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WELCOME

TO THE VILLAGE
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1 .1 On behalf of the Village of Kronenwetter, we welcome you as a member of the Village team.

You will find that there are many benefits to working for the Village of Kronenwetter and we hope
your association with us will be challenging and rewarding.

Together we will advance Kronenwetter as a positive and professional organization.

The Village has a very strong commitment to achieving excellence in the service we provide to our
citizens. Our goal is to provide high-quality care to our citizens in a friendly, efficient, and ethical
manner.

In order to maintain an excellent level of service, each of us must be flexible in performing a variety
of work such as occasionally working variable hours when the need arises. When we all work as a
team, we all benefit from the cooperation. We want and need your input on how to improve our
service to our citizens, as well as on how to make the Village of Kronenwetter an even better place
in which to work and live. Your participation and involvement are welcomed.

Great communities do not just happen; they require a great deal of effort and hard work on the part
of community leaders and all employees.

Our personnel policies are based on the belief that our success is primarily dependent upon our
employees. Our goal is to:

« Recognize you as an important part of the team

« Provide a safe, efficient, and pleasant workplace

» Establish and maintain a truly “open door” communications environment

« Encourage high-quality service to our citizens

This Employee Handbook has been developed to keep employees informed about the various
policies and procedures that affect your work life with us. Read these pages carefully and keep this

handbook readily available as it answers many of the questions that typically arise.

Sincerely, Chris Voll President — Village of Kronenwetter




ABOUT

THIS HANDBOOK

1 .2 The purpose of this handbook is to establish and maintain a reasonable system for
administration of all personnel matters except those matters covered by collective
bargaining agreements. You are encouraged to familiarize yourself with the contents of this
handbook since it will answer many questions concerning your employment at the Village
of Kronenwetter (“the Village”).

This Employee Handbook applies to all regular full-time and regular part-time employees as
well as occasional, temporary, and seasonal employees of the Village except where noted.
Where there is any conflict, the provisions of an applicable formal labor agreement
between the Village and a certified collective bargaining unit shall supersede the terms of
this Employee Handbook.

This Employee Handbook is not a contract guaranteeing employment for any specific
duration. Although we hope that your employment relationship with us will be long-
term, either you or the Village may terminate this relationship at any time, for any
reason. No oral statements by Management can alter this disclaimer, create a contract,
or modify the at-will status of the employee. While the Village Administrator can make
an offer of employment, those offers have to be approved by the Village Board.

Employees employed under a collective bargaining agreement with the Village may have
provisions within that agreement that modify or deviate from the provisions contained
herein.

The Village retains the right to change, revise, deviate from, or discontinue any of the
policies and/or benefits described in this handbook. This handbook cannot anticipate every
situation or answer every question about employment. It is not an employment contract
and does not create contractual obligations.

If you have any suggestions or questions related to this handbook, you are encouraged to
discuss them with your supervisor, as we want to make this a truly team experience with
an open flow of communication.




ABOUT OUR OPEN DOOR POLICY

1 .3 We are committed to promoting and practicing an “open door” attitude among all
of our employees. We recognize that whenever a group of people work together, there
are bound to be some differences of opinion and problems may occasionally arise.

If you have a question, concern, or problem related to your employment, you are
strongly encouraged to openly and honestly discuss the situation directly with your
Supervisor. We want and need your involvement and participation in problem solving.
Nursing a concern in silence or discussing it with other employees who don’t have the
authority to resolve it can be very frustrating. We can’'t work toward correcting a
problem if we don’t know about it.

Please discuss problems or concerns with your Department Head as soon as the issue or
problem arises. Problems and complaints are to be handled in accordance with Policy
HR-002 Problem Resolution, which can be found in Appendix One, at the end of this
handbook.

WHAT IS EXPECTED OF YOU

1 .4 Because we are very customer service oriented, we need you to be committed to
our way of doing business. We expect you to:

» Give high-quality service to our citizens. You should consider anyone with whom
you interact in the conduct of Village business to be one of our citizens. Treat all
citizens with the utmost respect, courtesy, promptness, cooperation, friendliness,
and confidentiality.

» Do your job well. You were hired because of your skills and abilities in certain areas.
We need you to be at work on a regular basis, to understand and perform your job
well, to continue to improve your skills, and to constantly think of ways to do your job
better.

« Help make this a good place to work. Each one of us is part of what we call our
“work environment” and thus has an impact on our coworkers and how they feel
about working here. By cooperating with each other, finding ways to help out even
when not asked, knowing and respecting each other’s strengths and weaknesses,
and treating each other with courtesy and respect, we can each do our part to make
this a pleasant and rewarding place to work.




CUSTOMER RELATIONS

1 .5 It is vital that employees of the Village treat citizens in a courteous and respectful
manner at all times.

Employees should always remember that the citizen comes first, and they are entitled to
the same thoughtful treatment that the employees would like to receive.

Employees should aim to never keep a citizen waiting an unreasonable amount of time
and to treat them politely. Even when specific answers or solutions are not immediately
available, timely communication with all citizens regarding the status of their issues is
critical to the provision of good customer service.

EMPLOYMENT

POLICIES

EQUAL EMPLOYMENT OPPORTUNITY

2.1 We are an equal opportunity employer. All employment decisions are based on merit,
qualifications, and competence. Our employment practices are not influenced or affected by an
applicant’s or employee’s race, color, religion, gender, sexual orientation, national origin, age,
disability, or any other characteristic protected by law. This policy governs all aspects of
employment, promotion, assignment, discharge, and other terms and conditions of employment.

It is also our policy to comply with applicable laws providing for nondiscrimination in
employment against qualified individuals with disabilities. An employee who believes he or she
may require an accommodation should contact the Village Administrator.




HARRASSMENT IN THE WORKPLACE

2.2 We are committed to providing a work environment that is free of
discrimination and harassment. In keeping with this commitment, we do not tolerate
harassment of our employees by anyone, including any Supervisor, coworker, elected or
appointed official, vendor, or customer.

Harassment includes unwelcome conduct (verbal or physical), actions, words, jokes, or
comments based on an individual's protected status such as gender, sexual orientation,
color, race, ethnicity, age, religion, disability, marital status, or any other legally
protected characteristic. We will not tolerate harassing conduct that affects job benefits,
interferes unreasonably with an employee’s work performance, or creates an
intimidating, hostile, or offensive work environment.

Sexual harassment deserves special attention. Unwelcome sexual advances, requests
for sexual favors, and other physical, verbal, or visual conduct based on sex constitute
sexual harassment when:
« Submission to such conduct is made a condition of employment
« Submission to or rejection of such conduct is used as a basis for employment
decisions
« Such conduct unreasonably interferes with an individual's work performance or
creates a hostile, intimidating, or offensive work environment

Examples of sexual harassment include, but are not limited to:
» Repeated offensive sexual flirtations, advances, or propositions
« Innuendoes, suggestive comments, sexually oriented “kidding,” jokes about gender
specific traits, or foul or obscene language or gestures
» Displays of foul or obscene printed or visual material
« Unwelcome and unnecessary physical contact, such as patting, pinching, or brushing
against another’s body.

All employees are responsible for creating an atmosphere free of discrimination and
harassment, sexual or otherwise. If you feel you have experienced or witnessed
harassment, notify your Department Head or the Village Administrator immediately. See
also Policy HR-002 Problem Resolution, in Appendix One, for further steps you can
take.

Every reported incident of employee harassment will be thoroughly investigated by a
third party selected by the Village Board with respect for the confidences and
sensitivities of the situation. If it is determined that harassment has occurred,
appropriate disciplinary action will be taken, up to and including termination of
employment.

We prohibit any form of retaliation against any employee for filing a bona fide complaint
under this policy or for assisting in a complaint investigation.

Unprofessional or disrespectful behavior, even if not rising to the level of “harassment”,
will not be tolerated.




CONFIDENTIALITY

. The Village follows Wisconsin State Statutes regarding Open Records. See the
Village Clerk for details.

The Village is in possession of information and documents that it deems to be
confidential and should not be voluntarily disclosed to the public. The Village Clerk is
responsible for fulfilling document requests pursuant to the Wisconsin Public Records
laws. As indicated in Section 153-12 of the Village of Kronenwetter’s General Code of
Ordinances, the Village Assessor, Finance Director/Treasurer, Building Inspector,
Community Development/Zoning Administrator, Public Works Director, Fire Chief, Police
Chief, and Court Clerk may also release records in their custody. Employees are
prohibited from disclosing any confidential documents to a third party and shall refer all
questions regarding requests for documents or information to the Village Clerk.

Employees are also prohibited from verbally disclosing confidential information to any
third party or to a co-worker unless he or she has a specific need to know for job-related
reasons. Employees are expected to use discretion in determining whether information is
confidential, and should request clarification from the Village Clerk regarding the
disclosure of possible confidential information. Examples of confidential information
include:

« Any information discussed in a closed session meeting at the Village

« Any information relating to ongoing litigation

« Any information relating to possible contracts, or offers to purchase any real estate

« Any sensitive information relating to co-workers or candidates for employment

« Any other confidential information in the Village’'s possession, including but not

limited to medical information, credit information, and social security numbers, etc

The Village maintains confidential employee personnel files. These files contain
documentation regarding all aspects of employment, such as performance evaluations,
benefit information, disciplinary actions, and letters of recommendation. Certain
personnel records are, by law, not subject to inspection in most situations. Personnel
files and records are the property of the Village and shall be maintained confidentially by
designated staff including the Village Clerk, Police Chief, and Police and Fire Commission
Clerk.

An employee may request to review his/her personnel records. Such a request will be
conducted in the presence of the Village Administrator or his/her designee at a mutually
convenient time. Employees are entitled to a copy of their personnel records.

During your employment, as well as subsequent to your employment, you will not
disclose any confidential information or records to unauthorized individuals, within either
the Village or others outside the Village. Any confidential documents you may have in
your possession when your employment with the Village ends must be returned
immediately.




Any current or former employee who discloses trade secrets which is defined as
information, including a formula, pattern, compilation, program, device, method,
technique, or process, that derives independent economic value, actual or potential,
from not being generally known to or readily ascertainable through appropriate means
by other persons who might obtain economic value from its disclosure or use; and is the
subject of efforts that are reasonable under the circumstances to maintain its secrecy.
Or any employee who discloses confidential business information, or confidential
information concerning a citizen will be subject to disciplinary action up to and including
termination of employment and/or legal action.

CONFLICTS OF INTEREST

2.4 The Village's policy is to conduct business ethically and to avoid conflicts of
interest or even the appearance of such conflicts. Our employees have an equal
obligation to avoid conflicts of interest.

Employees are expected to report conflicts of interest to their Department Head
immediately upon discovery or suspicion of the conflict. Examples of conflicts of interest
are listed below (but are not limited only to these items):
» You have an outside business that is a purchaser or supplier of goods or services to
the Village
« You have an outside business involvement or employment which interferes with your
ability to devote full attention to your responsibilities at the Village (ex. moonlighting)

Notify your Department Head immediately if these or similar situations happen in the
course of your employment at the Village. Each situation will be reviewed on its merits,
and you will be notified of decisions made or actions to be taken. Not reporting a real or
potential conflict of interest is a serious matter and can be cause for discipline up to and
including termination and legal action.

EMPLOYMENT CATEGORIES

2. 5 Employees belong to one of the employment categories described below:

Regular full-time employees are regularly scheduled to work 32 or more hours per
week. They are eligible for the full benefit package subject to the terms, conditions, and
limitations of each benefit program as outlined in plan documents and benefit policies in
the Employee Handbook or in an applicable collective bargaining agreement. If the
employee is classified as FLSA nonexempt, the workweek will not exceed 40 hours
unless overtime is required by the Supervisor.

Regular part-time employees are regularly scheduled to work less than 32 hours a
week. Hours may vary widely from week to week, depending on the needs of the
business at the time. Regular part-time employees are not eligible for the Village’s
benefits, other than those benefits that are designated in Section 3 of this employee
handbook for Regular part-time employees. Part-time employees are eligible for legally
mandated benefits.




Temporary or Seasonal employees are hired to work for a specified period of time such
as during a particularly busy period, or for the summer. Hours may vary widely from
week to week, depending on the needs of the Village at the time. Temporary employees
are not eligible for the Village’s benefits. Temporary or Seasonal employees are eligible
for legally mandated benefits.

In addition to the categories outlined above, each job is designated as either exempt or
nonexempt under the Federal Fair Labor Standards Act (FLSA) and State of Wisconsin
Wage and Hour Laws.

Exempt: Employees in exempt positions are paid on a salary basis, are excluded from
specific provisions of federal and state wage and hour laws, and are not eligible for
overtime pay or compensatory time off.

Nonexempt: Employees in nonexempt jobs are paid on an hourly basis and are entitled
to overtime pay or compensatory time off for hours worked in excess of 40 hours per
week.

ORIENTATION PERIOD

2_6 The initial orientation period for every newly hired or recently promoted
employee will be three months or as defined in a collective bargaining agreement. Each
new or newly promoted employee will have a formal review after three months of
employment or as defined in a collective bargaining agreement.

Upon completion of the orientation period, a new employee may be eligible for a salary
adjustment based on his/her Supervisor's recommendation and with the approval of the
Village Administrator. After successful completion of the orientation period, optional
salary adjustments will follow guidelines set forth by the Village Board. After insufficient
or inadequate completion of the orientation period, the employee may be discharged. If
employee is a department head, the Village Administrator will recommend to the Village
Board any disciplinary action he or she deems necessary to address any orientation
period concerns. Any exception must be approved by the Village Board.

HIRING

2.7 The Village will select the candidate it determines is the most qualified applicant
for any position. All vacant positions will be posted both internally and externally until the
position is filled or there is no longer a need for the position to be filled. The Village will
consider all candidates who have applied for the vacant position based upon their
qualifications for the job for which they have applied. Consideration will include an
employee’s skill set, education, related experience, knowledge, interpersonal skills, and
ability to efficiently and effectively perform the functions of the open position.




OUTSIDE EMPLOYMENT

2.8 Regular full-time Village employees may not engage in outside employment
without first providing written notification to their Department Head.

The Village will generally permit employees to engage in outside employment so long as,
in the opinion of the Village Administrator and the Department Head, the outside work
would not affect the quality or quantity of the employee’s work for the Village, prevent
the employee from devoting his/her primary interest to the accomplishment of his/her
work for the Village, or tend to create a conflict, or the appearance of a conflict, between
the private interest of the employee and the employee’s official responsibility to the
Village. Employees are prohibited from entering into any arrangement that involves the
performance of services while on Village time or while using Village equipment. No
employee shall receive compensation other than from the Village for the performance of
services while on Village time.

ATTENDANCE AND PUNCTUALITY

2.9 Our successful operation depends on the regular attendance of each of our
employees. Your job is important; we need you to be reliable and punctual in reporting
for scheduled work.

Unscheduled absenteeism and tardiness, whatever their causes, are disruptive and
place a burden on your fellow employees and our customers. It also makes it difficult for
us to operate efficiently.

If you will be unavoidably late to work or absent, please contact your Department Head
as soon as you know you will be late or absent for your scheduled starting time. Check
with your Department Head when you arrive and record the time you actually start
working on your time sheet. If you will be absent, make sure your Department Head
knows about any customer(s) you are currently working with and what other work needs
to be taken care of during your absence.

Please contact us each day you will not be able to work. We may require a doctor’s note
for absences of two or more consecutive days.

Poor attendance and excessive tardiness will have a negative impact on your
performance evaluation and on consideration for pay increases and promotions and may
result in disciplinary action, up to and including termination.

Any employee who does not report to work and does not notify us within 3 working days
after the start of his/her scheduled shift will be considered to have voluntarily terminated
his or her employment with us.




HOURS OF WORK

2,1 0 Individual employee work hours may vary based on scheduling needs and
services provided. Your Department Head will tell you when your work schedule will
normally begin and end.

A workday will include two fifteen (15) minute paid rest breaks and a thirty (30) minute
unpaid lunch break for each regular full-time non-exempt employee who works at least
eight (8) hours a day. Lunch and rest break schedules will be set by your immediate
Supervisor and may differ by department. Skipping paid rest breaks will not shorten your
workday. Unpaid lunch breaks must be documented on employee time sheets.

You must “clock out” by indicating on your time sheet that you are taking an unpaid
lunch period any time you leave the Village premises or work site for personal reasons
and must then “clock in” upon return. You must make arrangements with your supervisor
before taking a nonscheduled break.

Due to the nature of Village services, the normal workday and operating schedule may
vary considerably from department to department. The Village retains the right to
restructure an employee’s workday or work schedule for the purpose of promoting
efficient operations and a high level of customer service.

The Municipal Center will typically be open and available to residents from 8 a.m. to 4:30
p.m. daily and personnel will be scheduled to cover those hours. Except in unavoidable
circumstances, at least one Department Head or the Administrator must be present in
the Municipal Center during normal business hours.

PERSONAL DATA CHANGES

2.1 1 It is your responsibility to notify the Village Clerk of any changes in personal
information. If any of the following information changes, please report it to the Village
Clerk within thirty (30) days of change:

« Name « Number of Tax Exemptions

« Home Mailing Address « Insurance Classification

o Telephone Number « Emergency Contacts

« Marital Status « Educational Accomplishments

« Number and Names of Dependents

Beneficiary Changes

Please don't assume that we “just know” when these changes occur. Failure to keep us
advised of personal data changes may have a significant impact on your benefits and
our ability to contact you or a family member in the event of an emergency.
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BENEFITS - ﬂ“'
OVERVIEW

3.1 The benefit information contained in this handbook is limited. Many of your
benefits are based on legal documents and contracts that you may examine at your
convenience. If you have a question or encounter a situation that is not covered within this
document, refer to your official benefit plan document or, if you need individual help,
contact the Village Clerk.
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Where there is any conflict regarding benefits, the provisions of an applicable labor
agreement between the Village and a certified collective bargaining unit supersede the
terms of this Employee Handbook. You should understand that in-force labor agreements,
plan contracts, and other legal documents, NOT THIS HANDBOOK, govern your benefits.

We reserve the right to change, add, eliminate, or modify any employee benefits unless the
benefits are specifically defined by your labor agreement. Employees will be notified of
such changes.

FAMILY AND MEDICAL LEAVE

3.2 Our policy is to provide family and medical leave as required by federal and
Wisconsin law. You must be employed at least 52 consecutive weeks and have worked for
at least 1,000 hours during those 52 weeks in order to be eligible for family and/or medical
leave under Wisconsin law. If eligible under Federal and Wisconsin law, you may take up to
12 weeks unpaid leave within a 12-month period for:

« The birth or placement of a child for adoption or foster care (up to 6 weeks under
Wisconsin FMLA; up to 12 weeks under federal FMLA)

« Caring for a spouse, child, or parent (but under federal law, not a parent-in-law) with a
serious health condition (up to 2 weeks under Wisconsin law; up to 12 weeks under
federal law); and

« Your own serious health condition that renders you unable to perform your job (up to 2
weeks under Wisconsin law; up to 12 weeks under federal law).




The Village will calculate FMLA leave on a “rolling” 12-month period measured backward
from the date an employee uses any FMLA leave.

If you wish to take family and/or medical leave, we must receive reasonable advance
notice of the leave. We require certification from a health care provider if you request
family leave to care for a child, spouse, or parent with a serious health condition, or if
you request medical leave. We may also require a second opinion which shall be paid at
the Village’'s expense as well as reasonable out of pocket travel expenses or, if the first
two opinions differ, a third opinion as well as reasonable out of pocket travel expenses,
at our expense, from a health care provider.

Any group insurance to which you are entitled will be maintained during your leave as
required by the law, provided that you continue to make any premium contributions as
required by our insurance plans. Failure to pay the required premium contribution within
30 days of the premium’s due date may result in cancellation of your insurance
coverages. If you fail to return to work after your FMLA leave, we may recover premiums
from you that were paid by the Village to maintain your insurance coverage. Additional
information regarding the requirements/provisions relating to group insurance during the
period of a leave may be obtained from the Village Clerk.

