 
structure, employees should be moved to the step closest to the employee’s level of experience in the 
employee’s present position.  Employee’s whose pay is currently paid above the maximum of their 
recommended pay range, should have their pay red-circled until such time that the pay structure is 
adjusted to a point where the employee’s pay rate falls below the maximum of the recommended pay 
range.  At that time, the employee may then be considered as eligible for pay increases. No employees 
pay should be decreased as a result of implementation of the new pay structure. 
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COMPENSATION UPON PROMOTION 
 
Employees receiving a promotion on or after January 1, 2015, and who are being promoted one salary 
grade or higher, will move to the step in that grade that provides an increase.  A greater step adjustment 
may be approved by the City Manager, provided substantial reason(s) exist.   
 
TRANSFER 
 
Employees who transfer to a new position within the same pay range as their old position will typically 
not receive a compensation adjustment.   
 
COMPENSATION UPON INTERIM ASSIGNMENT 
 
Employees who are assigned to an interim classification in a higher pay range for a planned period of at 
least 60 days, and who are expected to perform a majority of the higher classification’s duties and 
responsibilities, may move up to that pay grade at the step that provides an increase.  A greater step 
adjustment may be approved by the City Manager, provided substantial reason(s) exist. 
 
Upon return to the employee’s original classification, the employee’s pay will revert to their base 
compensation prior to receiving the interim assignment adjustment, plus any additional annual pay 
increases and pay structure increases the employee would have received in the original classification. 
 
COMPENSATION UPON INVOLUNTARY DEMOTION 
 
Compensation for an employee who is demoted for involuntary reasons unrelated to performance will 
be determined on a case by case basis, taking into consideration the level of demotion and 
circumstances for the change.   
 
COMPENSATION UPON VOLUNTARY DEMOTION 
 
An employee who requests and is granted a voluntary demotion will receive a decrease in pay, the 
amount of which is to be determined given the facts and individual circumstances.   
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PAY RANGE ASSIGNMENT NEW POSITION  
 
In order for a new position to be created, the major duties, responsibilities, knowledge, skills, and ability 
requirements, reporting relationships, and working conditions of the proposed position should be 
outlined; and a draft job description that summarizes the information should be completed and signed 
off by the City Manager. 

 
PAY RANGE ASSIGNMENT FOR RECLASSIFICATION OF CURRENT POSITION  
 
When a significant change is made in the duties and responsibilities of a position and that change has 
occurred for a minimum of six months, a department head or an employee may request that the 
classification of the position be reviewed for possible adjustment. To determine the appropriate 
placement of the position within the classification, the incumbent must review the most recent job 
description and indicate where the changes in major duties and responsibilities has occurred. The job 
description will then be forwarded to his/her Department Head for review and the Department Head 
must sign the job description confirming the accuracy of the information provided and, in turn, forward 
the review request to the City Manager.  A letter will also be required, explaining what change is being 
sought, why the change in responsibilities occurred, and how long the change has occurred. 
 
If the Department Head agrees with the incumbent's job description change, the Department Head will 
indicate agreement and forward it to the City Manager. If the Department Head disagrees with the 
incumbent's job description change, he/she will discuss the contents of it with the incumbent and either 
reach agreement on its content or acknowledge disagreement on specific information prior to 
forwarding it to the City Manager.  The City Manager will determine whether an adjustment is 
appropriate.  
 
PLACEMENT OF RECLASSIFIED POSITIONS ONTO THE PAY SCHEDULE 
 
Positions that are approved for reclassification due to changes in job duties should be moved to the 
recommended pay grade at the step that provides an increase.  A greater step adjustment may be 
approved by the City Manager, provided substantial reason(s) exist.   
 
POSITIONS REQUIRING A MARKET ADJUSTMENT 
 
The City’s compensation program has provided a methodology for determining pay rates for employees 
that recognize not only the worth of positions in the market, but also the worth of jobs internally within 
the organization. 
 
In the future, a circumstance could develop where a position in the City’s compensation plan should be 
considered for placement at a higher range of pay.  These are positions that may command higher pay 
due to unusual market demands.   
 
Market adjustments should generally be considered in the future under only one or more of the 
following circumstances: 
 

a) The City has documented problems recruiting and/or selecting employees within the assigned 
pay range (for example, a position is advertised two or more times resulting in few or no 
qualified applicants). 
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b) The City has an unacceptable rate of turnover in the position, and exit interview information 
indicates pay as a significant issue. 

c) Periodic market surveys conducted by the City show that the 36 month step of the pay range is 
more than 10% less than the average rate of pay shown for the position in the market analysis. 