While you are out on a FMLA leave, you are allowed to use all accrued unused vacation
and sick time off.

You will be returned to the employment position you held immediately prior to the leave
if that position is vacant or you will be placed in an equivalent position. If your reason for
FMLA leave was your own serious health condition, you will be required to present a
fitness-for-duty certification from your health care provider before returning to work.

Failure to return to work after the expiration of your leave period will be considered
voluntary termination of employment on your part, unless you are on an extended leave
of absence that has been approved in writing.

Employees may also be eligible for leave time related to military situations in order to
care for an injured or ill service member (up to 26 weeks under federal law) or for a
qualifying need for employees whose family members are on active duty (up to 12 weeks
under federal law). Please see the Village Clerk for details.

Our policy is to comply with applicable provisions of both the Federal and Wisconsin
Family and Medical Leave Acts. Because these laws are complex and can be quite
confusing, please check with the Village Clerk if you would like more information.




PERSONAL HEALTH INFORMATION

3.3 To administer certain benefit programs, the Village may need to handle
statements or receipts that contain employee’s limited personal health information. We
understand the sensitivity of the nature of this information and respect the privacy of our
employees. The Village of Kronenwetter will use this information for administrative
purposes only. Personal health information will be kept in a secure location separate
from the employee’s personnel files.

The Village of Kronenwetter will consider any breaches in the privacy and confidentiality
of personal health information to be serious and disciplinary action will be taken, up to
and including termination. If you have any concerns regarding the handling of your
personal health information, please bring this to the attention of the Village
Administrator.

WORKERS' COMPENSATION INSURANCE

3.4 We provide a workers’ compensation insurance benefit as required by state
law. This benefit covers almost all injuries or illnesses sustained in the course of your
employment that require medical, surgical, or hospital treatment. FMLA may run
concurrently with time off under Workers’ Compensation. Workers’ compensation
insurance provides partial income replacement benefits after a short waiting period, or
immediately if you are hospitalized.

If you sustain a work-related injury or illness, you must inform your Supervisor or the
Village Clerk immediately or as soon as discovered, no matter how minor an on-the-job
injury may appear. Failure to do so may result in disciplinary action up to and including
termination of employment.

HOLIDAYS

3.5 The Kronenwetter Municipal Center is closed on the following holidays that are
paid holidays for full-time regular employees:
» New Year's Eve Day

+ New Year's Day

« Good Friday

« Memorial Day

» Independence Day

« Labor Day

« Thanksgiving Day

« Day after Thanksgiving

« Christmas Eve

o Christmas Day




When a recognized official holiday falls on a Sunday, the following Monday is recognized
as the paid observed holiday. If a holiday falls on a Saturday, the Friday preceding will be
the paid observed holiday.

If there are any unique calendar circumstances during a particular year, the Village
Administrator will make the final determination as to when the Village will observe the

holiday.

If a paid holiday falls during your scheduled vacation period, holiday pay will be
provided, and you will still have the vacation day to use.

Holiday pay will not be paid if an employee is absent the scheduled day before or
scheduled day after the holiday.

Holiday pay is calculated based on your regular rate of pay. These hours are not counted

as hours worked for the purposes of calculating overtime. Employees on approved
leaves of absence are not eligible for holiday pay.

FLOATING HOLIDAYS

3.6 In addition to the official Village holidays listed above, all full-time regular
employees of the Village will receive twenty-four (24) paid hours off for each continuous
twelve (12) month period worked.

Floating holidays will not carry over or be eligible for cash out. While floating holiday
hours may be used for any purpose, the employee’s scheduling of these hours must be
approved by the employee’s Supervisor.

Floating holiday hours leave may be used in thirty (30) minute increments.

Upon termination of employment, employees will not be paid the balance of unused

floating holiday time.
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VACATION

3.7 Vacation time off with pay is available to all regular full-time employees who
have completed three (3) full months of service unless otherwise defined in an

applicable labor agreement.

Regular full-time employees earn paid vacation time based on their employee service tier

as outlined below or as outlined in an applicable labor agreement:

Employee Service Tier

Paid Vacation Time

One-year of experience

10 days (80 hours)

2-5 years of experience

15 days (120 hours)

6-10 years of experience

20 days (160 hours

11-15 years of experience

16-20 years of experience

30 days (240 hours)

20+ years of experience

(
(
25 days (200 hours)
(
(

35 days (280 hours)

VACATION LEAVE ACCURAL RATES

Full-time Employees

Vacation Earned per Pay Period

One-year of service

3.08 hours for 25 pay periods
3 hours for pay period 26

2-5 years of service

4.62 hours for 25 pay periods
4.5 hours for pay period 28

6-10 years of service

6.16 hours for 25 pay periods
6 hours for pay period 26

11-15 years of service

7.7 hours for 25 pay periods
7.5 hours for pay period 26

16-20 years of service

9.23 hours for 25 pay periods
9.25 hours for pay period 26

20+ years of service

10.77 hours for 25 pay periods
10.75 hours for pay period 26

SCHEDULING OF VACATION LEAVE

Vacation leave may be used in thirty (30) minute increments.

Upon successful completion of the employee's orientation period, vacation will accrue bi-
weekly at a rate associated with the employee's service tier. Approval/denial for the
requested vacation leave will be determined by the department head/designee with

regard to the needs of the Village.

Employees should consider cyclical workloads that may be unique to their responsibilities

and avoid scheduling their vacations at those times.

An employee who resigns with appropriate notice or is terminated for any reason other

than for cause, will receive a lump-sum payment.




VACATION LEAVE CEILINGS

Employees may elect to carry over up to three-hundred-twenty (320) hours of unused
vacation time into the next calendar year.

"USE ORLOSE" VACATION LEAVE

"Use or lose" vacation leave is vacation leave that is in excess of the employee's
applicable vacation leave ceiling. Any accrued vacation leave in excess of the ceiling will
be forfeited if not used by the final day of the leave year.

Vacation time up to forty (40) hours may be cashed out. The employee must submit a
request for the cash out to the Village Clerk via REQUEST FOR VACATION TIME PAY
OUT form (See Appendix Four) between December 1 and December 15 and you will
receive the cash out on the first check in January of the following year.

VACATION LEAVE YEAR BEGINNING AND ENDING DATES

A leave year begins on the first day of the first full biweekly pay period in a calendar year
and ends on the day immediately before the first day of the first full biweekly pay period
in the following calendar year.

FRONT LOADED UNEARNED VACATION

In some instances, the Village may offer new employees front loaded unearned vacation
time for use during their first year of employment as a hiring incentive. The use of this
time falls under the same guidelines as Section 3.7 Vacation Time. Front loaded
vacation time is "use or lose" and must be used within 455 days of the employee start
date and is not eligible to roll over after the 455 days and cannot be cashed out at any
time.




SICK LEAVE

3.8 Sick leave may be used for the purpose of providing an employee protection
against loss of pay due to illness or injury. Sick leave may not be converted into any
other form of compensation except upon death, permanent disability, or retirement.
Retirement shall be as defined by current Wisconsin Department of Employee Trust
Funds policies. Sick leave may not be considered a benefit or a right which an employee
may use at his/her discretion but may be allowed only in case of necessity and actual
sickness, to attend a medical, or dental appointment, disability, or medical absence of
the employee and his/her immediate family as defined by the Family Medical Leave Act.

Sick leave may be used in thirty (30) minute increments.

Regular full-time employees are eligible to accumulate sick leave at the rate of eight
hours per month (maximum 12 days per year) up to a total of one thousand eighty (1080)
hours.

Sick leave may not be accumulated during any period an employee is laid off or on an
unpaid leave of absence.

An employee anticipating the use of accrued sick leave must report the reason for
his/her absence from duty to his/her Supervisor. During any period of illness or injury, an
employee must provide daily communication to his/her Supervisor notifying the
Supervisor of the status of their condition. If an employee will be absent for an extended
period, she/he must provide notice to his/her Supervisor. A doctor’'s note may be
required for illnesses of two or more consecutive days.

Employees who abuse sick leave benefits may be subject to discipline by the
Department Head or Village Administrator, up to and including termination of
employment.

Sick leave may be used for absence due to a work-related injury for which compensation
is provided under the Workers’ Compensation Act.

In cases where Worker’'s Compensation is paid after an employee’s accrued sick leave or
other forms of compensated leave are used, that sick leave will be credited back to the
employee.

If an employee’s illness or period of recovery exceeds the amount of accrued sick leave,
the employee may use accrued vacation leave, unused floating holidays, or with the
approval of the Village Administrator, be placed on a leave of absence without pay.




LEAVE OF ABSENCE

3.9 We recognize that circumstances may arise that require time off beyond that
which is available as vacation, short-term disability, or family and medical leave [per
guidelines in the Family and Medical Leave Act (FMLA Section 3.2)]. Any request for a
leave of absence without pay must be submitted in writing to the Department Head and
will be reviewed by the Administrator on a case-by-case basis. The employee ordinarily
must provide 30 days advance notice when the leave is “foreseeable”.

A leave of absence may be granted only if you will or have already exhausted all
accumulated compensatory time if applicable, earned vacation, personal holidays, and
sick leave, as applicable.

Employees who wish to continue to be covered by Village medical insurance while on a
leave of absence without pay are responsible for and must make suitable arrangements
for payment of 100% of premiums for continuation of health and welfare premiums
before the leave may be approved. Employer may terminate health and welfare
insurance coverage after 30 days of premium non-payment by employee. Arrangements
must also be made for the continuation of all other employee payroll deductions before
unpaid leave of absence is approved.

For a leave of absence other than military or family/medical leave, the Village will
attempt to either hold a job open or fill a job with a limited-term (temporary) employee
but cannot guarantee success.

Failure of an employee on unpaid leave of absence to report for work within three (3)
working days of the conclusion of the leave may be considered a formal resignation by
that employee.

BEREAVEMENT LEAVE

3,1 O With Department Head approval, all regular full-time employees who have
successfully completed 30 days of continuous employment will receive three (3) days
off with regular straight time pay, not to exceed eight hours per day, for the death of
their spouse, child, grandchild, stepchild, parents, stepparents, spouse’s parents,
brothers, sisters, step-siblings, or any person who has resided with the employee
immediately preceding the person’s death.

One day of straight time pay may be paid for time off at the time of the death of a
son/daughter-in-law, brother/sister-in-law, niece, nephew, grandparents,
grandmother/grandfather-in-law, aunt, or uncle with the Department Head approval. The
day granted will be the day of the funeral and pay may not exceed eight hours of
straight time pay or the number of regularly scheduled hours if less than eight.




Additional leave may be granted by the Department Head. These additional leave days
will be deducted from the employee’s accrued vacation time, or floating holiday time.

In the case of the death of a Village employee, employees may be granted up to eight (8)
hours of time off with pay in order to attend the visitation and/or funeral of a co-worker
if scheduling can be arranged by Department Head without negatively impacting
customer service.

JURY DUTY

3.1 1 It is your civic duty as a citizen to report for jury duty whenever called. Please
notify your Department Head if you are called for jury duty.

The Village will permit you to take the necessary time off for jury services. To help you
avoid any financial loss because of such service, the Village will reimburse you for the
difference between your jury pay and your regular pay, not to exceed eight (8) hours per
day, for a maximum of five (5) business days. Employees who are excused from court
prior to the end of a business day are required to contact their Department Head and
return to work that day if the Department Head determines that there is sufficient time
remaining within the normal work period. On any day or half-day on which you are not
required to serve, you will be expected to return to work.

In order to receive jury duty pay, you must present a court-issued statement of jury
service and pay to your Department Head.

This policy does not in any way apply when the employee appears in court as a
defendant or when legal actions are initiated by the employee for any reason.

MILITARY LEAVE

3.1 2 The Village will provide unpaid military leave to employees in accordance
with federal and state laws including the Uniformed Services Employment and
Reemployment Rights Act (USERRA). For details, please contact the Village Clerk.




HEALTH INSURANCE

3.1 3 The Village currently offers health insurance coverage through one of
several insurance programs which are listed in Appendix 4 of this handbook. The Village
Administrator will notify employees of their required premium contribution upon the
Village Board’s approval of such.

A summary description of this plan is provided to you when you become enrolled. The
actual plan document is on file at the Village Clerk’s office. Please contact the Village
Clerk if you would like to review it or if you have questions or need additional
information.

The Village has an insurance opt-out policy, HR-014 Insurance Opt-Out Policy listed in
Appendix One.

HEALTH SAVINGS ACCOUNT

3.1 4l The HSA program is defined in Appendix One (page 70) at the back of this
booklet.

DENTAL INSURANCE

3.1 5 The Village currently offers dental insurance coverage through one of several
insurance programs. The Village Administrator will notify employees of their required
premium contribution upon the Village Board'’s approval of the annual budget. A
summary description of this plan is provided to you when you become enrolled. The
actual plan document is on file at the Village. Please contact the Village Clerk if you
would like to review it or if you have questions or need additional information.

LIFE INSURANCE

3.1 6 The Village currently offers term life insurance coverage through one of
several insurance programs depending on applicable labor agreements. The Village

Administrator will notify employees of their required premium contribution upon the

Village Board’s approval of the annual budget.

A summary description of this plan is provided to you when you become enrolled. The
actual plan document is on file at the Village. Please contact the Village Clerk if you
would like to review it or if you have questions or need additional information.




CONTINUATION OF COVERAGE (COBRA)

3.1 7 The Consolidated Omnibus Budget Reconciliation Act (COBRA) gives
employees and their dependents the opportunity to continue certain insurance
coverages under the Village’s policies when an event results in the loss of coverage.

Some common qualifying events are reduction in hours, termination of employment
(except gross misconduct), death of an employee, a leave of absence, an employee’s
divorce or legal separation, and a dependent child no longer meeting eligibility
requirements.

Under COBRA, the employee or dependent pays the full cost of coverage at the Village’s
group rates. A General Notice describing COBRA rights will be provided to employees
upon meeting benefit eligibility. The notice contains important information about the
employee’s rights and obligations.

Please Note: Employees and/or beneficiaries are required to notify the Village Clerk for
events the Village would not otherwise be able to know (divorce, dependent eligibility,
disability, or second events). Failure to properly notify the Village Clerk may result in loss
of the individual’s eligibility for continuation of coverage or may result in the Village’s
recovery of employer-paid premium from the employee.

RETIREMENT CONTRIBUTION

The Village participates in the Wisconsin State Retirement System (WRS).
The amount of required employer and required employee contributions for non-public-
safety full-time employees is established on an annual basis by the Wisconsin
Department of Employee Trust Funds (DETF). As a participating employer, the Village
pays the Employer’s required share of contributions for each eligible employee as
defined by DETF. Employees will be required to make his or her full share WRS
contribution, unless detailed in his or her employment agreement.

DETF also defines the required employer and employee retirement contributions for
public safety employees; the public safety employee’s share of the contribution rate is
defined in applicable labor agreements




SHORT TERM DISABILITY LEAVE

3.1 9 If the employee is covered by a short-term disability plan, the Village will
continue to pay the Village share for insurance (health, dental, life) for a maximum period
of three (3) months during an employee’s disability leave providing that the employee is
under the continued care of a physician who attests to the disability. The Village will not
contribute to an employee’s Health Savings Account (HSA) during any disability leave.
Employees on disability leave for longer than three (3) months who wish to be covered
under Village health and welfare insurance must pay the full cost of the insurance
premiums during the rest of the disability leave for a maximum of thirty (30) months.
Employees on permanent disability who are eligible for Medicare may only retain Village
insurance at the employee’s full cost for a maximum of thirty (30) months.

Employees on disability leave will not accrue vacation time, floating vacation time, or sick
leave while on such leave.

RETIREE BENEFITS
3.20.1 PENSION FUNDS

All regular full-time and part-time employees who are eligible for participation as defined
by the Wisconsin Department of Employee Trust Funds (DETF) are considered to be
participants in the Wisconsin Retirement System. To receive pension benefits available
under this program, employees should contact DETF for additional information. Forms
must be submitted to the Village upon resignation or termination of employment.

This Employee Handbook and all Village policies refer to retirement as it is defined by
the Wisconsin Department of Employee Trust Funds at the time of employee separation
from employment.

3.20.2 EARNED UNUSED SICK LEAVE

Employees hired before January 1, 2008, who terminate service due to retirement,
death, or permanent disability shall be credited with all of their earned and unused
accumulated sick leave time at the time of termination to be paid to the employee.

Employees hired on or after January 1, 2008 who terminate service due to retirement,
death, or permanent disability shall be credited with one-half of their earned and unused
accumulated sick leave at the time of termination to be paid to the employee.

The sick leave credit shall be calculated at the rate of pay in effect when the employee’s
employment terminates.

In the event of termination due to the death of the employee, the payment shall be made
to the employee's designee. See Appendix 9.0 for Unused Sick Leave Designee
Appointment Form.




EMPLOYEE TRAINING, EDUCATION, AND CONFERENCES

3.21 The Village of Kronenwetter encourages professional development and
ongoing training. As such, regular full-time, part-time employees, and occasional
employees may be granted time off for the purposes of engaging in officially sanctioned
and approved training, conferences, and meetings. Leave with pay and reimbursement
for associated expenses will only be granted subject to Policy HR-003 Employee
Training, Education, and Conferences, which can be found in Appendix One at the back
of this book.

UNIFORMS

3.22 The Village will furnish, at no cost to Department of Public Works employees,
coveralls, uniform shirts and pants, and jackets in reasonable quantities to perform
assigned duties. Additionally, the Village shall reimburse each Department of Public
Works employee, upon presentation of original receipts, per the payment schedule
detailed in Appendix Two at the back of this book, for the purchase of safety related and
winter clothing to be used on the job. Public Works employees are expected to wear
uniforms at all times and to keep them reasonably clean and in good condition.

The Director of Public Works will determine all uniform requirements for public works
employees.

The Village will offer regular full-time office employees a stipend that is detailed in the
payment scheduled defined in Appendix Two each calendar year towards the purchase
of appropriate business or semi-business attire that is a Village logo apparel item(s) of
the employee’s choice.

INFLUENZA IMMUNIZATIONS

3.23 The Village provides flu shots for all regular full-time employees desiring
immunization. The Village’s Occupational Health agency provides the current flu vaccine
on-site each autumn.

ADDITIONAL BENEFITS

3.24 For more information and detailed literature on the Village’s benefit
package, please consult with the Administrator or Village Clerk. The Village reserves the
right to modify, deviate from, or terminate any benefit program as it deems appropriate
unless the benefit is specified within a labor agreement.




TIMEKEEPING

AND PAYROLL
TIMEKEEPING

4,1 Federal and state laws require that we keep an accurate record of time
worked by our employees. All the time you actually spend on the job performing
assigned duties or other work-related projects is considered to be time worked.
Employees must accurately record their:

« Beginning and ending work time

» Beginning and ending time of any split shifts or other personal departures from work

« Use of approved time off (vacation, holiday, bereavement, etc.)

Time sheets are provided for our employees to record work time and any paid or unpaid
absences from work. Timekeeping rules are as follows:

« You may record only your own time worked. Tampering, altering, or falsifying time
records or recording time on another employee’s time sheet is not allowed and may
result in disciplinary action up to and including termination.

« If you are late to work, record the time you actually started work. Lateness will be
reflected in your paycheck, so it pays to be on time to work. Excessive tardiness is
cause for disciplinary action.

Employees are required to sign their time sheet and forward to their Supervisor before
leaving work on the last day of the pay period. Your Supervisor will review and sign your
time records before they are processed for payroll.
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PAYDAYS

4.2 Employees will be paid bi-weekly. Payments will not be issued early. The
workweek begins on Sunday and ends on Saturday. The Village retains the right to
modify these work weeks.

PAYROLL DEDUCTIONS

4.3 Federal, state, and local income taxes and social security payments, all
required by law, are deducted from your weekly earnings. Occasionally, these
deductions may change because they are affected by changes in the amount you earn,
by legislation, and by the number of dependents you declare. Also, additional deductions
you have authorized the Village to make or that we are required to make (i.e.,
garnishments, child support) will be automatically deducted from your paycheck.

WORK SCHEDULES

4.4 Unless otherwise prescribed in an applicable employee labor agreement,
Department Heads are responsible for setting employee work schedules that best meet
the needs of the department and the overall needs of the Village.

OUT OF CLASSIFICATION WORK

. Hourly employees who are temporarily assigned by the Supervisor, Department
Head, or Village Administrator to perform the duties defined in a higher-rated position
for four (4) hours or more shall receive the higher hourly rate of pay for actual time
worked in the higher-rated position.




OVERTIME

4.6 The Village has the right and responsibility to schedule overtime work as
required. It is the nature of municipal service that emergencies and other conditions will
occasionally exist that require overtime by employees. Therefore, an employee may not
consistently refuse overtime assignments.

The Village recognizes that employees may have personal obligations from time to time
that prevent them from accepting overtime assignments. However, personal obligations
must be balanced with the obligation for service to the Village. Consistent or improper
refusal of overtime assignments will be grounds for disciplinary action.

All overtime work must have prior authorization from the Department Head or, if that's
not possible, must be approved by another Department Head or the Administrator.

All overtime for nonexempt employees will be paid at one and one-half times an
employee’s regular hourly rate of pay for all hours worked in excess of forty (40) in a
work week unless an applicable labor agreement includes other provisions. Only actual
hours worked will be counted for the purpose of calculating overtime payment.

Sick leave, vacation, floating holidays, and any other compensated hours that are not
worked will not be considered as hours worked for the purpose of calculating scheduled
overtime payment. Department Heads or the Administrator may adjust employee
schedules within any workweek in order to minimize the budgetary impact of overtime.
To the greatest extent possible, the Department Head will inform employees of
adjustments to their work hours as soon as possible following events that could result in
overtime in any week.

COMPENSATORY TIME

4.7 Overtime compensation for some non-exempt employees may be made
through the use of compensatory time upon the approval of the Department Head or as
described in an applicable labor agreement. If allowed, compensatory time will accrue at
the same rate as overtime.

No employee will be allowed to accumulate more than eighty (80) hours of
compensatory time unless otherwise specified in an applicable labor agreement. If an
employee accumulates eighty (80) hours of compensatory time, all future overtime will
be paid in the pay period during which the employee incurs overtime. An employee who
retires, resigns or is terminated will not receive payment for accumulated unused
compensatory time.




WORK WEEK AND PREMIUM PAY

On-call - If a regular non-exempt full-time employee is called in to work
outside of their regular schedule the employee will be paid a stipend equal to forty-
five dollars ($45.00) in addition to time and one-half pay for hours actually worked.

PERFORMANCE REVIEWS

4.9 The Village's performance appraisal system includes a written evaluation of
each regular fulltime employee’s job performance. It may include, but is not limited to,
the Supervisor's comments and recommendations, action plan for both the employee
and Supervisor, and performance goals for the next evaluation period.

Performance appraisals should be completed after the first ninety (90) days of the
orientation period for new regular full-time employees, on an annual basis prior to
consideration of any compensation adjustment, and at such other times as deemed
appropriate by the regular full time employee’s Supervisor.

Information derived from your performance review may be considered when making
decisions affecting such issues as an employee’s training needs and opportunities,
salary adjustments, reclassification, promotion, demotion, transfer, or continued
employment.

PAY REVIEWS

4.1 O Unless otherwise defined in an applicable labor agreement, individual pay
adjustments are generally based on the results of your performance evaluations.
However, please be aware that although your pay will be reviewed regularly, it does not
mean you can expect to be granted a pay increase each time. We do not give “general”
or “cost of living” increases. Raises are also dependent on a number of other factors
such as budgetary considerations, economic conditions, industry trends, and the value
of the job you perform for the Village and in our labor market.




LAYOFFS

4.11 The Administrator or the Department Head, within the provisions of an
applicable labor agreement, may layoff an employee when it is deemed necessary by
reason of shortage of work or funds, the abolition of the position, material change in the
duties of the organization, or for other related reasons which are outside the employee’s
control and which do not reflect discredit upon the service of the employee. The duties
performed by the laid off employee may be reassigned to other employees.

No temporary or permanent separation of an employee from Village service as a penalty
or disciplinary action may be considered as a layoff. When conditions permit, employees
on layoff status may be considered for reinstatement. Employees who are laid off for
more than twelve (12) months will no longer be eligible for reinstatement.

EMPLOYEE (ODE OF CONDU_CT

CONDUCT I
SAFETY AND SECURITY

5.1 Regardless of the demands of the work, you are expected to take the time to do
it in a safe and secure manner. Safety and security are fundamental principles of the
daily approach we take to our jobs. They are to be kept in mind in everything you do. If
you sustain a work-related injury or illness, you must immediately inform your
Department Head or the Village Clerk if your Department Head is unavailable no matter
how minor an on-the-job injury may appear.

We are truly concerned about the health and welfare of each of our employees. Your
safety and security are of paramount importance to us. We are committed to making
every practical effort to provide you with a safe workplace. We ask each of you to
accept responsibility in helping to prevent accidents or breaks in security.

No employee shall be required or allowed to use equipment that is not safe,
mechanically sound, and properly equipped to conform to all Village, state, and federal
regulations.

All defects in equipment, especially those that may impact the safety and performance
of personnel, must be reported to the Department Head or Supervisor as soon as
observed and use shall be discontinued as soon as possible.




No charge shall be made against an employee for damage to equipment except in the
case of gross negligence or intentional damage in accordance with State statutes. The
Village expects all employees to exercise reasonable care in the use of all Village
equipment.

All time spent by an employee in the service and maintenance of Village equipment shall
be paid time.

EMPLOYEE COMPLAINTS

4.11 The Village will attempt to handle personnel complaints and disciplinary
matters promptly and fairly. Employees who feel that they have a legitimate concern
regarding any aspect of employment with the Village should discuss the matter with
his/her Department Head. If any employee feels that his/her Department Head has not
satisfactorily addressed the issue, he/she may contact the Village Administrator.
Complaints are to be handled in accordance with Policy HR-002 Problem Resolution
which can be found in Appendix 1 of this booklet.

Discussion of personal employment concerns at any time with any customer, including
but not limited to residents and vendors, is cause for disciplinary action up to and
including discharge.

DRUG AND ALCOHOL USE

5.2 It is the policy of the Village to provide a drug free, healthy and safe
environment for its employees. The Village recognizes that the use of alcohol and/or
drugs in the workplace can threaten the safety of the work environment and interfere
with the operation of the organization.

The manufacture, distribution, dispensation, sale, possession or use of alcohol or
controlled substances is prohibited in the workplace and/or while conducting Village
business away from the workplace. The only exception to this policy is the possession of
drugs or alcohol by a Police Officer as required in the conduct of his/her official duties.

Employees are prohibited from coming to work under the influence of alcohol or illegal
drugs. The Village’s policy prohibiting the use or possession of a controlled substance
does not apply if the controlled substance is being used pursuant to a valid current
prescription for the employee issued by a medical practitioner while acting in the course
of the practitioner’s professional practice, or pursuant to other uses authorized by law,
provided that such controlled substance is used by the employee at the prescribed or
authorized dosage level, and such level is consistent with the safe performance of the
employee’s duties. Employees who must use a prescription drug that causes or may
cause adverse side effects (e.g., drowsiness, impaired reflexes, or reaction time) shall
inform the Department Head or the Village Administrator of the possible adverse effects
of the drug and expected duration of use. The Department Head or the Village
Administrator may grant such employees sick leave or temporarily assign them to
different duties.




WORKPLACE VIOLENCE PREVENTION

5.4 The Village prohibits any behavior that could be construed as threatening,
aggressive, confrontational, or violent. Employees are prohibited from carrying weapons,
including properly licensed concealed carry weapons, on Village premises or during
Village work activities except as specifically allowed by State law or if possessed by
Police Officers in the normal course of their jobs. To that end, the Village reserves the
right to require any employee, upon request, to submit to a search of personal effects.

Employees shall immediately warn the Village Administrator or, in his/her absence, the
Chief of Police, of any potentially dangerous or suspicious workplace activity, situations
or incidents that they either observe or are aware of that involve other employees,
volunteers, visitors or outsiders who appear threatening. The Village Administrator shall
conduct a confidential investigation of all reports of violence. Employees other than
sworn police officers who confront or encounter an armed, violent, or dangerous person
should not attempt to challenge or disarm the individual.

Any employee who violates this policy shall be subject to disciplinary action, up to and
including termination. Violations of this policy by employees, visitors, volunteers or
outsiders may be reported to local law enforcement personnel. Such individuals may be
prosecuted to the maximum extent of the law. Employees will not be retaliated against
for making good faith reports under this policy.

MEDIA RELATIONS

5.5 The Village believes in cooperating with the media (radio, television,
newspapers, etc.) whenever possible. The Village Administrator is the Public Information
Officer for the Village. If he/she is not available in a reasonable amount of time, then the
Village President, Department Head, or their designees will be the spokesperson for their
respective departments, giving the media information and aid that the Department Head
feels is appropriate.

Employees shall refrain from discussing in a public forum, or for publication, matters
pertaining to Village procedures or policies without prior approval of the Village
Administrator. Requests for information under the Wisconsin Public Records laws must
be referred to the Village Clerk.



POLITICAL ACTIVITY

5.6 The Village does not prohibit employees from exercising their political rights to
engage in political activities, including the right to petition, make speeches, campaign
door-to-door, and to run for public office, providing the employee does not use his/her
position within the Village to coerce or influence others and does not engage in these
activities while on duty at work. Employees are prohibited from using Village supplies,
equipment, or materials for political purposes. Wearing campaign buttons while in the
work place is an example of a prohibited activity. Employees that run for the Village
Board, and are elected, are considered to have tendered their resignation when they are
sworn into office from their Village employment.

SMOKING/TOBACCO USE

5.7 The Village provides a smoke free environment for its employees. Smoking and
smokeless tobacco are prohibited in Village-owned facilities, properties, and vehicles,
and while conducting Village business off-site.

NEPOTISM

5.8 Unless specifically permitted by the Village Board, the Village Administrator
and Department Heads are prohibited from hiring a person related to them to work in a
position they will supervise. The only exceptions are for occasional, temporary or
seasonal employees if approved by the Village Administrator or by the Police and Fire
Commission for Public Safety Employees. A related person means spouse, parent, child,
sibling, uncle, aunt, nephew, niece, grandparent, grandchild, father/mother-in-law,
sister/brother-in-law, stepchild, stepparent, stepsibling, or any person sharing a
residence with the employee.

When a member of the Village Board is related to a Village employee, it is the Board
member's responsibility to avoid any conflicts of interest in terms of employment or
compensation issues as required by state law. This does not preclude the Village Board
member from voting on any other matter concerning the related-employee's
department. In addition, the Village Board should avoid appointing any individual to a
Commission or Committee that typically holds responsibility for a particular department’s
functions if the prospective appointee is related to a Village employee who works in that
department.




SUPERVISOR/EMPLOYEE RELATIONSHIP

5.9 All management personnel are prohibited from having/initiating romantic and/or
sexual relationships with employees under their supervision. Perceived violations of this
policy shall be brought to the attention of the Village Administrator. If the Village
Administrator is involved, the perceived violation shall be brought to the Village
President. Management personnel found to have violated this policy shall be subjected
to disciplinary action including the possibility of discharge.

Other personal relationships may be of concern to the Village. They may involve close
social friendships, family relationships (parent, child, spouse, sibling, in-law, cousin, aunt,
or uncle), personal business or financial involvements, or other personal connections
that could affect decision-making or create a conflict of interest.

The Village realizes that developing personal relationships with coworkers is something
that can and sometimes does happen in the workplace. While the Village does not wish
to ban all such relationships outright, the manner in which employees conduct
themselves at work is subject to Village policies and procedures. Coworkers who are
engaged in a relationship should refrain from personal conduct that creates tension with
coworkers or causes other employees to feel uncomfortable or offended. This restriction
applies to conduct while on Village premises or while conducting Village business off
premises.

If a conflict of interest is present in a relationship, the Village will endeavor to find a
solution to eliminate the conflict of interest so that one person is no longer able to unduly
influence or favor the other or so that co-workers are not affected negatively by the
relationship. Such solution may require one of the pair to resign, to be re-assigned, or to
be terminated.

In the case where two employees are related to each other, and one supervises the
other, then the Village Administrator must sign the time-card of the employee who is
being supervised. In no case shall the Village Administrator supervise an employee
related to him or her, and if through marriage this should occur, then the supervised

employee shall be required to resign.




USE OF VEHICLES

5.1 O On occasion, you may be asked to use your personal vehicle for Village
business. We require that you be insurable before driving any vehicle on the Village
business. We require that you carry liability insurance for your personal vehicle if it is
driven for Village business. If you are in an accident with your vehicle while on Village
business, your insurance is primary. As with any accident, report it to your Department
Head immediately.

It is Village policy that, whenever possible and practical, all employees will use a Village-
owned vehicle for Village business if a vehicle is available and the business will be
conducted within an approximate twenty-five (25) mile radius of the Municipal Center.
When a need can be anticipated, the vehicle should be scheduled through the
Administrative Assistant. Any employee who uses the vehicle is expected to keep it
reasonably clean and free of debris, to complete the vehicle’s travel and mileage log, and
to report any and all concerns regarding the vehicle’s safety and/or performance to the
Administrative Assistant. The vehicle should be returned with at least one-half tank of
fuel remaining.

When driving any vehicle on Village business, you are expected to observe all traffic
laws. Always refrain from the use of all non hands-free electronic devices while driving.
Tickets that result from an infraction of traffic laws or parking violations are your
responsibility regardless of whose vehicle is being driven. See Policy HR-007 Business
Mileage and Travel which can be found in Appendix 1.

PARKING

5.11 Employees are expected to follow parking rules. The Village Municipal Center
has an employee parking area. Employees are expected to park in that area and refrain
from parking in the customer parking area. Any employee found parking in unauthorized
areas will be requested to move their vehicle to an appropriate employee parking area.

VISITORS

5.1 2 Although we can understand an occasional visit to your work area by friends
or family, regular disruption of your workday by this type of activity is not allowed.




TRAVEL EXENSES

5.1 3 The Village will reimburse employees for reasonable business travel
expenses incurred while on assignments away from the normal work location. All
business travel must be approved in advance by the employee’s Supervisor. Employees
who attend the same conferences or meetings are strongly encouraged to carpool
unless there is an approved reason for separate travel arrangements.

Reimbursement will be made in accordance with Policy HR-007 Business Mileage and
Travel which can be found in Appendix 1.

Abuse of Policy HR-007 Business Mileage and Travel, including falsifying expense
reports to reflect costs not incurred by the employee, is grounds for disciplinary action
up to and including termination of employment.

USE OF PHONES AND SUPPLIES

5.1 4 Village telephones are for business purposes. Telephone calls may be
monitored and/or recorded by the Village for business purposes. Incoming and outgoing
personal phone calls are to be kept to a minimum and should not interfere with or
prevent employees from providing quality care to our customers. Personal calls should
be made during your lunch or break periods. If personal long distance phone calls are
made, the cost of the call should be reimbursed to the Village.

The Village's mail system and letterhead are for business purposes only and are not for
personal use.

Village supplies are for business use only and may not be used for personal reasons or
taken home. This includes but is not limited to pens and pencils, paper, staplers, paper
clips, and postit notes.




USE OF PERSONAL ELECTRONIC DEVICES

5,1 5 The Village has established guidelines for the issuance and usage of Village-
owned cellular telephones as well as procedures for monitoring and controlling costs
related to cellular telephone use. Refer to Policy FIN-002 Employee Cellular Phone,
which can be found in Appendix 1 of this handbook.

Employees in possession of Village-issued equipment are expected to protect the
equipment from loss, damage, or theft.

All communications devices should be used in a manner that does not distract co-
workers, residents, business associates, or interrupt meetings. Devices should be turned
off or in silent/vibrate mode during meetings unless an urgent business call is expected.

The use of non-hands-free cell phones or any other Personal Electronic Device is
forbidden while driving any vehicle on Village business. All laws regarding the use of
personal cell phones and personal electronic devices must be followed while driving.
Personal cell phone calls and other forms of personal communication must be strictly
limited unless the communication is incidental, necessary, and unavoidable.

Invoices for Cell Phones and other Personal Electronic Devices will be audited regularly.
Employees must be aware at all times that all communications via reimbursed cell
phones or other electronic devices are subject to public records requests as are all
detailed invoices. The Village is not responsible for lost or damaged personally owned
cell phones carried by employees during work hours. Employees are prohibited from
using personal text messaging, photography, audio or video recording, or additional
services while on company time.

USE OF FITNESS CENTER

5.1 6 The Village provides a fitness center for use by all employees. All employees
are required to follow Policy HR-008 Use of Municipal Facilities - Fitness Center which
can be found in Appendix 1 of this manual. That policy is posted in the Fitness Center for
your convenience.




COMPUTERS AND ELECTRONIC MAIL

5.1 7 The Village recognizes that electronic data processing and transmission
equipment and their associated communication and information sharing mechanisms can
add considerable value as tools in the workplace. Like many enhancements, they can
also lead to non-productive work alternatives and increased security risks. It is the
declared policy of the Village that, consistent with the guidelines and directions outlined
herein, all electronic data equipment employed in the workplace shall be used by Village
employees to promote enhanced work productivity. Further, electronic data equipment
shall be used in a fashion that protects the integrity and security of information created
and maintained by and for the Village.

This policy statement modifies and supersedes any previously adopted policies
concerning use of the specific types of equipment and assets referenced herein.

5.17.1 ELECTRONIC TECHNOLOGIES
OPERATING POLICIES

When using computers, the internet, e-mail, cellular phones including text messages,
telephones, fax machines, cameras, sound, and broadcast equipment and other
associated technologies, the following requirements apply:

« All Village electronic resources, hardware, software, data storage and all files are
Village property. These resources are intended to be used for Village business
purposes and in a manner consistent with the Village’'s standards of conduct.

« Village employees using electronic data technologies are discouraged from their use
for nonessential and/or non-work-related purposes. Incidental and infrequent
personal use is not prohibited but shall be limited and subject to Department Head
approval.

« The cost of personal use of telephones and fax machines for permitted personal uses
shall be paid by the employee.

« Use of electronic technologies shall NOT:

o Result in interference with regular work duties, or reduction in productivity.

o Include personal use for business, profit, or political endeavors.

o Include retrieval or downloading of information that is sexually explicit or
pornographic, sexist, harassing, or illegally discriminatory in nature unless by a
sworn officer of the law in the conduct of official business.

o Include use for entertainment purposes at any time during the regular working
day or on any paid time.

o Include use by anyone other than a full or part-time employee of the Village,
except for telecommunications by others in pursuit of Village-related business or
bona fide emergency.




« Electronically generated information is exclusively the property of the Village and, as
such, no person shall have the expectation of privacy with files, e-mail, or internet
uses.

« Employees shall, at all times, take every necessary step to preserve all electronic
data in order to comply with all potential public records requests as allowed by State
law. No employee shall transmit any sensitive Village information such as financial
account numbers over an unsecured internet connection, especially via e-mail.

« The Village may monitor online traffic, examine files, or read e-mail at any time
without notice.

« The Village may further restrict or discontinue access to some or all electronic
technology resources at any time.

5.17.2 SECURITY RELATED ISSUES

The Village finds that electronic technologies in the workplace require substantial
diligence on everyone’s part to sustain quality and security of information created and
maintained by the Village. To the end that quality and security of information may be
sustained, the following practices shall be observed by all employees at all times:

» No data, programs, or files (e.g. personal software, downloaded screen saver
applications, or other files) shall be installed on Village computers or similar
equipment.

« Employees and other Village users shall become familiar with and utilize virus
detection and cleansing software whenever suspicious electronic data is
communicated to the Village.

« Employees and other Village users shall recognize that information found on the
internet is the intellectual property of the person or organization posting it.