 
In situations where the market demands higher pay rates, at the City’s discretion, one of two actions will 
be available: 
 

a) Adjust the position’s base compensation in the existing pay range  
b) Move the position into a higher pay range and adjust the base compensation of existing 

employees according to the Compensation upon Promotion guidelines established in this 
document.   

 
The City will utilize the first option whenever possible.  However, when the City utilizes the second 
option, the appropriate pay range will be determined by the City, and the position will be placed in a 
higher range.   
 
The City recognizes that the allowance of market adjustments does disrupt some of the internal equity 
in its compensation plan because there are jobs that are of higher internal value that may be paid less 
than a job of lower internal value.  This is why the City intends to utilize market adjustments sparingly. 

 
POSITIONS REQUIRING A COMPRESSION ADJUSTMENT 
 
Salary compression exists when there is an unacceptable difference in salary between a supervisor and a 
direct subordinate.  Compression can exist under a base salary comparison, under a total gross earnings 
comparison, or both.  There are several factors that may be contributing to Compression.  The City 
needs to determine if the Compression issue is a concern or if there are valid, acceptable reasons for the 
compression to exist.  If the City determines the compression issue is a concern, then the City must 
determine if the compression issue must be resolved through a pay increase or if alternative solutions 
need to be found to address the issue.  Some examples of factors, other than pay, that may be 
contributing to the pay compressions issues include management/distribution of overtime within the 
department, insufficient staffing levels, delegation of workload, special projects causing a spike in 
overtime, special skills/knowledge possessed by a subordinate, market demands and/or difficulty in 
recruiting for a specific skill.  

 
Once the City has determined there is a compression issue and is confident the appropriate action to 
address the compression issue is a pay increase for the supervisor, the City should review the 
differences in total compensation (i.e., direct pay and benefits) between the supervisor and subordinate 
positions. If it is determined, the benefit package of the supervisor is determined not sufficient enough 
to compensate for the wage compression and the City has determined the best course of action is a pay 
raise for the supervisor, the City will calculate an acceptable base pay differential between the exempt 
supervisory position and the average gross earnings of the subordinates the supervisor supervises.  An 
explanation is provided below on how to determine the “average” gross earnings of subordinate 
positions if it is determined this is how the City is going to remedy the situation. 
 
Calculating “Average Gross Earnings”:  Review the gross pay for the prior year for the rank of employees 
from which the City is promoting. Calculate the average gross pay subordinate employees who are at 
the top of their pay range for the rank of employees from which the City is promoting. When performing 
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this calculation be sure to remove the outliers from consideration.  For example, if one particular 
employee has a much greater amount of overtime due to a special project, or if one employee is new to 
the position and not yet at the maximum of that pay grade, then they should be excluded from the 
analysis. Using this average, calculate a rate that is 108% of the average gross pay. Then, place the 
employee at the grade and step that provides an increase.  This may be done permanently or temporary 
while compression issues are causing the problem.   
 
The City recognizes that the allowance of compression adjustments disrupts some of the internal equity 
in the compensation plan.  This is why the City intends to use compression adjustments sparingly and 
monitor these adjustments closely. All compression adjustments must be approved by the City Manager.  
 
DETERMINING PAY FOR NEW HIRES 
 
In general, new employees should be hired at the starting step.  In rare cases, the City Manager may 
approve hiring an employee above the start step. 
 
DETERMINING ANNUAL PAY STRUCTURE INCREASES 
 
The City should perform periodic (generally annual) adjustments to maintain the desired market 
position.  If ranges are not adjusted to keep up with the labor market and inflation, eventually the City’s 
pay levels will lose significant ground in the market.  Considerations for structure adjustment should 
include several pieces of information:  a survey of planned structure increases by competing 
organizations, established economic indicators such as the Consumer Price Index (CPI), analysis of the 
across-the-board adjustments given to the  
City’s represented positions, and a current financial analysis of the City’s ability to pay. 
 
All employees who may be eligible for a pay increase through a pay structure adjustment will be 
required to have an annual performance review confirming that the employee is, at a minimum, 
meeting the expectations of the job.  
 
The Finance Committee and City Council will consider and determine what, if any, salary structure 
adjustment is necessary so the City may maintain its competitive position.   
 
These salary polices are intended to be guidelines, and sound management judgment should be used 
when administering them.  Compensation decisions that do not meet these guidelines established 
herein require the approval of the City Manager.  
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MERIT PAY POLICY AND APPLICATION  
 
The Fort Atkinson City Council, on August 19, 2014 approved an employee compensation pay plan for all 
non-represented City employees.  As part of the pay plan, the City Council authorized the City Manager 
to establish a merit pay pool and criteria for employees to request and potentially receive merit pay.   
 