« E-mails and cellular phone texts may be considered public records and subject to
retention as such. An e-mail is considered a public record whenever a paper
message with the same content would be a public record. See Wis. Stats. 19.32(2)
for the definition of a record. The same rules that apply to record retention and
disclosure as with other Village documents apply here. Therefore:

o E-mails, including the identities of the sender, the date, and any non-archived
attachments are considered part of the public record.

o E-mails determined to be a public record shall be retained and archived to
electronic or magnetic memory media or printed out and saved in an appropriate
file in accordance with the Village’s Records Retention policy.

Any question as to whether a document is a public record should be referred to the
Village Clerk and, if necessary, to the Village Attorney through the Village Administrator.




5.17.3 DISCIPLINARY ACTION

This policy applies to all stand-alone electronic technology units as well as units
connected to the in-house networks and/or internet. The Village may monitor use of its
owned personal electronic devices at any time. Employees who violate the provisions of
this policy may be subject to revocation of privileges respecting use of electronic
technologies, disciplinary action, suspension, and/or termination of employment
depending upon the severity and/or gravity of the offense. Criminal offenses such as
copyright violations may result in criminal prosecution as well as disciplinary action.
Where appropriate, monetary remuneration will be sought for damage necessitating the
repair or replacement of equipment, software or for malicious damage to files and/or
information.

No Village-owned electronic technologies may be used off premises of Village property
without the authorization of the Department Head or the Village Administrator.

Notice of responsibility: Authorized uses of electronic technologies by employees that
result in any way in the loss or deterioration of information or equipment owned by
anyone other than the Village shall be the responsibility of the user and not of the
Village. For example, an authorized installation of Village information on a personal
computer that negatively affects either software or hardware belonging to the user shall
be the responsibility of the user and not that of the Village.

DRESS CODE

5,1 8 Village employees are expected to be dressed and groomed in a clean and
neat manner. In addition, employees should dress and groom in a manner that will not
impair or restrict their movements or otherwise cause safety problems.

All employees are expected to be well groomed and practice good personal hygiene and
to dress as appropriate for the duties being performed. Employees should avoid the use
of strong perfumes or colognes as they can be offensive and sometimes produce
allergic reactions in others (coworkers and customers alike). Tight fitting or revealing
clothing is not acceptable. Such articles of clothing as “flip-flops” and denim jeans are
typically not allowed although jeans may be allowed when Administration declares
special “casual dress” days.

Business casual attire is always appropriate for office employees. Acceptable office
clothing for men who are not required to wear a uniform includes: dress pants, Dockers,
corduroys, dress shirts, sweaters, turtlenecks, polo type shirts, blazers or sport coats,
dress shoes, loafers. Unacceptable clothing for men includes: shorts, sweatpants,
athletic attire, sweatshirts, T-shirts, sleeveless shirts, sandals.




Acceptable office attire for women includes: dress pants, Dockers, corduroys, shirts,
dresses, dress skirts, blouses, sweaters, polo shirts, dress jackets, dress shoes, loafers,
slides, dress boots. Unacceptable clothing for women includes: Above-the-knee shorts,
sweatpants, athletic attire, sweatshirts, T-shirts, halter-tops, spaghetti straps, tank tops,
and non-dress related flipflop/beach-type sandals.

Clothing should be worn and fit in such a manner that it does not expose the abdomen,
chest, or buttocks areas. Body piercing jewelry will only be worn on the ear. No other
areas of the body with body piercing jewelry should be visible.

The Department Head or the Administrator is responsible for determining if a particular
employee’s appearance and grooming is appropriate for the work being done and for the
type of public contact. If the Department Head or Administrator determines that an
employee is inappropriately attired or groomed, she/he will tell the employee to go home
on their own time, make necessary changes, and return to work in a reasonable amount
of time.

Whenever possible, reasonable accommodation will be made for employees’ religious
beliefs and disabilities consistent with the business necessity to present a professional
appearance to the public.

Repeated disregard for this dress and grooming policy may result in disciplinary action
up to and including termination of employment.

Dress Code




GENERAL HOUSEKEEPING

5.1 9 It is important that you take pride in your work area and keep it neat and
orderly at all times. Having your work area well organized contributes to efficiency and
creates a good impression for our customers.

Food and beverages must be kept out of view of customers. Empty soda cans, used
coffee cups, and empty food containers are to be cleaned and put away after use for
health and safety purposes, and for appearance’s sake. Please keep entryways clean
and free of debris and unnecessary items. The Village requires the recycling of all
suitable paper, glass bottles, empty plastic and aluminum containers.

EMPLOYEE CONDUCT GUIDELINES

5.20 We expect our employees to follow rules of conduct that will protect the
interests and safety of all employees and the Village and to present a professional image
to all customers and guests. It is not possible to list all the forms of behavior that are
considered unacceptable in the workplace, but the following are examples of infractions
of rules of conduct that may result in disciplinary action, up to and including termination.

« Failure to follow and/or adhere to Village of Kronenwetter policies and procedures as
described in written documentation or as described and directed by employee’s
supervisor.

« Discourteous conduct or poor service to customers.

« Falsification of Village records in any form, embezzlement, or failure to follow internal
control or security procedures.

« Theft or inappropriate, unauthorized removal or possession of Village or coworker’s
property; use of Village equipment or supplies for personal projects.

« Falsification of timekeeping records.

» Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the
workplace while on duty. The only exception to this policy is the possession of drugs
or alcohol by a Police Officer as required in the conduct of his/her official duties.

« Fighting or threatening violence in the workplace.

« Boisterous or disruptive activity in the workplace.

« Improper, careless, negligent, destructive, or unsafe use or operation of Village
equipment.

« Insubordination or other disrespectful conduct.

« Deliberate statements or actions detrimental to the Village; knowingly spreading
false or malicious reports intended to disrupt relationships among employees,
elected or appointed officials, customers, and/or residents.

« Sexual or other forms of harassment.

« Unprofessional conduct at outside events where the employee is representing the
Village, such as courses, seminars, and community events.




» Possession of dangerous or unauthorized materials, such as explosives, weapons
including properly licensed concealed carry weapons, or firearms, in the workplace
or on the premises unless as required in the conduct of your job or as specifically
allowed by State law.

« Excessive or unauthorized absenteeism or tardiness; giving false reasons for
absences from work.

« Unauthorized overtime, failure to record overtime worked, or consistent refusal to
work overtime.

» Unauthorized or unacceptable use of the telephone, cell phones, PDA’s, etc.

« Smoking within Village owned facilities, in a Village vehicle, or when conducting
Village business off-site.

« Unauthorized disclosure of business secrets or confidential business or customer’s
information.

« Unauthorized entrance to the Village properties other than to report to work or to
conduct business.

» Violation of personnel policies.

« Unsatisfactory work performance or conduct; deliberate or excessive waste of
materials; poor workmanship or low productivity.

« Using abusive or offensive language with customers or coworkers.

« Improper political activities during work hours.

« Taking any fee, reward, gift, gratuity, or other form of remuneration in addition to
regular Village compensation from any source for the performance of duties in the
capacity of an employee of the Village.

« Inducing or attempting to induce an Officer or employee of the Village to commit an
unlawful act or to act in violation of any lawful regulation or order.

« Gambling on Village property.

« Lying to or misleading supervisors, elected officials, or appointed officials, and/or
contacting elected or appointed officials regarding issues that should be directed to
Department Heads or to the Village Administrator. See Policy HR-002 Problem
Resolution which can be found in Appendix 1.

Depending on the circumstances involved, disciplinary action may include an oral
warning, a written warning, suspension without pay, or discharge. Progressive discipline
may not be followed in all cases. Depending on the nature of the violation and other
circumstances, including, but not limited to, the employee’s past conduct, one or more
“steps” may be repeated or skipped. In some circumstances, immediate discharge may
result.

OUR
CORE
VALUES




GRIEVANCE PROCEDURE

5.21 All grievances by employees will be handled by the Village following the
approved HR-009 Grievance Procedure which can be found in Appendix 1 of this
handbook. The terms of that policy shall control unless another valid and enforceable
grievance procedure exists in an applicable labor agreement.

RETURN OF PROPERTY

5.22 Employees are responsible for all Village property, materials, or written
information issued to them or in their possession or control. All Village property must be
returned by employees on or before an employee’s last day of work or at the request of
the Village Administrator. The Village will take all neccesary legal actions to recover or
protect its property.

EMPLOYMENT TERMINATION

5.23 The last day worked will be used as the termination date in all instances.

The Village of Kronenwetter has the right to terminate, with or without cause, an
employee at any time and for any reason, except those prohibited by law or as outlined
in an applicable labor agreement.

All of your employee benefits will be affected by employment termination. Health
insurance coverage may be continued at your full expense as specified by COBRA. You
will be notified in writing of the terms, conditions, limitations, and costs associated with
continuation coverage. Please ask the Village Clerk if you have any questions.

Any property of the Village in your possession at termination, such as keys, electronic
devices, etc. must be returned to your Department Head no later than your last day of
work. A forwarding address must be furnished so we can send you a W-2 at year-end.




APPENDICIE

APPENDIX ONE

HUMAN RESOURCES AND FINANCE POLICIES

6,0 Listed below are all of the adopted policies of the Village that the Village Board
has adopted for human resources and the ones that are finance policies that affect
employees. While every effort has been made to ensure that the Employee Handbook
conforms to these separately adopted policies, where a conflict does occur please see

your supervisor for a clarification of the matter.

POLICY # | TITLE DATE
ADOPTED/AMENDED
HR-001 Exempt Employees — Work Hour & | 10/08/2007
Schedules
HR-002 Problem Resolution 02/13/2012
HR-003 Employee Training, Education & 06/23/2015
Conferences
HR-004 Personnel Requisition-Procedure 11/24/2015
HR-005 Employee Performance Program 09/25/2018
HR-006 Progressive Discipline Policy 01/10/2015
HR-007 Business Mileage and Travel Policy | 01/12/2016
HR-008 Employee Use of Municipal 02/27/2012
Facilities-Fitness Center
HR-009 Grievance Procedure Policy 08/22/2011
HR-010 Catastrophic lllness/Injury Account | 10/22/2012
HR-011 Internal Promotion Policy 07/23/2013
HR-012 Health Savings Account Paolicy 05/27/2014
HR-013 Insurance Contribution Rates 01/27/2015
HR-014 Insurance Opt Out Policy 04/28/2015
HR-015 Village Administrator Evaluation 04/26/2022
HR-016 Remote Work Policy 01/26/2021
HR-017 Exit Interview Policy 19/26/2021
HR-018 Wage Tracking Policy 05/09/2022




POLICY # | TITLE DATE
ADOPTED/AMENDED
FIN-001 Business Credit Cardholder Policy | 07/23/2013
and Agreement
FIN-002 Employee Cellular Telephone Policy | 01/12/2017
FIN-003 Accounts Payable Policy 01/12/2016
FIN-004 Purchasing Policy 03/25/2014
FIN-005 Investment Policy 11/26/2012
FIN-006 Disposal of Surplus Property 02/26/2019
FIN-007 Post-lssuance Compliance Policy 04/22/2074
for Tax-Exempt and Tax-
Advantaged Obligations and
Continuing Disclosure
FIN-008 Credit Card Rewards Point Plan 05/27/2074
2014
FIN-009 Capital Projects Fund 06/24/2014




[PoLicYID: HR-001 | TITLE: EXEMPT EMPLOYEES -

) WORK HOURS AND SCHEDULES

ORIGINAL ~ (] REVISION APPROVED BY VILLAGE BOARD: DATE:
| EFFECTIVE DATE OCTOBER 8, 2007 M &l Ezl =
"APPLIES TO: X FLSA ST [] FLSA NON-EXEMPT

This Policy shall apply to all exempt employees who are not a member of a collective bargaining unit.

The Village expects all employees to be reliable and punctual and to report for work as scheduled. Absenteeism
and tardiness for reasons other than those covered by established Time Off Policies place an unfair burden on
other employees, reduce productivity and quality of performance, and are costly to the Village.

Every exempt employee Is required io establish, with his/her supervisor, a standard work schedule covering a
minimum of forty (40) hours per work week during the official operating hours set by the Village. The Village
defines the work week as being a minimum of eight hours per day on Monday through Friday. Working less than
forty hours per week is discouraged and exempt employees are expected to make up work time lost due to
personal absences of less than a day. Exempt employees are expected to work whatever hours are necessary to
accomplish the goals and deliverables of the position they hold and to meet the expectations of the Village. The
Village expects that exempt employees will be available to attend and/or siaff various Board and
Committee/Commission meelings in addition to their regularly scheduled forty hour work week.

If an exempt employee cannot avoid being late for work or is unable lo work as scheduled, the employee must
notify his/ner supervisor as soon as possible in advance of the anticipated tardiness or absence. If an employee
has Village-related business outside the Municipal Center, he/she must notify his/her supervisor or a Department
Head in advance regarding his/her schedule change.

The Village expects all Department Heads to cooperate in scheduling their work hours so that, to the greatest
extent possible, at least one Department Head is present on-site during all established Municipal Center operating
hours and reasonably accessible to Village staff, Board members, and residents as needed.

At the discretion of the Village Board, the Village may require exempt employees to submit time logs describing
thelir daily activities.

Consistent failure to chserve the established minimum work schedule, or failure to make up time lost due to

personal absences of less than a day without prior agreement from his/her supervisor, or fallure to adhere to this
policy may result in discipline up to and including termination of employment.




POLICY ID: HR-002 TITLE: PROBLEM RESOLUTION

[T ORIGINAL APPROVED BY VILLAGE BOARD: DATE:
; EFFECTIVE DATE 10/08/2007 | (7
% REVISION ¢LLcha¢ ¢tk February 13, 2012

EFFECTIVE DATE 02/13/2012
(<] FLSA EXEMPT [<] FLSA NON-EXEMPT

APPLIES TO:
(] REPRESENTED EMPLOYEES ] Non-REPRESENTED EMPLOYEES

This policy applies to all Village of Kronenwetter personnel in the categories checked in this section. Provisions
within an individual personal employment agreement or in an applicable formal labor agreement between the Village
and a certified collective bargaining unit may supersede certain parts of this policy.

The Village of Kronanwatter encourages an open and frank atmosphars in which any problem, complaint, suggestion, or
quastion receives a imely response from Village of Kronenwetter supervisors and management. The Village desires to
ensure fair and honest treatment of all employess. We expect all employeas, Depariment Heads, the Administrator, Village
President and Board members, and members of all Committees and Commissions 10 treat aach athar with mutual respact.
YWe encourage employees as well as elected and appointed officials to communicate with each other in a positive and
canstructive mannar,

If your concamns involve a dispute concarming tha interpretation, application or violation of a collective bargaining agreemeant,
the grievance procedures described therein must be followed.

If a situation oceurs when you bealieve that & condition of employmeant or a decision that affects you is not fair, you are required
to follow the problem resolution steps listed below. You may stop the procedure at any step.

1. Present the issue to your supervisor as soon as possible afler the incident accurs. If your supervisor is unavailable or if
yiou believe it would be inappropriate or uncomfoniable to discuss the situation with your supervisor, you may presant hea
problem to the Administrator,

2. Your Department Head (or Administrator) will respond to the problem during discussion or after investigating the situation
further or after consulting with others involved in the situation. Hefshe will document all discussions.

3. If your Department Head does not or cannot resolve the issue, helshae will address the issue with the Administrator who
will make any decisions that are appropriate to resolve the problem.

4. If, after following the steps indicatad abowve, the problem or situation is not resolved, you may initiate the process defined
in HR-008 Grievance Procedure.
Consistent or repetitive failure to adhere to this policy may result in discipling up to and including terminaticn of employment.

Mot every problem can be resolved to everyone’s total satisfaction. However, the Village believes that honest discussions with
the maost closely involved persons before involving others is the most effective way to resolve most conflicts.

This policy is not intended, and should not be construed, 1o limit or prevent an employes fram exercising righls under the Mational Labor
Relations Acl. The Village of Krongnwelier retains the right o amend or change Lhis policy at any Gme wilhoul prior nolice



POLICY ID: HR-003 | TITLE: Employee Training, Education and Conferences

[TORIGINAL [ REVISION APPROVED BY VILLAGE BOARD: DATE:

EFFECTIVE DATE: .

Original: 01/25/2010

Revision-1: 02/13/2012 ':2 % - & 22 "'15
Revision-2: &6/23/2015

“FLSA EXEMPT ~ FLSA NON-EXEMPT
APPLIES TO: REPRESENTED EMPLOYEES Non-REPRESENTED EMPLOYEES
ELECTED OFFICIALS APPOINTED OFFICIALS

This policy applies to all Village of Kronenwetter employees in the calegories checked in this section. Provisions
within individual persenal contracts or a collective bargeining agreement may supersede cerlain paris of this policy.

CONTINUING EDUCATION:

The Village of Kronenwetter encourages professional development and ongoing training. As such, employees may be
granted time off for the purposes of allowing regular fulltime, part-time, occasional, temporary or seasonal
employees to engage in officially- sanclioned and approved training, conferences , and meetings.

The Village of Kronenwetter does not provide financial reimbursement to employees for continuing education which is
defined as attendance at a university, college, or technical school course in pursuit of a discretionary degree or
certification. The Village will only provide tuition assistance if the course has been mandated by the employer to
salisfy department training requirements, if it will directly and significantly upgrade the employee's current job
performance,and if it is part of a professional enhancement plan established by the Department Head and the Village
Administrator. Thecourse content mustnotbe available through other more cost-effective approaches andthe funds must

be available within the current budget. The Village Board must review and approve all requests for tultion assistance
relating to continuing education.

TRAINING/CONFERENCES/MEETINGS:

The following guidelines pertain to attendance at all training sessions . conferences, or meetings requiring registration or
emplng.reeabsern:es ofone-halfday ormore.
Paid time may be granted for the employee's attendance at an outside event during normal work hours if the
event is judged to be useful to the individual's work or career development. Approvals are required from the
Administrator and the Department Head.
= Weekend and holiday attendance at non-mandatory events is on the employee's own time and is noteligible for
compensalion. Exceptions apply only as stated in the represented employee's Collective Bargaining
Agreementifapplicable.
» Expenses such as registration fee and transportation may be covered from the depariment's travel andior
fraining budgets at the Administrator's discretion. Travel reimbursement may only be paid according to
Village policy HR-007 BusinessMieageand Travel.
= Aftendance for all full-time, part-time, occasional, temporary or seasonal employees save for the Village
Administrator, Elected and Appointed Officials at non-budgeted conferences or training sessions will require
Village Administrator approval.. Attendance for the Village Administrator, Elected and Appointed Officials at non-
budgeted conferences or training sessions will require approval of the Village Board.
« Asis expected of all who attend training, conferences, or other such events , each attendee is encouraged to
share his’her experience and the information learned through his/her event attendance with the Department
Head or Administrator, colleagues, and staff as well as the Village Board via the Department's regular
monthly report.

This policy & nol ntended . and should not be construed, 1o limit or prevend an empleyee from exarcising righls under the Malional Labor
Relalions Act. The Village of Kronenwelier redains the righl to amend or change this policy alany time wilhoul gros natice.



Any staff member seeking authorization to attend a budgeted or unbudgeted conference, training sessicn, or meeting
must obtain approval from the Administrator prior to registration and submission of any payments for the event. The
employee must submit the Village of Kronenwetter Training Leave Request to his/her Department Head who will
review and forward itto the Village Administrator. The approved period of leave will normally be for the period of
attendance at the conference or meeting. together with the minimal reasonable period for travel to and froam the
employee's home or Municipal Center.

The Administrator, Village Board members and Appointed Officials must seek authorization for reimbursable
attendance at training, conferences, or meetings directly from the Village Board.

The employee must submit the Village of Kronenwetter Training Leave Request to the Department Head and to the
Administrator for approval with enough time for review before the proposed registration/application date.

Consistent failure to observe the established minimum requisition and documentation requirements or failure to
adhere to this policy inany otherway may result indiscipline up to andincluding termination of employment.

This policy & nol nlended. and should nol be construed, to limil or prevenl an employee from exercising righls under the Malional Labor
Relalions Acl. The Vilage of Kronenwealler r#laing the righl 1o amend or change this policy &t any time wilhoul pror nolice.



"POLICY ID: HR-004 TITLE: Personnel Requisition-Procedure

T ]ORIGINAL [>J REVISION APPROVED BY VILLAGE BOARD; DATE:

EFFECTIVE DATE: ; Lo~ P—;..{Ehg"-‘\
Original: 10V08/2007 {1 'LL/ALI'IJ—

| Revision-1: 11/24/2015
APPLIES TO: " REPRESENTED EMPLOYEES Non-REPRESENTED EMPLOYEES
ELECTED OFFICIALS APPOINTED OFFICIALS

This policy applies fo all Village of Kronenwetier empioyees In the categories checked In this section. Provistons within ndividual
personal contracts or a coliective bargaining agreament may supersede certain paris of this policy.

PERSONNEL REQUISITION-PROCEDURE-HR - 004

. A Department Head in conjunction with the Village Administrator completes the Personnel Requisition (HRFRM-002)
if he/she wishes to establish a new position, add an employee to staff, promote an employee, increase work
hours, increase length of an employee's temporary employment, or to increase direct payroll expenditures in any
other way.

Ifthe Department Head or Administrator wishes to fill a position that is empty due to either a termination, a
retirement, or a resignation, the completed Personnel Requisition must indicate that the payroll expense is being
maintained at or below the amount budgeted for the previous employee. If anticipated replacement costs exceed
prior expense, the Administrative Policy Committee (APC) must consider a budget amendment.

. A Personnel Requisition is not required for the replacement of an employee to fill Occasional, Temporary, Seasonal,
non-management regular full-time or non-management regular part-time employee positions as defined in the Village
of Kronenwetter Employee handbook. Only when a change in the number of Occasional, Temporary, Seasonal or non-
management regular full-time or non-management regular part-time employees is contemplated does a personnel
requisition have to be completed for those positions. All other positions, including promotions both within and
outside of the Police and Fire Department shall require a Personnel Requisition.

. The Department Head or the\lage Administrator sends the completed Personnel Requisitionto the APC
¢ hairperson for placement on a meeting agenda.

The APC reviews the requisition and interviews the Department Head or the Administrator about the requisition as
appropriate.

If the APC believes the requisition is justified, based on an objective analysis of the responsibilities and the need, it
forwards the Personnel Requisition to the Village Board for final action. If the APCdoes not believe the
requisition isjustified, the APC will send a negative recommendation to the Village Board for
final action and also informs the originator ofthe APC'sr negative recormmendationwith an explanation of concerns.

The APC willgive intensive scrutiny to those requests that were not previously budgeted and approved for the
current fiscal year.

Both the originator of the Personnel Requisition and an APC member must represent the request to the Board if
the request will result in an unbudgeted additional full or partial full-time equivalent (FTE) employee.
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VI-LAGE OF KRONENWETTER PERSONNEL REQUISITION

REQLEST DA DATE EMFLOYEE NEEDED TILE OF POSON DEMNG REQUESTEDHANGED
REQUESTEOEY DATE APPRAGVED APFROVED BY
O HREFLACEMEMNT FOR: 0O ADDITIONTO EXETNG STAFF POSTDN
REASON FOR VACANCY: O MNEWPOSTION-FLSA EXEMPT
O  PROMOTION: O HNEW POSITION-FLSA NOM-EXEMPT
EMPLOYEE MAME: DOES THIS POSITION HAVE SUPERVISORY RESPONSIBILITY?
YES NO
O  ADDITIONAL HOURS - EXISTING POSITION:
FOBITION 15;
S 0O REGULAR FULL-TIME
O JOB-SHARE WITH: O REGULAR PART-TIME

O TEMPORARY
IF PART-TIME: MLUM HRS WEEK

F TEMPORARY: ESTIMATED LENGTH
OF EMPLOYMENT N WEEKS

Funding Sowce Department Salary Range: Siarting Salary
Minimum, Mid-poing, Maximum

ATTACH A COPY OF THE CURRENT POSITION DESCRIFTOM
2. Why is this change or addition needed? Describe the benefits using objective data. Include a brief description of work to

be parformed or the duties that this request will address. Provide percent of time allocated to each major area of
responsibility.

3. Describe other options that were considered (in addition to this proposal) to address the needs described above. Include
reasons why those options were not chosen.

4. Describe the consequences on Village residents, other staff members, Village procedures, etc. If this position is not filled
or this change isn't made.
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VILLAGE OF KRONENWETTER PERSONNEL REQUISITION

TITLE OF PQETION BEING REQUESTEDNCHAMGED

REQUESTOR MAME

5. Calculate Salary Costs/{Savings) through end of current fiscal year:

{a) Hourly Rate-0OR -Annual Salary divided by 2 080 hours

(B} times Number of hours through end of current year
{c) Equals Salary Cost incurrent year

IFREFLACING AN EMPLOYEE
imdicale smount budgeted for onginel employes

(b}

{d) through and of curent pear
(e} Add Benefits at 40% of Salary (.4 x c)

IF REPLACING AN EMPLOYEE:

(d) 3

(e} &
TOTAL NCREMENTAL EMPLOYEE COST/(SAVINGS) NCURRENT YEAR (e+c)

(=5 ____

€)%

ins

Subtract amount budgeted for original employee from new employes Salary costic-d);

indicate savings as a (credii)

6. Calculate Additional/Mew Salary Costs through end of next full fiscal year

(giHourly Rate-COR -Annual Salary divided by 2080 hours

(g} %

{h)Times Mumber of addiicnal hours ithrowgh Full fiscal year (h)
(i} Equal Incremental Salary Cost innextfiscal year

(j} Add Benefits at 40% of Salary

TOTAL EMPLOYEE COST W HEXT FULL YEAR

{3
()%

(k) %

f. Describe and temize the amount of all START-UP {one-time) costs associated with fulfilmeant of this reqguest. Include
anticipated expensas for all computer hardware and softwarne, telephone, training, office fumiture and equipment, uniforms
and safety equipmenl, special equipment, licensing, associalion memberships, eic.

B. Describe and itlemize the amount of all angoing and recurring costs associated with the fulfillmeant of this request over the course
of the next five years (excluding wages and benefils described in 5 and 6 above). Include all certification renews, cost of office
space at § __ per square fool, uniform dry cleaning, atc.

9. Afach a complede justification for this request Including estimates for offsetting costs such as reduced overtime expense for
exigting employees and payments for previcusly oulsourced sanvices, potential increase of income for the Village, ability lo meel
Willage objeciives, aic.

Fosilion Tille:

Commitles:

Date Reviewed by 1ha Admintsirative Policy

O Funding Available 1 Current Budgel

0 Fumnding Mol Avslatie in Current Budgat
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POLICY ID: HR-005 | TITLE: Employee Evaluation Program
"CJORIGINAL  [X] REVISION #3  APPROVED BY VILLAGE BOARD: DATE: o
EFFECTIVE DATE: Jan 1%, 2022 PK/\/’_ G
‘ Original Adopted 10/08/2007 - Lf l9-1¢
Ravision 1 adopted 05/28/2013 Village Clerk, Signature Date

Revision 2 adopted 08/25/2018
Revision 3 adopted 10/12/2021

L

<] FLSA EXEMPT <] FLSA NON-EXEMPT

APPLIES TO:
[<] Non-REPRESENTED EMPLOYEES ] FULL-TIME EMPLOYEES

This policy applies to all Village of Kronenwetter employees in the categories checked in this section. Provisions

| within individual personal contracts or a collective bargaining agreement may supersede certain parts of this policy.

Purpose — This policy is adopted to inform those exempt and non-exempt non-represented employees
of how the Village completes their evaluations and how the Village will adjust wages relating to the
assessments. |t is adopted so that there is transparency to ensure that assessments and the
accompanying wage adjustments are completed in an unbiased and efficient manner to ensure that

the Village retains quality employees.

Procedure -

The Village will evaluate employees on the requirements of the adopted position description for
their current job with the Village. These evaluations shall lead to wage adjustments.

After the Village hires an employee, each year on or around the anniversary of the employee’s
hire date, the employee shall complete an evaluation using the attached form and submit it to their
supervisor. The employee's supervisor shall meet with the employee, and together they shall complete
the form, reviewing prior year goals set for the employee. The supervisor shall tabulate the results from
that evaluation, and the supervisor will submit that tabulation to the Village Administrator for confirmation.

The Village Administrator will submit the tabulated form to the Village Board during a closed
session and the Village Board will review, revise and then adopt the evaluation.

The approved evaluation shall determine the level of wage adjustment that the employee shall be
eligible to receive beginning on the next pay period immediately following the employee’s job anniversary

date.

In January, The Village Board shall adopt a wage adjustment chart that shall equate the
percentage wage increase that directly correlates to each level of the evaluation system.

HR-015 shall cover the evaluations of the Village Administrator.
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MEETING DATE: AGENDA ITEM #
4/26/2022 REPORT TO VILLAGE BOARD a7
PRESENTING COMMITTEE: COMMITTEE CONTACLT: STAFF CONTACT: PREPARED BY:
Administrative Policy Trustee Eiden & Trustee Richard Downey, Village Richard Downey, Village
Committee Holmes Administrator Administrator

ISSUE: Discussion & Action: Adoption of 2022 Evaluation Wage Range

ISSUE BACKGROUND/PREVIOUS ACTIONS: Per HR-005, which is attached, the Village Board has to set a yearly range for the
employee evaluations for the Village. The Village employees that are full time, and not represented by a collective bargaining
agreement would be eligible for this evaluation wage adjustment.

I am recommending the chart to the right for evaluations for
2022 far the committee to recommend to the Village Board.
The 2.00% rate is what was included in the 2022 budget for

employee adjustments for non-represented employees. 2018 | 2019 | 2020 2021 2022

4.5t0 5.0 3.00% | 3.00% | 3.00% 3.000:] 2.00%
Village Clerk, the Police Chief, the Police Lieutenant, the 40t04.99 § 2.5k |I75% | 257% | 2.58%) 1.75%
Village Treasurer, the Community Development Director, the 3.5t03.99 2.25% | 250% | 2.32% 2.04%) 1.50%
Planning Technician, and the Public Works Director. All 30to3.49 | 20008 | 225% | 2.07% 1.56%] 1.00%
other employees, are not full-time employees, are 2.5tn 2.99 0.75% 1 0.75% | 0.75% 07580  0.75%
represented under a union contract, or are covered under a I Oto 2.49 0.50% | 0.50% | 0.50% osoeal 0.50%
diffi t poll dh Id follow th lici
a;r::r':erﬂ':_'“ and isee o e hotaw thass patces of 15t01.99 | 0.25% | 0.25% | 0.25% | 0.25%| 0.25%
1.0to 1.49 0.00%: | 0.00% | 0.00% 0.00%| 0.00%:

The Administrative Policy Committee review this and recommended on a 3-1 vote for the Village Board to adopt the
adjustment scale. Jerry Wirth of the APC voted against this adjustment as he felt it was woefully too low. The fact of the
matter is that this is what was included in the budget. If the Village Board wants to send this back to the APC and request
that they find the money to cover a larger increase, we can do that as well.

This chart would impact only the following employees: the

RECOMMENDED ACTION: Make a motion to recommend that the Village Board adopt the 2022 Evaluation Wage Adjustment
chart as presented.

COST/BEMEFIT ANALYSIS and JUSTIFICATION
(attach separate spreadsheets or other documentation as applicable)

ITEMIZE ALL ANTICIPATED COSTS (Direct or Indirect, Start-Up/One-Time, Capital, Ongoing & Annual, Debt Service, etc.)
it will depend on the actual scoring of the employee on the evaluation.

ITEMIZE ALL ANTICIPATED BENEFITS (Subjective, Financial, Operational, Service-related, etc.)
This will set the 2022 evaluation rate for each of the employees.

FUNDING SOURCE(s) — Must include Account Number/Description/Budgeted Amt CFY/% Used CFY/S Remaining CFY
This will vary depending on the employee

OTHER OPTIONS COMSIDERED:

The Village Board had been individually setting the wage adjustments for each employee but in 2018 changed this process to
have the Village Administrator handle most of the evaluations with the Village Board setting the wage scale that would be
availlable via evaluations. Ewvaluations prior to being completed will be presented to the Village Board for their review.

TIMING REQUIREMENTS/CONSTRAINTS:

Per the policy of the Village this chart Is supposed to be adopted by the Village Board in January, but If the committee feels
that they would like more discussion on this item, | would request that the committee request that the Village Board refer
this matter back to the APC for review at the February APC meeting and not adopt it.

ATTACHMENTS (describe briefly):
HR-005 revision #3.

This was approved by the Village Board at their April 26th 2022 Village Board meeting
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POLICY ID: HR-006 |TITLE: Progressive Discipline Policy

BJ ORIGINAL [ REVISION - | APPROVED BY VILLAGE BOARD: DATE:
E &
EFFECTIVE DATE: Immediate W\ - I*""‘,.g LE
[ R ] FLSA EXEMPT - (] FLSA NON-EXEMPT )
APPLIES TO:
REPRESENTED EMPLOYEES [£] Non-REPRESENTED EMPLOYEES

FPlease note any disciplinary matters that are issued to any member of the Police Department other than

the Pollce Clerk, or any member of the Kronenwetter Fire Department shall follow the policies that are
enumerated in the Village of Kronenwetter Ordinance 66-6 for the Fire Department, Ordinance 138 for the
Police Department and any relevant State Statutes. Also any employee that has an employee agreement
shall follow that agreement. |

This policy apples fo all Village of Kronenwetier employees in the categories checked in this section. Provisions
within individual personal contracts or a colfective bargaining agreement may supersede certain paris of this palicy.

Purpose

The Village of Kronenwetter's progressive discipline policy and procedures are designed to
provide a structured corrective action process to improve and prevent a recurrence of
undesirable employee behavior and performance issues. It has been designed consistent with
the Village of Kronenwetter organizational values, human resource (HR) best practices and
employment laws.

Outlined below are the steps of the Village of Kronenwetter's progressive discipline policy and
procedure. The Village of Kronenwetter reserves the right to combine or skip steps depending
on the facts of each situation and the nature of the offense. The level of disciplinary
intervention may also vary. Some of the factors that will be considered are whether the offense
is repeated despite coaching, counseling or training, the employee's work record, and the
impact the conduct and performance issues have on the organization.

Procedure
Step 1: Counseling and verbal warning

Step 1 creates an opportunity for the immediate supervisor to schedule a meeting with an
amployee to bring attention to the existing performance, conduct or attendance issue. The
supervisor should discuss with the employee the nature of the problem or the viclation of
company policies and procedures. The supervisor is expected to clearly describe expectations
and steps the employes must take to improve performance or resolve the problem.

Within five business days of this meeting, the supervisor will prepare written documentation of
a Step 1 meeting on HRFRM-4, which is at the end of this policy. The employee will be asked

to sign this document to demonstrate his or her understanding of the issues and the corrective
action.
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Step 2: Written warning

Although the Village of Kronenwetter hopes that the employee will promptly correct any
performance, conduct or attendance issues that were identified in Step 1, the Village of
Kronenwetler recognizes that this may nol always occur. The Step 2 written warning involves
more additional documentation of the performance, conduct or attendance issues and
consequences.

During Step 2, the immediate supervisor and the Village Administrator will meet with the
employee to review any additional incidents or information about the performance, conduct or
attendance issues as well as any prior relevant corrective action plans. Managemeant will
outline the consequences for the employee of his or her continued failure to meet performance
or conduct expectations.

A formal performance improvement plan (PIP) requiring the employee's immediate and
sustained corrective action will be issued within five business days of a Step 2 meeting. A
warning outlining that the employee may be subject to additional discipline up to and including
termination if immediate and sustained comrective action is not taken may also be included in
the written warning.

Step 3: Suspension and final written warning

There may be performance, conduct or safety incidents so problematic and harmful that the
most effective action may be the temporary removal of the employee from the workplace.
When immediate action is necessary fo ensure the safety of the employee or others, the
immediate supervisor may suspend the employee pending the results of an investigation.

Suspensions that are recommended as part of the normal progression of this progressive
discipline policy and procedure are subject to approval from a next-level manager and HR.

For any issue that would involve Suspension and or a Final Warning, the Village Administrator
will send a summary of the infraction to the Village Board and discuss the particulars of the

issue with them during a closed session of the Village Board.

Depending on the seriousness of the infraction, the employee may be suspended without pay
in full-day increments consistent with federal, state and local wage-and-hour employment laws.
Nonaxempt’hourly employees may not substitute or use an accrued paid vacation or sick day
in lieu of the unpaid suspension. Due to Fair Labor Standards Act (FLSA) compliance issues,
unpaid suspension of salaried/exempt employees is reserved for serious workplace safety or
conduct issues. The Village Administrator will provide guidance so that the discipline is
administered without jeopardizing the FLSA exemption status.

Pay may be restored to the employee if an investigation of the incident or infraction absolves
the employee.

Step 4: Recommendation for termination of employment
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The last and most serious step in the progressive discipline procedure is a recommendation to
terminate employment. Generally, the Village of Kronenwetter will try to exercise the
progressive nature of this policy by first providing warnings, a final written waming or
suspension from the workplace before proceeding to a recommendation to terminate
employment. However, the Village of Kronenwetter reserves the right to combine and skip
steps depending on the circumstances of each situation and the nature of the offense.
Furthermore, employees may be terminated without prior notice or disciplinary action.

Management's recommendation to terminate employment must be approved by the Village
Administrator.

Appeal Process

Employees will have the opportunity to present information that may challenge information
management has used to issue disciplinary action. The purpose of this process is to provide
insight into extenuating circumstances that may have contributed to the employee’s
performance or conduct issues while allowing for an equitable solution.

An employee may also make use of HR-009 Grievance Procedure Policy.
Performance and Conduct Issues Not Subject to Progressive Discipline

Behavior that is illegal is not subject to progressive discipline, and such behavior may be
reported to local law enforcement authorities.

Similarly, theft, substance abuse, intoxication, fighting and other acts of violence at work are
also not subject to progressive discipline and may be grounds for immediate termination. This
list is illustrative in nature and this is not an exhaustive list of issues that could be grounds for
immediate termination.

Documentation

The employee will be provided copias of all progressive discipline documentation, including all
Performance Improvement Plans (PIPs). The employee will be asked to sign copies of this
documentation attesting to his or her receipt and understanding of the corrective action
outlined in these documents.

Copies of these documents will be placed in the employee’s official personnel file, located in
the Village Clerk's office.

Important note: Nothing in this policy provides any contractual rights regarding employee
discipline or counseling, nor should anything in this policy be read or construed as modifying or
altering the employment-at-will relationship between the Village of Kronenwetter and its
employees.
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VILLAGE OF KRONENWETTER
EMPLOYEE DISCIPLINE NOTICE

Employee name:Click here to enter text. Date:
Position: Click here to enter text. Department: Click here to enter text,

Choose an item.

Description of problem reguiring improvement or correction (include specific dates & examples);

Specific changes in performance or behavior required and the period in which they must occur:

Date of follow-up review/evaluation of problem and correction: Click here to enter text.

Failure of employee to correct problem may result in further disciplinary action up to and including
termination of employment.

Employee comments: (Please attach extra sheets as necessary)

Employee signature: Date:

Employee’s signature on this form does not constitute thot they agree with the disciplinary action only thot they
received the document. Supervisor will document if employee declines to sign and obtain witness signature.

Supervisor comments;

Supervisor signature; Date:

Next level of supervision or witness signature:
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POLICY ID: HR-007 TITLE: Business Mileage and Travel Policy
N EFIGIHAL APPROVED BY VILLAGE BOARD: DATE:
ective Date: 04/25/10 1

] REVISION #3 Bobb) O)l;L.abarge Village Clerk 1041012022

Effective Date: 01/12/16 Attest:
¥ REVISION #4

Effective Date: 10¢10/2022

<] FLSA EXEMPT [<] FLSA NON-EXEMPT
APPLIES TO: [] REPRESENTED EMPLOYEES (] Non-REPRESENTED EMPLOYEES
This policy applies mﬂmﬂxmmmﬂnﬂuhmm:ﬁmhdhﬂmm Provisions

within individual personal contracts or a collective ba certain parts of this poficy.