All non-represented City employees will be eligible to apply for merit pay, and payouts will be at the sole 
discretion of the City Manager.  Merit pay (if applicable) for the City Manager will be determined by the 
City Council.  Decisions on merit pay by the Manager or City Council are not grievable.  Employees are 
not restricted from applying multiple years, however, merit pay will be considered for employees in the 
year the event happened. 
 
Requests/applications will be due by December 1 each year and paid out on or before the last pay day 
for the calendar year.  If in any year the City Council fails to budget merit pay money, there will be no 
payouts.  Unspent funds will not carry forward into the ensuing year if not paid out in the current year.  
 
The annual allocation will be determined at budget time for the ensuing year, and may be more or less 
than the suggested allocation.  An application will be available to all employees, and Department Heads 
will be required to sign confirming accuracy of the application prior to submittal to the City Manager. 
 
The merit pay plan is optional and subject to the annual budget allocation by the City Council.  The 
award is at the discretion of the City Manager or the City Council in the case of the City Manager.  The 
decisions by either are non-grievable.  The maximum annual merit pay amount to any individual or 
group is 10% of the annual budgeted amount. 
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MERIT PAY - EXAMPLES OF ELIGIBLE CRITERIA: 

Responses to the following are to be provided on a separate sheet of paper or on the backside.   
 
1. An employee/group who identifies and provides a method to improve City worker safety or a general 
overall public health and safety situation for the City residents. 
 
2. An employee/group who provides a public service for the community over and above daily work 
assignments and who is recognized by the Chamber, news media, City Council, service club, etc. 
 
3. An employee/group who identifies and has implemented a cost savings or improved efficiency for the 
City, either within or in another City Department.  The cost savings must be in an amount of $10,000 or 
greater, but may be over a maximum two-year period to see the actual savings.   
 
4. An employee/group that develops programs, activities, or new revenue streams to aid in increased 
City revenues resulting in a reduction in property taxes.  Minimum of $10,000 in new revenue. 
 
5. An employee who takes on a job in a higher pay classification for an extended period of time (at least 
30 days), in which no other compensation was received. 
 
6. A project within the department which is over and above their regular work assignment/ job 
description, i.e. building project where they oversee the construction, demolition, etc.  Project must be 
greater than $100,000. 
 
7. An employee/group who goes above and beyond the regular work schedule in a fund raising effort for 
a public improvement.  The public improvement and fund raising amount must be in excess of $100,000. 
  
8. Other. 
 
Employee/Group Name(s) Being Nominated___________________________________ 
 
 
Department Head Approval ______________________________ 
 
Employee/Group Submitting Nomination _______________________________________  
 
 
------------------------------------------------------------------------------------------------------------------- 
 
 

o Approval     $________________ amount approved 

o Denial 
 
City Manager/Council: ________________________________ Date: __________ 
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CITY OF FORT ATKINSON 
Employee Reimbursement Request 

Travel – every employee reimbursement must be documented, along with 
attached original itemized receipts, nature of business, and funding source being submitting for 
reimbursements.  
 
Lodging – an itemized receipt from the hotel detailing all charges, the person(s) for whom the lodging 
was provided, and the specific business purpose.  
 
Meals – if an employee travels for work-related business, then the employee may be eligible for meal 
reimbursement for each full day of travel when engaged in approved travel. There are some restrictions 
as to how the allowance relates to breakfast and dinner. Breakfast is only subject to reimbursement if 
the employee is staying overnight the day before when traveling or leaves before 6:00 am to travel. 
Dinner will not be covered unless the employee is not expected home before 7:00 pm.  
 
The City does not reimburse for snacks or alcoholic beverages. Please request a separate receipt that 
does not include alcoholic beverages. 
 
The maximum expense for meals is as follows: 
Breakfast:  up to $9.00 per day 
Lunch:   up to $13.00 per day 
Dinner:   up to $21.00 per day 
------------------------------------------------------------------------------------------------------------------------------------- 
 
Employee: _________________________________________ Department: 
___________________________ 
 
Conference/Training/Event: 
_________________________________________________________________ 
 
Location/City/State: _____________________________________Dates Attended: 
_____________________ 
 
Travel – Total miles to and from: __________ (If personal vehicle used) reimbursed at current IRS Rate 
 
Lodging – Provide total expense and attach documentation: 
________________________________________ 
 
Meals – Provide total expense and attach documentation: 
_________________________________________ 
 
Other expenses – Provide total expense and attach documentation: 
_________________________________ 

 
                                                                          Total: $_________________________ 
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For office use only: 
 
Approved by: _________________ Account Number: _______________ Confirm attachments:  YES    NO 
 
Current IRS Mileage Rate: ______ 
 