The Village of Kronenwetter will reimburse employeas for reasonable business travel expenses incurred whie on
assignments away from the normal work location. The employee's supervisor must approve allbusiness travel in
advance.

+  When approved, the aclual costs of fravel, meals, ledging, and other expenses directly related to accomplishing
business travel objectives are eligible for reimbursement by the Village.
*  Employees are expected to limit expenses to reasonable amounts and as set forth below.

Expenses that are typically eligible for reimbursement include the following:
= Car rental fees for compact or mid-sized cars if rental is required by the travel circumstances, see below for more details.
=  Fares for shuftle or airport bus service; taxis or other costs of public transportation.
= Mieage at the current federal rate for use of personal vehicles only when less expensive fransportation or a Village-
owned vehicle i not available or practical, see below for more defails. Motorcycles and scoofers shall be reimbursed at
70 % of the current federal IRS rate.
- The Village requires employees lo carry liability insurance policy of $100.000.00 per person and $300.000.00
per occurrence on a vehicle if i is used for Village business Ifthere s an accident involving employee s vehicle
while on Village business, employee's insurance is primary.
= Employees who are involved in an accident while traveling on business must promptly report the incident to their
immediate supervisor.

= Standard accommodations in low to mid-priced hotels, motels, or simiiar lbdgings.
- L‘-nstnfmnh fnhnrﬂmburndfuﬂnuﬁgm:umtﬁ&ﬁ rate scale found here:

- Tha total a'nauntnf p-ardiem mrbum&rrmtun lha flstand last days of travel is capped at T5% of the daily Meals and
Incidental Expensas (M&IE) per diem allowance, according to the location.

= Tips notexceeding 20% of the total cost of a meal or 15% of a taxi fare,

= Telephone calls, fax, and similer senvices required for business purposes.

= Laundry on trips of five or more days.

= Reimbursemeni for meals at all events not requiring an overnight stay will be subject to personal withholding tax per
IRS regulations.

= The Village does not reimburse emplayees for personal entertainment, alcoholic beverages, and personal care items.

Vehicles owned, leased, or rented by the Village may not be used for personal use without prior approval by the
employee's supervisor The Village requires thal employees provide proof of a valid Wisconsin driver's license and
insurability before driving any vehicle on Village business.

When travel is completed, employees must submit a completed Village of Kronenwetter Reimbursement Request Form
within five (5) business days or when total reimbursable fravel and/or mileage expenses have reached twenty (20) dollars.
Reimbursement Requesls shall be accompanied by receipts to substantiate all expenses claimad. Mikage to and from the

This palicy is notreds] and should not be construad, to lmit or prevent an employee from exercising rights under the National Labor Relations Act Tha Vilage of
Kronanwatter retains the right o amend or change this poficy at any time without prior nolice.
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location must be reported in order for reimbursement of mileage expenses to be calculated when employee uses a
personal vehicle.

When travel to and from a location shall exceed two hundred (200) miles and shall be for a single day of travel without an
overnight stay, employees will be required either to use a Village owned vehicle or o rent a vehicle. The Village
Administrator will provide account numbers for usage with local rental car agencies. Rental vehicles shall not exceed
intermediate (4-door vehicles) cars sizes, unless an employee has authorization from a supervisor fo rent a larger vehicle
due to the requirement to travel with equipment requiring a larger vehicle, or fraveling with multiple employees to a
location.




POLICY |D: HR-008 TITLE: Employee Use Of Municipal Facilities — Fitness
Center
T ] ORIGINAL APPROVED BY VILLAGE BOARD: DATE:

Effective Date: 06/M1/2007
%] REVISION (1[4(3'@6‘\-7 VClarle— 02/27/2012
Effective Date: 03/01/2012 J/
APPLIES TO: ] FLSA EXEMPT B4 FLSA NON-EXEMPT
(<] REPRESENTED EMPLOYEES Non-REPRESENTED EMPLOYEES
(< ELECTED OFFICIALS [] APPOINTED OFFICIALS

This policy applies to all Village of Kronenwetter personnel in the categories checked in this secfion. Provisions
within an individual personal employment agreement or in an applicable formal labor agreement betwoen the Village

* Only Employees or elected Village officials (no spouses or children) are authorized to use the
Fitness Center facility.

» Employees may not use the Fithess Center during normal work hours including during paid breaks.
Use during unpaid lunch breaks is permitted.

» Fitness Center users must wear clean and appropriate attire. No open-loed shoes, sandals, boots,
or jeans are allowed. Shirts are required.

« No food or drink is allowed except water (no glass containers).
» Users must wipe off equipment after each use.

« Equipment must not be removed from the Filness Center except for repair, replacement, or remaoval
under direction of Director of Public Works.

+« Users are responsible for the appearance and cleanliness of the Fitness Center.
« When there is a wait list, the time limit on cardiovascular machines is twenty minutes.
+ Users must notify the Director of Public Works immediately of any equipment problems.

+ The Village of Kronenwetter is not responsible for loss or damage to a user’s personal property
while using the Fitness Center.

s The Village of Kronenwetter is not responsible for injuries to any person while using the Fitness
Center.

« Prior to using the Fitness Center, personnel must complete and sign HRFRM-xxx Waiver and
Release of Liability acknowledging his/her assumption of all risks of injury or liability and waive and
release any rights of recovery. Form will be retained in the employee's personnel file.

* Unauthorized personal training is strictly forbidden and may result in user being barred from the
facility.

This policy is not intended, and should not be construed, ko limit or prévent an employes from axercising rghts under the National Labor
Relations Act. The Villags of Kronenwetier retains the nght to amend or changa (his policy al any bme without grice notics.
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POLICY ID: HR-009 TITLE: Grievance Procedure Policy

[ ORIGINAL [ ] REVISION “APPROVED BY VILLAGE BOARD: DATE:
| i
EFFECTIVE DATE: Immediate ' m@ﬁ@ Vi Clerk— 8/22/2011
B FLSA EXEMPT ] FLSA NON-EXEMPT
APPLIES TO:
¥ REPRESENTED EMPLOYEES Non-REPRESENTED EMPLOYEES

This policy applies to all Village of Kronenwetter employees in the categories checked in this section. Provisions
within individual personal contracts or a collective bargaining agreement may supersede certain paris of this policy.

Purpose.

The purpose of this Policy is to set forth the procedure to be followed with respect to grievances by
employees, union, and non-union. The terms of this Palicy shall control unless another valid and
enforceable grievance procedure exists in a collective bargaining agreement that applies to the matter.

Il Definitions.

A grievance is defined as a dispute or misunderstanding regarding the actions of Village officials with
regard fo the following:

. Employee termination

“Termination” includes an involuntary end to employment but excludes a voluntary quit; a layoff or
failure to be recalled from layoff at the expiration of any recall period; retirement; job abandonment
such as "no-call, no-show,” or failure to report to work; any workforce reduction activities; job
fransfer; action taken for failure to meet the qualifications of a position; action taken pursuant to an
ordinance other than an ordinance specifically addressing employee discharge; death; or the end
of the employment of a temporary, contract or part-time employee.

- Employee discipline

‘Discipling” includes verbal reprimands; written reprimands; and suspensions without pay.
Discipline does not include verbal notices or reminders, written reprimands, performance
evaluations, documentation of employee acts and/or omissions in an employment file, non-
disciplinary demotions, non-disciplinary adjustments to compensation or benefits, actions taken to
address job performance such as establishment of a performance improvement plan or job targets;
placing an employee on paid leave pending an internal investigation; or other personnel actions
taken by the employer for non-disciplinary reasons.

® Workplace safety

p.1ol4
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“Workplace safety” includes conditions of employment affecting an employes’s physical health or
safety, the safe operation of workplace equipment and tools, environmental hazards, safety of
physical work environment, personal protective equipment, and workplace violenca.

1. Preliminary Proceduras.

A, Preliminary Grievance Steps.

Step 1:  Prior to filing a written grievance, employees should discuss any problem or complaint
with histher Immediate Supervisor to determine if the grievance can be resolved. Said discussion
shall occur within five (5) business days (exclusive of Saturdays, Sundays, and holidays) of the
happening or occurrence that gave rise to the grievance. The supervisor shall present his/her
response within five (5) business days of the discussion. All time limits in this procedure may be
extended by mutual agreement of the parties.

Step 2. If the grievance cannot be resclved at Step 1, the employee must file a written grievance
with the Village Administrator no later than ten (10) business days after receipt of the Supervisor's
response. The witlen grievance shall include: (1) a summary of the facts pertaining o the
grievance, (2) a listing of all parties involved; (3) the remedy sought by the employee; and (4) the
employee's signature. The Village Administrator shall meet with the grievant within ten (10)
business days of receipt of the written grievance and then respond in writing within five (5)
business days after the meeting.

V. Hearing Officer Proceedings.

A Appeal To Hearing Officer.

Step 3:  If the grievance is not resolved at Step 2, the employee may appeal a denial by filing a
writlen request for a hearing before a Hearing Officer. This request must be received by the
Village Administrator no later than ten (10) business days after the employse receives the
Administrator's written response.

On appeal, the Administrator shall transmit the grisvance, all grevance responses, and this
Grievance Procedure o the Hearing Officer. As soon as is practicable thereafter, the Hearing
Officer shall schedule a date for a hearing, but o mare than twenty (20) business days after
receipt of the materials from the Administrator. The hearing shall be held at a mutually agreeable
time in & public building and shall be open to the public unless the Hearing Officer otherwise
directs.

B. Hearing Procadure.

The Hearing Officer shall have the authority lo administer oaths and issue subpoenas at the
request of the parties and shall be responsible for the fair and orderly conduct of the hearing and
the preservation of the record. Any party requesting a subpoena from the Hearing Officer is
responsible for the fees associated with the subpoena. All testimony shall be taken under calh and
shall be recorded by a court reporter under the supervision and control of the Hearing Officer,
unless another methed of recording is mutually agreed to by the parties and approved by the
Hearing Officer. All costs associated with the court reporter and preparation of a transcript of the
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hearing shall be evenly split between the parties. The Hearing Officer may only overrule a
disciplinary action if the action taken was arbitrary or capricious.

C Hearing Officer Decision.

The Hearing Officer shall submit his or her decision affirming or reversing the action with the
reasons therefore in writing to the Administrator and the employee within fiftleen (15) business days
of the close of the hearing, the submission of the parties’ written briefs, or availability of the hearing
transcripts; if any, whichever is later, or on a later date mutually agreed upon by the parties.

V. Village Board Review.

A, Appeal to Village Board.

Step 4. Within five (3) business days of the date that the Hearing Officer’s decision is mailed,
either party may file with the Village Board a written notice of appeal of the Hearing Officer's
determination fo the Village Board. Any such appeal shall be on the written record, the preparation
of which shall be the responsibility and at the cost of the party seeking the appeal. The appealing
party shall supply a copy of the written record 1o the other party without charge. The written record
shall be filed with the Village Board within fifteen (15) business days of the notice of appeal. No
formal hearing shall be held before the Village Board. The Board shall receive no further evidence
on the matter but may request additional written submittals of the parties on matters which were
raised before the Hearing Officer or, at its discretion, meet with the parties to review the matter
The Village Board may retain outside counsel if necessary during the process.

B Village Board Decision.

Within twenty {20) business days of the receipt of the written record, the Village Board shall make
and file its written decision with the Administrator's office. The Administrator or designee shall,
within five (5) business days, mail a copy of the decision o the last known address of the employee
or the employee’s representalive. The Hearing Officer's determination may be affirmed, modified,
or reversed by a majority vote of the Village Board. The Village Board's decision shall be final and
binding on the parties. There shall be no subsequent right of appeal.

V. Hearing Officer Selection.
A Qualifications/Selection.

The Village may coniract with a Hearing Officer fo hear and determine appeals at Step 3. Any
Hearing Officer so engaged shall not be a Village employee or receiving any compensation or
benefits from the Village other than those described below.

The Village Adminisirator or designee shall create a panel of at least Three (3) individuals when
needed who have indicated a willingness to serve in the capacity of Hearing Officer and who are
experienced in personnel matlers andfor who are active or retired attomeys, retired members of
the judiciary, retired adminisirative staff, or currently on the list of arbitrators or mediators for the
Wisconsin Employment Relations Commission, the Federal Mediation and Conciliation Service, or
the American Arbitfration Associalion. Each party shall have the right to strike one name from the
list and the remaining named person shall serve as hearing officer.
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B. Compensation,
The Hearing Cfficer shall be compensated at the the Hearing Officer's regular rate for the hearing,
travel time, and lime spent preparing a written decision. The compensation for the Heanng Cfficer
will b2 split evenly between the parties.

VI, Seftlement of Grievance.

A grievance shall be considered waived if not filed or appealed within the designated grievance timelines.
Dissatisfaction is implied in recourse from one step to the next step. A grisvance shall be deemed settled
and dismissed at the completion of any step in the grievance procedure if all parties concemed are
mutually satisfied or the grievance has not been timely processed to the next level. All settlements shall be
in writing and signed by the employee in question and the appropriate Village official(s) involved at the step
level that the grievance was seftled.

VIll.  Revisions/Updating.
This Policy may be revised, updated, or repealed by the Village Board at any time.

*This policy was approved as HR-008 due to clerical error. The comect number for this policy is HR-008.
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POLICY ID: HR-010 | TITLE: Catastrophic lliness/injury Account

— —
[X] ORIGINAL [ ] REVISION | APPROVED BY VILLAGE BOARD: DATE:

EFFECTIVE DATE Immediate im% 10/22/2012
|

e e gt e i e

[J FLSA EXEMPT T ] FLSA NON-EXEMPT
APPLIES TO: ;

] REPRESENTED EMPLOYEES [ Non-REPRESENTED EMPLOYEES

|
This policy applies to all Village of Kronenwetter employees in the categories checked in this section. Provisions ]
within individual personal contracts or a collective bargaining agreement may supersede certain parts of this policy.

i

POLICY

The Village of Kronenwetter hereby adopts this Catastrophic lllness/Injury Account policy to effect a smooth
transition for employees who have accumulated more than the maximum allowed 720 hours of earned/unused
sick time.  This policy shall be an addendum to the Sick Leave Policy that is enumerated in the Kronenwetter
Employee Handbook and shall affect all Full Time Fmployees of the Village of Kronenwetter and shall come into
force on the date adopted by the Village Board. It shall be the responsibility of the Village Administrator in
conjunction with the Village Clerk to administer this policy and to ensure that any discrepancies are brought
before the Administrative Policy Committee at one of their regular meetings for adjudication.

Any employee having been hired before March 1, 2012 and having mare than 720 hours of earned/unused sick
time credited to their sick leave account as of March 1, 2012 shall have any hours in excess of 720 howrs
transferred to a Catastrophic lliness/Injury Account. The hours in this Catastrophic Injury/Iliness account shall
be available to be utilized by the employee whose name is on the account when/if the employee has exhausted
bis/her normal sick leave account, Mo additional time may be added 1o this catastrophic account. When the
employee leaves Village employment, the employee shall not be eligible for pay out of any unused hours in the
Catastrophic lllness/Injury Account

Procedure

Upon passage of this Policy by the Village Board, the Village Administrator and Village Clerk will confer and
identify those employees who are eligible to have a Catastrophic iliness/Injury Account created for them. The
Village Clerk will record this information in the payroll system and, from time to time, the employees so having
an account shall be informed of the current balance of the account.

When an employee who has a Catastrophic iliness/injury Account exhausts all regularly accumulated sick time,
the Village Clerk will debit the Catastrophic Injury of the employee the number of excess hours that are claimed
by the employee up to the total number of hours in the Catastrophic lliness/injury Account.  Once an employes
has used all of the hours available in his/her Catastrophic llness/Injury Account, the Village Clerk shall close the
account and the employee shall continue to follow all rules for sick leave usage as enumerated in the Village of
Kronenwetter Employee Handbook,

Mothing in this addendum shall waive the reguirement of employees having to report the reasons for his or her
absence from duty to his or her Supervisor.




POLICY ID: HR-011 TITLE: Internal Promotion Policy

[< ORIGINAL [ ] REVISION | APPROVED BY VILLAGE BOARD: DATE:
EFFECTIVE DATE: 09/01/13 | 7123113
o 5 FLSA EXEMPT = BJ FLSA NON-EXEMPT
APPLIES TO:
[¥) REPRESENTED EMPLOYEES B Non-REPRESENTED EMPLOYEES

This policy applies to all Village of Kronenweltter employees in the categories checked in this section. Provisions
within individual personal contracts or a collective bargaining agreement may supersede certain parts of this policy.

Purpose - It is in the best interest of the Village lo invest in the Village's employees to ensure that they are an available
candidate thal the Village can promote infto a higher-level job when a position becomes available, The Village will save
adverising expenses as well as time that the Village spends to bring a new employee up to speed with the policies and
procedures by promoting from within, It alse helps atiract employees that are willing lo commit more of their career tenure to
the Village as they can see the polential for promotion, instead of having lo move to another organization where they would be
able to move up lo a higher position in their career field.

Procedure — The procedure for promoting from within shall be as follows:

1. When an opening in a position occurs, the Village Administrator will post the opening internally for 5 working days.
During that time, any current Village employee shall be able to apply for the open position. Upon conclusion of the 5-
day internal posting period, the Village Administrator shall review any applications that the Administrator receives for
any open positions. If after the 5-day intemal posting period no candidates apply for the open position, then the
Village Administrator shall advertise the position externally and hold interviews as necessary.

2. IFthe Village Administralor believes that an internal candidate shall meet the needs of the Village, then he or she
shall interview that candidate discussing with them the increased fime commitment, job responsibility and overall
career direction with the candidate. If after the interview the Village Administrator believes that the candidate would
be a suitable fit for the open position then she or he shall appoint that person to that position.

3. In the case of a deparimenl head pasition, if the Village Administrator believes that a proposed candidate would be
suitable for a promotion to a department head position, the Village Administrator will submit a Personnel Requisition
form, found in HR-004 to the Administrative Policy Commitiee (APC) of the Village, clearly marked as a “promation”.
The Village Administralor will also provide the APC a suggested employment package for the employee in question
as well as a suggested starling date for the employee in the new position. In the case where the Village has multiple
candidates that the Village could promote to a position, the Village Administrator will submit to the APC the
credentials of all candidates for the position with a recommendation as to whom he or she belisves the Village should
promote to the open position.

4. The APC al their next regular meeting will review the credentials of the candidate or candidales in question that the
Village Administralor submits to them for promotion fo a department head position during a closed session of the
committee. Upon leaving closed session, the APC will make either an affirmative or a negative recommendation to
the Village Board for promotion of the candidate in question.

9. The Village Board at their next regular meeting will review the recommendation of the APC regarding the promotion
and either approve or reject the promotion as presented.
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POLICY ID: HR-012 TITLE: Health Savings Account Policy

[LJoRIGINAL [ REVISION 12:27:2022) APPROVED BY VILLAGE BOARD:  DATE:12/27/2022

EFFECTIVE DATE: 01/01/2023 Village Clerk:
Bd FLSA EXEMPT &I FLSA NON-EXEMPT
APPLIES TO:
REPRESENTED EMPLOYEES X Non-REPRESENTED EMPLOYEES

This policy applies to all Village of Kronenwetter employees in the categories checked in this section. Provisions
within individual personal confracts or a collective bargaining agreement may supersede certain parts of this policy.

Purpose

The Village offers a High Deductible Health Plan (HDHP). The HDHP plan entails having a health plan with a high
deductible, making the premium that the Village and the Village Employees pay lower overall. So that the cost of
the higher deductibles does not overburden the Village employee(s) and make the Village less than a desirable
employer of choice, the Village has put in place a Health Savings Account (HSA) program that any employee that
is part of the Village HDHP coverage may take advantage of while employed by the Village. The HSA is the
employee's account and is portable from employer to employer, hence upon leaving employment with the Village,
the employee can take their health savings account with them to utilize with another employer who offers a HDHP
or use into retirement.

Procedure

Any employee who wishes to take advantage of the HSA program is required to open a qualifying HSA account at
a financial institution of their choice. Once established the employee then reports to the Village Clerk the account
information so direct deposit confributions can be made by the Village to that account. The Village and employee(s)
will make contributions on the regular payroll pay days of the Village, and the employee may utilize their HSA
account for any gualified medical expense.

Specifically, the Village will do the following:

*  Once the employee has opened up their own private HSA account, and reported the account to the Village
Clerk, the Village will annually contribute one thousand one hundred fifty dollars ($1,150) to a Health
Savings Account (HSA) for each employee subscribing to single coverage and two thousand two hundred
fifty dollars ($2,250) for family coverage via direct deposit. Prorated payments in the employee’s HSA shall
be made within (15} days of the beginning of each calendar quarter.

*» Employees may elect io personally contribute to their HSA through payroll deduction. The Village shall
match employee contributions to his/her HSA up to one thousand three hundred fifty dollars ($1,350) for
someone with single coverage and two thousand seven hundred fifty dollars ($2,750) per year for someone
with family coverage, up to a maximum annual contribution allowed by law. Contribution rates vary from
year to year and employees are encouraged to review the US Depariment of Treasury rules for the
maximum amount allowable. Village matching contributions shall be made via direct deposit to the
Employee's HSA account and shall be made each pay period that the employee contributes.

The Village will require that Village employees be responsible for any and all administrative fees on their own HSA
accounts and also for ensuring that their individual HSA is utilized in accordance with all current and applicable
laws. For more information employees are encouraged to review HSA rules that are available on the Federal

Government's website, at www treasury.gov




;PDLICY ID: HR-013 TITLE: Insurance Contribution Rates

] ORIGINAL [ REVISION APPROVED BY VILLAGE BOARD: DATE:
g January 27, 2015
EFFECTIVE DATE: Immediate af.ﬂ...ﬂ Village Clerk
[d FLSA EXEMPT <] FLSA NON-EXEMPT ’
APPLIES TO:
(¥ REPRESENTED EMPLOYEES BJ Non-REPRESENTED EMPLOYEES

This policy applies to all Village of Kronenwaetter employees In the categories checked in this seciion. Provisions
within individual personal contracts or a collective bargaining agreement may supersede certain paris of this policy.

Purpose:

The Village offers multiple health insurance plans, a plan that is offered to the current members of the
Teamsters union known as Ceniral States which is a weekly premium plan, and a High Deductible Health Plan
(HDHP) which has a Health Savings Account (HSA) attached to it, and is a monthly premium plan. This policy
defines what percentage of the total weekly or monthly premium regular full time non-public safely employees as
defined by the Village of Kronenwetter Employee Handbook that are covered by either of these insurance policies
shall pay for their health insurance, dental and life insurance policy.

Procedure:

Any non-public safety regular full-ime employee who is covered by the Central States Insurance shall pay
10% of the total premium per week.

Any nen-public safety regular full-time employee that is covered by the High Deductible Health plan
{HDHP)} shall pay 10% of the total monthly premium,

Any non-public safety regular ful-time employee that is covered by a non-Central States Dental Plan shall
pay 0% of the total monthly premium for coverage.

Any non-public safety regular full-time employee that is covered by a non-Central State Life Insurance
policy shall pay 0% of the fotal monthly premium for coverage.
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POLICY ID: HR-014 TITLE: Insurance Opt-Out Policy

EIORIGINAL [ JREVISION AFPF?::D BY VILLAGE BOARD: . DATE:
| EFFECTIVE DATE: /mmediate

Village Clerk April 28, 2015
g (] FLSA EXEMPT [ FLSA NON-EXEMPT B
| APPLIES TO:

(4 REPRESENTED EMPLOYEES (J Non-REPRESENTED EMPLOYEES |

This policy applies to all Village of Kronenwetter employees in the categories checked in this section. Provisions
| within individval personal contracts or a collective bargaining agreement may supersede certain parts of this policy.

Purpose:

The Village offers multiple health insurance plans, however some employees have health insurance coverage
under a spouse, domestic partner or parent and hence do not need to take coverage from the Village. This policy
reimburses those employees that opt-out of curment insurance coverage that the Village offers.

Procedure:;

Any regular full-ime employee who is eligible for the non-Cenfral States Insurance coverage who agrees fo
opt out of the non-Central States health insurance coverage shall be reimbursed two hundred fifty dollars ($250) per
month, less applicable withholdings, provided the employee presents proof of health insurance coverage from
another source.

There shall be no reimbursement paid for those employees thal are covered by a non-Central Slales
Insurance coverage who agrees to opt out of the non-Central States dental, life or any other coverages offered by
the Village.
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POLICY ID: HR-015 TITLE: Evaluation-Village Administrator

[J ORIGINAL [<] REVISION APPROVED BY VILLAGE BOARD: DATE:
EFFECTIVE DATE: Immediate 04/26/2022
APPLIES TO: B FLSA EXEMPT-Village Administrator

This policy applies to all Village of Kronenwetter employees in the categories checked in this section. Frovisions
within individual personal contracts or a collective bargaining agreement may supersede certain parts of this policy.

Purpose:

The Village wishes to retain a highly-skilled individual as the Village Administrator to ensure the efficient operations of the Village
while also defining how the Village Board will evaluate this employee.

Procedure:

The Village shall create a temporary file that will be held by the clerk that would be used to hold any written notice of positive or
negative performance nofices submitted by elected officials, commitiee volunteers or employees.

The evaluation of the Village Administrator shall occur as two parts. There shall be a yearly evaluation on the Village
Administrator's job anniversary. There shall also be a quarterly check in meeting with the Village Board.

Temporary file

The Village Clerk shall create a temporary file that shall be used to hold any written notice of positive or negative performance
notices submitted by elected officials, commitiee volunteers or employees.

Yearly Evaluation

Each year, in the month of the job anniversary date of the Administrator, the Village Administrator will complete sections one
through three of the attached form and submit it to the Village President.

In the month of the job anniversary date of the Administrator, each of the Village Board members shall complete

parts one and two of the attached form. The elected officials’ surveys will be signed and placed within the personnel file of
Village Adminisirator.

Each department head with six or more months of employment with the Village will complete part three of the attached form.
The department heads will submit the form via email or postal mail back to the Village Clerk. The Village Clerk will then send a
copy of the completed forms out to each of the Village Board members and the Village President. These evaluations shall be
kept confidential with the scores for each question being provided to the Village Administrator by the Village President after the
evaluation has been completed. A summary of the 360 comments can be provided by the Village Board to the Village
Administrator.

The Village Board will meet in closed session to evaluate and discuss the answered they amived at, discussing any or all
questions individually. Ideally, the Village Board will arrive at a consensus for each point, but this is not necessary.

During the same closed session, the Village Board will consider the answers provided by the department heads in part three
that were provided fo the Village President.

Finally the Village Board will evaluate the administrator's performance in achieving the goals that were set by the Village Board
for the Administrator during the preceding evaluation period. In the case where no yearly goals have been established by the
Village Board, such as when a new Administrator is in office, the Village Board will create goals and then skip scoring for this
section of the evaluation until the subsequent year.
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Quarterly check-in

The Village Board will meet quarterly in closed session to evaluate goal performance updates and any written notices provided
to the Village Clerk that shall be held in the temporary file. The writer of a nofice, that the Village Board is reviewing, shall be
called upon by the Village Board to explain their reasons for the notice and to answer questions relating to the notice. Any
nofices without the writer present for questing will be assumed to be without merit. The Village Administrator will be present for
this questioning and be given a full opporiunity to respond.

Once any notices are heard, the Village Board will then excuse all but the board members and discuss as fo whether or not the
notice will move fo the administrator's permanent personnel file. During closed session the Village Board will make a motion fo
place the item on file if the Village Board so wishes.
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POLICY ID: HR-016 "TITLE: Remote Work Policy
|

BJ ORIGINAL [ REVISION APPROVED BY VILLAGE BOARD: DATE:

r 01/26/2021
EFFECTIVE DATE: Immediate ! MM
|

o 5] FLSA EXEMPT ] FLSA NON-EXEMPT
APPLIES TO:
[¥] REPRESENTED EMPLOYEES [¥] Non-REPRESENTED EMPLOYEES

This policy applies to all Village of Kronenwetter employees in the categories checked in this section. Provisions
within individual persanal contracts or a collective bargaining agreement may supersede certain parts of this policy.

Purpose:

The Village is interested in providing a rich and flexible working environment that will meet the needs of the
Village and supply cilizens, as the Village's Mission Statement states, high-quality customer service through
"innovation, a positive work environment and a commitment to excellence.” For the Village to achieve that goal, the
Village has brought in infrastructure fo allow employees to work remotely, thus providing them a flexible working
environment. The Village defines remote work and telecommuting for purposes of this policy as the practice of
technology-assisted work conducted outside of a centrally located workspace, including but not limiled o work
undertaken in a location other than the employer's worksite, including outside calls and other work. This policy is
adopted 1o set quidelines for using remote work and set expectations so that the Village treats each member of the

team equally.
Procedure:

The Village will not allow remote work to occur before being approved. Any employee may request to work
remotely by speaking to their department head. Department heads may ask to work remotely from the Village
Administrator, The Village Administrator may be granted remote work via the Village Board's action at a regular
board meeting.

Remote work will be granted at the depariment heads, administrator, or Village Board's discretion and s not
guaranieed. The Village's needs, employees' workload, the prevailing weather conditions, and the scheduled

usage of paid-time-off by other employees shall determine if the Village shall grant an employee remote work. In
no case can an employee work remotely more than one day a week, and in no case can more than two employees
in the general office remote work during the same day.

The following expectations for a remotely working shall apply.

1. While working remolely, any employee agrees fo be available during the assigned business hours of 8 am
to 4:30 pm for communication through phane, voice mail, e-mail, or direct electronic messages unless they
supplement their remote work with paid-time-off.

2. The duties, obligations, responsibilities, and conditions of the employee's employment with the Village of
Kronenwetter remain unchanged while the employee works remotely.
a. The employee's salary, retirement, vacation, sick leave benefits, and insurance coverage shall

remain the same.
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3. While the employee works remotely, the work hours, overtime compensation, use of sick leave, and
approval for the utilization of vacation time will conform to Village policies and procedures, departmental
guidetines, and the terms otherwise agreed upon by the employee the supervisor,

4. The employee, while working remotely, agrees to:
a. Maintain a safe and ergonomically sound work environment: and
b. Report work-related injuries to the supervisor at the earliest opportunity.
¢. Hold the Village of Kronenwetter harmless for injury to others at the alternate worksite.
d. Be responsible for providing space and networking and intemet capabilities from the remote work
location.
.. The employer shall not reimburse the employee for network or intemet access for these or
related activities.
ii. The employer shall not reimburse the employee for consumable supplies, such as printer
toner or paper for these or related activities.

5. The telecommuter agrees to provide a secure location for Village of Kronenwetter-owned equipment and
materials and will not use, or aliow others to use, such equipment for purposes other than Village business.

a. Al equipment, records, and materials provided by the Village of Kronenwetter shall remain Village
property.

b. The employee agrees o allow the Village of Kronenwetter reasonable access to its equipment and
materials.

c. The employee agrees to report to the employee's supervisor any incidents of loss, damage, or
unauthorized access at the earliest reasonable opportunity.

6. The employee agrees not o use their vehicle for the Village of Kronenwetter business unless specifically
authorized by the Village Administrator.

7. If, while working remotely, the Village terminates an employee, the employee agrees to retum the Village of
Kronenwetter equipment, records, and materials immediately. The Village of Kronenwetter has the right o
Inspection, repair, replacement, or repossession Village of Kronenwetter-owned equipment.

B. The Village of Kronenwetter will not pay for the following expenses:
a. Maintenance or repairs of privately owned equipment:
b. Utility costs associated with the use of the computer or occupation of the work place;
¢. Personal equipment supplies; and
d. Personal travel expenses associated with commuting.

9. The telecommuter will implement proactive information security steps in the remote work setting and check
with his/her supervisor when security matters are an issue.

10. The employee understands that employee is responsible for tax consequences, if any, of this arangement
and for conformance to any local zoning regulations
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POLICY ID: HR-017 TITLE: Exit Interview Policy

BJ ORIGINAL [ ] REVISION APPROVED BY VILLAGE BOARD: DATE:

Cindra Falkowski =-——=-=2——-~  Oclober 26, 2021
EFFECTIVE DATE: Immediate B

VILLAGE CLERK

(d FLSA EXEMPT [J FLSA NON-EXEMPT

APPLIES TO:
¥ REPRESENTED EMPLOYEES <] Non-REPRESENTED EMPLOYEES

This policy applies fo all Village of Kronenwetter employees in the categories checked in this section. Provisions
within individual personal contracts or a collective bargaining agreement may supersede certain paris of this policy.

Purpose

The Village is interested in maintaining high performing employees, constantly improving the working conditions
of current employees and recruiting exceptional employees. To achieve better results the Village will send out a
written exit interviews to employees that have recently ended their employment with the Village. This will allow
the Village to explore the reasons for the employee’s departure, improve the Village's processes, retain valuable
employees and make the Village of Kronenwetter a better place to work.

Procedure

The Village President will mail any full-time employee that voluntarily ends employment with the Village the
attached document, along with a self-addressed return envelope and a letter. The letter shall state that the
Village shall use the exit interview form to improve the Village processes and that any statements that the
former employee makes will be kept confidential to the greatest extent possible.

Once the former employee returns the form to the Village, the Village President shall review it. If in reviewing
the returned form the Village President believes that the returned exit interview relates to the performance of a
current employee, then the Village President shall request that the Village Board discuss the returned form
during a closed session. The closed session shall be as a closed session under § 19.85(1) (c) “considering
employment, promation, compensation or performance evaluation data of any public employee over which the
governmental body has jurisdiction or exercises responsibility.” If in reviewing the returned from, the Village
President believes that the returned exit interview relates to the performance of someone other than a current
employee, including current or former elected officials. And that the information provided would "likely to have
a substantial adverse effect on the reputation of persons referred to” then the Village President shall request
that the Village Board discuss the returned form during a closed session labeled as a closed session under §
19.85(1)(f) "Considering financial, medical, social or personal histories or disciplinary data of specific persons,
preliminary consideration of specific personnel problems or the investigation of charges against specific persons
except where par. (b) applies which, if discussed in public, would be likely to have a substantial adverse effect
upon the reputation of any person referred to in such histories or data, or invalved in such problems or
investigations.” The Village President will ensure that if the person named in the exit interview, is a current
elected or appointed official of the Village, then that person shall be allowed to attend the closed session.

After the Village Board has reviewed the exit interview information in closed session, the Village Board will come

out of closed session and recommend that the Village Administrator or Village Board take any action as
necessary to improve the Village's operations.
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' POLICY ID: HR-018 ' TITLE: Wage Tracking Policy

"< ORIGINAL [ | REVISION | APPROVED BY VILLAGE BOARD: DATE: |
EFFECTIVE DATE: Immediate !g _ Tf /2L |
lf w — — —
i APPLIES TO: Village Administrator
. Village Clerk

Finance Directorillage Treasurer [
Community Developmeant Director ,
Public Waorks Director .

Purpose
The Village is interested in monitoring the time spent by employees on different activities to ensure that the
costs for employees are correctly allocated to the various departments of the Village. This policy will allow the

Village to adjust the funding for employees to better reflect how employees are spending their time.

Procedure
Each employee covered under this policy, in addition to tracking their time on their time cards will also track the

time they work during the day in ane-hour increments in different categories. They will also describe in ten
words or less what they did during that time, for example if the Public Works Director inspected a sewer lift
station for two hours they will put “Sewaer-2-Inspected lift station thirteen, talked to vendor on pump
replacement.” They will submit these reports along with their timecards to the Village Clerk. The Village Clerk
will track the time, and each maonth, submit a combined report to the Administrative Policy Committee (&PC)
who shall then refer the report to the Village Board each month. The Village Clerk will also send this report to
the Village Administrator for use in developing the subsequent year's budget. The Village Administrator will
presant as part of the budgeting process a breakdown of where each employee covered by this palicy s
spending their time and recommend a change in the breakdowns for each employee covered by this palicy. The
Administrative Policy Committee nar the Village Board have to approve this recommended percentags change.

The categories for employees shall be the following

General Government-This shall involve general governmeant operations, such as accounts receivables, account
payables, elections, and other general government activities,

Cons & Development-This shall involve all costs associated with conservation and development activities of the
general fund which shall include, community events, and marketing.

Bld Inspector-This shall involve all costs associated with building inspection of the Village.

Parks-This shall involve all costs associated with parks of the Village, but shall not include community events
taking place in a park.

Recycling-This shall involve all costs associated with garbage collection and recycling collection.

Public Works-This shall irvalve all costs associated with Public Warks activitias, which include road
maintenance, sign maintenance, and read side maintenance such as storm sewer ditches, and tree trimming.
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Water-This shall involve all operations involving the water utility, including Purnping Expense, Transmission and
Distribution Expense, Customer Account Expense, Administrative and General Expense relating to the water
utility.

Sewer- This shall involve all aperations involving the sewer utility.

RDA-This shall all involve all work relating to the Tax Increment Districts. These hours shall be divided across

each TID with 30% of the costs going to TID #1, 60% of the costs paing to TID 42, 5% of the costs going to TID #3,
and 5% of the costs going to TID #4.

p.2of2




POLICY ID: FIN-001 | TITLE: Business Credit Cardholder Policy and

- Agreement
[ ] ORIGINAL  [{ REVISION APPROVED BY VILLAGE BOARD DATE:

EFFECTIVE DATE: Immediate Cﬁ'ﬁ"—\; July 23, 2013

] FLSA EXEMPT [ FLSA NON-EXEMPT
APPLIES TO:

] REPRESENTED EMPLOYEES (] Non-REPRESENTED EMPLOYEES

Thiz policy applies to all Village of Kronenwetter employees in the categories checked in this section. Provisions
within individual personal contracts or a collective bargaining agreement may supersede centain parts of this policy.

The Village of Kronenwetter has an agreement, currently with Visa through River Valley Bank, which provides
certain employees with a8 busingss credit card at the Vilage's expense 1o be usad strclly for Vilage related
expenditures. The cardholder is responsible for the card’s safekeeping. It may not be transferred to, assigned to,
or used by anyone other than the cardhalder,

The business credit card is only to be used for Village of Kronanwetter business related expenses including but
not limited 1o hotels/molels, meals, automobile fuel and rentals, air, cab, bus, and train fare, travel agencies,
conference registrations and office supplies/computer equipment. A single purchase exceeding $500 must be
approved by the Treasurer before using the credit card as the method of payment,

Mo persanal use of the credit card is permitted. Mo cash advances are permitted, |f an unauthorized purchase s
made, the cardholder will become persanally responsible for the purchase,

It is the cardholder's respensibility to obtain itemized transaction receipts from the vendor each time the business
credit card is used. These receipts must ba altached o the Credit Card Recalpt Infarmation Ferm gnd submitted
to the Deputy Clerk/Treasurer as soon as possible after the purchase and no later than the 10" day of each
month. A CREDIT CARD RECEIPT INFORMATION FORM WITH THE ATTACHED VENDOR RECEIPT MUST
BE SUBMITTED FOR EVERY PURCHASE MADE WITH THE VILLAGE BUSINESS CREDIT CARD. A short
description of the purchase and the appropriate expense category (if known) is required to be completed on the
Credit Card Receipt Information Form. The recenciliation procedures must be followed in order to insure proper
reporting of the cardholder's expenses.

The cardholder is required lo sign the business credit card immediately upon receipt. The card may be used
immediately upon activation. When the current credit card is set lo expire you wil receive a new card in
exchange for the expiring credit card. A stolen or lost credit card must be reported immediately to the Treasurer
or Deputy Clerk/Treasurer,

Failure to comply with the above will result in termination of business credit card privileges and possibla further
disciplinary actions.

I agree that the use of my card will be for Village of Kronenwetler business
expandilures only and that | will be (he sole user of the card. | further agree to comply with the terms stated in the
policy, and return the card upon my termination or upon request.

Signature:

Date:
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POLICY ID: FiIN-002 TITLE: Employee Cellular Telephone Policy

I
[ ] ORIGINAL [<] REVISION :APF'Ft'DUED BY VILLAGE BOARD: " DATE:

051112009 111212047 ! e
03/01/2012 ﬂ-"“""‘t i“ﬂ"' ~—— -2 | )
EFFECTIVE DATE Immediate | Vil et -

& FLSA EXEMPT 5] FLSA NON-EXEMPT
APPLIES TO:

i REPRESENTED EMPLOYEES B Non-REPRESENTED EMPLOYEES

This policy applies to all Village of Kronenwetler amployees in the categories checked In this seclion. Provisions
within individual personal contracts or a collective bargaining agreement may supersede certain parts of this policy.

PURPOSE - To establish guidelines for the issuance and usage of Village-owned cellular telephones, to address
Village of Kronenwetler business use of personal cellular telephones, and to establish procedures for monitoring and
controfling costs related to cellular telephone use. This policy cutiines the cellular phone oplions supporied by the
Village of Kronenwetter, guidelines for appropriate use, and other administrative issues relating to cellular telephone
acquisition. This policy was created in order to enhance employee safety, limit Village liability, and help manage
telecommunications costs,

SCOPE - This policy applies to all Village employees and other persons who have or are responsible for any
cellular dewice issued by the Village of Kronenwetier

RESPONSIBILITIES - Employees wishing to participate in the Village of Kronenwetter Cellular Telephone Program
must apply and receive Supervisar approval. The employee's Supervisor must approve the application forms and
authorize participation before submitling the application to the Vilage Administrator.

The Administralor makes the final decision regarding an employee's eligibility for participation in the Village Cellular
Telephone Program and for determining the employee's Occasional or Frequent User status and the service plan
level. The Finance Director/Treasurer, under the direction of the Village Administrator, has the responsibility to
administer and maintain the Village Cellular Telephone Policy.

it is imperative that employees who use either Village-owned or Village-subsidized cellular telephone devices for
business purposes use those devices approprialely, responsibly, and ethically. Their use should not be allowed to
intrude upon the efficient conduct of business,

CELL PHONE USE LEVELS - The Village of Kronenwetter defines two (2) levels of cellular telephone users.

1. Occasional User - A Village of Krenenwetter employee who needs o be reached for Village business on hisiher
personal cellular telephone on an intermittent, occasional basis.

2. Frequent User - A Village of Kronenwetter employee who needs to conduct Village business through the use of 2
r:nellular telephone on a routine or frequent basis. Typically, the Frequent User's job responsibilities require:
The employee must be reachable immediately,
+  The employee must be contacted outside of normal business hours.
+  The employee is not normally present at a fixed workstation and timely communication is necessary for their
job responsibilities.
The employee is required to make frequent and/or prolonged travel.
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VILLAGE OF KRONENWETTER CELLULAR TELEPHONE PROGRAM OPTIONS:
{1) OCCASIONAL USER CPTION - PERSONAL CELLULAR TELEPHONE DEVICES:

An Occasional User will use his/her personal cellular lelephone device and sarvice plan and
receive a monthly reimbursement of fifieen dollars ($15) from the Village of Kronenwelter. The
Villzge will publish the Occasional User's personal cellular telephone number in the Employee
ard Village Official Contacts Direciory distributed to all Vilage employees and Village officials
{elected and appoinied). The Village will not publish the Occasional User's personal cellular
tesephone number fo the public. The Viliage recognizes NO additonal obligation for the personal
cellular telephone device and personal cellular telephone service plan outside of the monthly
315 reimbursement.

{2) FREQUENT USER OPTION - PERSONAL CELLULAR TELEPHONE DEVICES:

The Frequent User will use hs'her personal cellular telephone device and service plan and
receive a monthly reimbursement of forty doltars ($40) from the Viilage of Kronenwetier. The
Village may publish the Frequent User's personal cellular telephone number in the Village's
Emergency operation plan and will not release this number to the general public unless
permission to do so is granted by the employee so being reimbursed. The Village recognizes
NC additional obligation for the personal cellular lelephone device and personal cellular
telzphone service plan outside of the monthly $40 reimbursement.

Appropriate Use (Options 1 & 2) -The employee must present documentation regarding the personal monthly
plan cost when applying for the Cellular Telephone Program and as requested by the Village. At no fime shail
Village rermbursement exceed the cost of the personal monthly plan.

The Viliage requires hal empioyees who are reimbursed for their personal phones be available to take business
calls duning all business hours. Employees who are reimbursad al the Frequent User level (2) must be available fo
take businass calls after-hours as well as during standard business hours. Nonexempt employees who take
business calks while "off the clock” will be paid for actual lime worked

Employees who are reimbursed for personal cell phones must sign acknowledgement of the fact that all call phone
invoice details are subject to audit and to public records requests as aliowed by State law.

(3) FREQUENT USERS OPTICN - VILLAGE OWNED CELLULAR TELEPHONE DEVICES
Appropriats Use: The following mus? be observed:

1. Vilage-owned cellular devices are property of the Village and must be treated, used, and safeguarded as
such. If an employee damages or loses a Village-issued cellular telephone, the employee musl immediately
notify the Finance DirectorTreasurer.

2. The Village strongly encourages the use of personal password protection on all mobile devices.

3. Employees may not use a Village-owned cellular telephone for personal use thal is other than incidental,
for the purpose of illegal transactions, harassment, or obscene behavior, or in ways that are not in
accordance with other existing employes policies.
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4. Village of Kronenwetter will pay for reasonable business-use costs associated with issued cellular
telephones. The Finance Department reviews all itemized bills for user compliance with these policies and
processes them for payment.

3. Under no circumstances are any purchases allowed through the cellular phane, including but not fimited to
rngtones, games, and any other monthly third party services.

B. Direclory assistance calls are not included in the monthly service; use allernative means or free directory
service number to obtain unknown phone numbers.

{. The SIM card that you recaive links fo your assigned cell phone number and the allowed mobile phone
features. Do not abandon or re-assign the SIM card to another user unless approved by your Supenvisor
and the Finance Director/Treasurer. The Village maintains records identifying the assgned user of each
phone number.

8. Upon termination of employment, users must return all cellular telephones and all oniginal accessanes to
tha Village Finance Direclor/Treasurer; if items are not retumed, approgriate replacement costs will be
deducted from employee's final paycheck.

4. The Village expects that employees who are designated Frequent Users will be available lo take business
calls after-hours as well as during standard business hours, Non-exempt employees who lake business
calls while "off the clock” will be paid for actual lime worked.

10. Employees must sign acknowledgement of the fact that the cell phone invoice delails are subject to audit
ard to public records requesls as allowed by State law.

The Village reserves the right to make changes to this policy at any time and will notify those affected by the
updated pclicy at the ime of change.

Policy Non-Compliance - An employee’s supenvisor will be advised of any breaches of this policy and wili be
responsible, under the direction of the Administrator, for delermining appropriate remedial action including
employee reimbursement of cosls in excess of monthly service plan. This may also include revocation of the
privilege fo use the Village cellular device, services being blocked, and other possible disciplinary action.
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EMPLOYEE DECLARATION:

:.h ha'H'E‘ read and understand the above Cellular Telephone Policy, and agree to adhere to the rules outlined
erein.

I understand that all cellular telephone invoice details are subject to audit and to public records requests as
allowed by the State of Wiscensin.

Employee M;ma Employee Signature

Wireless Number Date

Finance Drrector/Treasurer

Flease make a copy of the signoff page to keep for your records; originals will be kept with your personne! file
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POLICY ID: FIN-003 TITLE: Accounts Payable Policy
] ORIGINAL [<] REVISION APPROVED BY VILLAGE BOARD: DATE:
EFFECTIVE DATE Immediate A ibss~fe  yllage Clerk 112116
B FLSA EXEMPT <] FLSA NON-EXEMPT
APPLIES TO:
< REPRESENTED EMPLOYEES (€ Non-REPRESENTED EMPLOYEES

This policy applies to all Village of Kronenwetter employees in the categories checked in this sectfion. Provisions
within individual personal contracts or a colective bargaining agreement may supersede certain parts of this policy.

Purpose
To establish guidelines for the payment and proper expense allocation of all Village of Kronenwetter accounts
payables that will ensure proper internal controls.

Scope
This policy applies to all Village employees and other persons who have or are responsible for receiving payables
due from the Village of Kronenwetter.

Receipt of Vendor Invoices

When a physical vendor invoice is received, it is to be placed in the mailbox of the Account Clerk. When a vendor
invoice is received via email, it is to be forwarded to the mailbox of the Account Clerk.

The Account Clerk in conjunction with the Depariment Heads will determine the department in which the invoice will
be applied and creates a payment voucher for the applicable department head for signature approval. The voucher
will contain:

1. The Payee/Nendor name and address

2. A short description of the invoice

3. The expense account number the invoice will be charged against (If the account number is unknown by
the Account Clerk, it will be left blank for the depariment head to complete) — Some invoices may have
more than one expense account.

4. The total invoice amount

The department head will review the payment voucher and vendor invoice for accuracy. The department head will
verify that all information is comect by signing the payment voucher. The payment voucher is attached to the front
of the vendor invoice and placed in the mailbox of the Account Clerk.

In the case that a vendor invoice is delivered directly o a department head, the department head will review the
invoice for accuracy and approve payment for the invoice by signing the front page of the invoice, indicating the
total amount to be paid and writing down the applicable expense account. If the expense account is not known by
the depariment head, the Account Clerk andlor the Treasurer will assist in determining the comect expense
account. Upon receipt of the sign vendor invoice from the department head, the Account Clerk will create a
payment voucher and process for payment.

In the case of an invoice for a recurring payment involving a contract that has been signed by the appropriate
department head, the Account Clerk will process the invoice for payment pursuant to the direction of the signed
contract.
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Invoices Needing Additional Approval

RDA

All invoices that are to be allocated to TID expense accounts that are over $1,000, and outside of ongoing debt
and interest payments will be given to the Treasurer to be included on the upcoming RDA meeling agenda for
payment approval. All contracts for services, as per Village policy FIN-004, for such things as legal,
architectural, engineerning, auditing, maintenance contracts and janitonial contracts will be presented to both the
RDA and then to the Village Board for approval. The RDA will vote on the payment approval of each TID
related invoice. When an invoice has been approved by the RDA, the RDA Chairperson will sign the invoice
indicating payment approval. All invoices approved by the RDA will be delivered to the Account Clerk by the
RDA Secretary to be processed for payment. A payment voucher is created by the Account Clerk to be
attached to the signed vendor invoice.

Capital Operating Budget and Capital Project Borrowings
All invoices that are to be allocated to the Capital Operating Budget and/or Capital Project Bomowings must be
approved by the department head (if applicable) AND the Treasurer or Administrator.

Wire Transfer Payments

All wire transfer payments will be initiated by the Treasurer. A payment voucher along with a wire fransfer
form will be created for each wire transfer. The wire transfer form must be signed by the Treasurer and either
the Village Clerk or the Village Administrator. The payment voucher is to be signed by the Treasurer.

Check Processing
The Account Clerk will process all check payments. A check for payment will only be processed when the
Account Clerk has all required back-up documentation for the payment. When a check is cut the following
items are attached:

1. The signature approved payment voucher

2. The vendor invoice
3. The check stub

The above documentation is given to the Treasurer for review. The Treasurer will verify the following
information:

1. The Payee/Vendor

2. The check amount

3. The check number

4. The expense account

The documentation is then filed in the Accounts Payable files. All Accounts Payable files will be
retained by the Village for 7 years.
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| POLICY ID: FIN-004 TITLE: Purchasing Policy

| ks = , M ... _
[0 orRIGINAL  [] REVISION APPROVED BY VILLAGE BOARD: DATE:

EFFECTIVE DATE Immediate ‘ CLwlpgz 712712024

VILLAGE CLERK

] FLSA EXEMPT " K] FLSA NON-EXEMPT
| APPLIES TO:
REPRESENTED EMPLOYEES E Non-REPRESENTED EMPLOYEES

This policy applies to all Village of Kronenwetter employees in the categories checked in this section. Provisions |
within individual personal contracts or a collective bargaining agreement may supersede certain parts of this policy.

POLICY

The Village of Kronenwetter hereby adopts this Purchasing Policy to maintain uniform purchasing rules for all departments,
assist staff with guidelines on everyday purchases and to ensure that purchases are completed in a fransparent manner so that
the puulic may be aware of any expenditure. Itis hoped that with the adoption of this policy that purchases can be streamlined,
purchases can follow a regular method and that those that are outside of the organization can easily track expenditures to
conform with open and honest govemment  standards.

This policy shall be applicable to contracts for the procurement of supplies, services, and construction, entered into by the
Village of Kronenwetier after the effective date of this policy. The Village shall apply this policy fo all expenditures of public
funds by a public agent for public purchasing imespective of the source of the funds.

When the procurement involves the expenditure of federal assistance or contract funds, the procurement shall be conducted in
accordance with any mandatory applicable federal law and regulations.

The Village Administrator shall be charged with the enforcement of the rules that are set out by this policy. In the case where
the position of the Village Administrator is vacant, the Village Treasurer will be charged with enforcement of this policy.

The following regulations and requirements to organization behavior are hereby adopted:

» Itshall be the policy of the Village of Kronenwetter to attempt to first purchase any item as locally as possible
from Wausau Chamber, Mosinee Chamber and Village of Kronenwetter businesses when financially

feasible and competitive.

* Inthe case where there is a State of Wisconsin cooperative purchasing agreement in place, the prices from
these products shall be compared fo locally purchased ifems and evaluation of support for local businesses,
and the local economy shall be weighed against the amount of money that is saved by utilizing a State of
Wisconsin purchasing agreement.

»  Atno time shall any Village employee participate directly or indirectly in a procurement activity when the
Village employee shall financially profit from the purchase activity, in cases of this nature, a purchase shall
be recommended to an employee's supervisor with employees recommending to a department head, and
a department head recommending the purchase to the Village Administrator. In the case where there
exists a conflict of interest in the position of the Village Administrator, the Administrator shall disclose such
conflict to the goveming body and the purchase activity shall be approved prior to purchase by the

governing body.
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¥ While price should be one of the most important factors in purchasing, transportation, impact on the
environment and previous village experience with products shall also be weighed in making purchasing
decisions. Any item that s lower in price but is passed over for any of the other reasons enumerated
herein shall have that deciding factor noted in Village records.

FPROCEDURE

GEMNERAL INFORMATION

All professional confracted legal, architectural, engineering, auditing, financial advising, ambulance, informational technology
and garbage services, except in the case of emergency purchases, must have review by the Administrative Policy
Committee (APC) and prior approval of the Board, no matter the amount of the contract.

Line ltern budgeted contracts for repairs and maintenance of existing equipment under the purchasing levels detailed below,
such as repairs to exdsting information technology equipment, utility pumps, traffic signals, window cleaning, floor waxing,
vehicle repairs and building mainfenance shall require only approval of the Village Administrator. Contracts that include
expenses that exceed $10,000, unless emergency in nature, shall be reviewed by the Administrative Palicy Commities, and
shall be presented to the Village Board for approval prior to a confract being approved,

Purchases made by the Village of Kronenwetter are grouped under the following categories.

1. Purchases up to and equal fo $499.99. These purchases shall not require authorization of a departiment head
before purchase but shall require the approval of the relevant department head, after the purchase is made.

2. Line tem budgeted purchases from $500 up to an equal fo 32 500. These purchases shall require approval
of the relevant department head prior to being purchased.

3. Line ltem budgeted purchases over 2,500 and up to $10,000. These purchases shall require approval of the
redevant department head and also the Village Administrator.

4, Purchases aver $10,000 and up to $35,000. These purchases shall reguire approval of the relevant department
head, Village Administrator, review by the Adminéstrative Policy Commiftee and approval of the Village Board.

5. Purchases over $35,000. Thesa purchases shall require review by the Administrative Policy Commitiee and approval
of the Village Board and shall follow the current applicable State of Wisconsin bidding procedure unless they are
for services such as legal, engineerng, architectural, etc.

6. Emergency Purchases

All payments shafl be submitted to the Administrative Policy Committee and then onlo to the Village Board for review at their
respective regular mestings.

EXCEEDING BUDGETED EXPENDITURE LINE ITEM TOTAL

It is the assumption of the purchasing policy that all requested expenditures has been provided for in the cument
budget. Purchases that will result in the expenditure line item exceeding the cument budgeted amount require approval
before the purchase is executed, The Department Head shall first notify the Village Administrator that the expendifure being
requested will result in the expenditure line item  budget overage and provide written docurentation regarding the expenditure
to the Administrator,

The Village Administrator will have the authority to approve expenditures that exceed fhe line item budget up to 35,000 and if the
total applicable department budget will NOT result in an overage. These expenditures shall ba reported to the APC and the Village
Board. These expenditures shall be collected on a report and reported on an annual basks

Any expenditure request that will result in & line item budget overage greater than $5,000 will need review and
recommendation to the Village Board from the Adminéstrative Policy Committee and Village Board approval. Also any
expenditure that will result in an overage of any amount of the total applicable department budget will need review and
recommendation to the Village Board from the Administrative Policy Commitiee and Village Board Approval. These changes
to the Budget are considered budget amendments which require Village Board approval and proper natification to the public
per State of Wisconsin statutes.
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UNAUTHORIZED PURCHASE
An unauthorized purchase will be considered a personal purchase and the individual who made the purchase may be

personally Bable for payment as well as subject to possible further disciplinary actions.

INVENTORY
Pleasa refer to the Village inventory Policy for details.

CAPITAL ASSETS

An item qualifies as a Capital Asset if it is over $5,000 in value and has a life span of more than 3 years. Purchases of new
capital items which are not replacing another capital item, shall require a recommendation of the APC and require approval of
the Village Board. Al Capital Asset items are also Inventory.

LINE ITEM BUDGETED PURCHASES UP TO AND EQUAL TO %$2,500

These purchases can be handied in the most efiective way deemed appropriate by the Depariment Head. Altemative
price quotations are strongly encowraged but not mandatory, Perodic price quotations are acceptable for similar items
purchased throughout the year even though individual orders are less than 32,500 on budgeted items. {An example would
be small automotive supplies.) Annual or semiannual price comparnisons are to be made with purchases in between being
made from the best source based on the most recent comparison.

LINE ITEM BUDGETED NON-ROUTINE PURCHASES OVER $2,500 AND UP TO AND EQUAL TO $34,999
Non-Routine Purchases over $2,500 and up to and equal to $34,999 are required to have at least three (3) altemnative
price quotations in writing. Exceptions to the requirement can be made for sole source purchases, standardized eguipment,
standardized chemicals, or other similar circumsiances. ltems that are purchased periodically during the year can be
purchased based upon annual price quotations. Such purchases must be submitied to the Village Administrator for approval
in the: form of a memo. information o be incheded in the memoa is as follows:

™ DEEEI'iF‘jﬂ'l af Fl.iﬂ:hmﬁ

« Budget amount

» Recommended source and price

« If price is over budget, an explanation of and a budget transfer from where the additional funds will be

obtained

« Alternate price quotations or explanation for not seeking them

=  Explanation of recommendation if it is other than the lowest price
It should be noted that any purchases fha 00 in nature will require approval by the Village Board in addition 1o
the relevant Department Head and Village Mmlrnsvamr approval.

PURCHASES OVER $35,000
Require the following:

Advedisement Information

Formal bids must be advertised in a local newspaper at least 10 business days before the bid opening. {Bid nofices
will also be available via the Village website.) The ad must include the date, time and location of the bid opening.
The Village Administrator, in conjunction with the appropriale Depariment Head, will establish the time and date
of the bid opening.

Bidders Li
Departments will prepare a list of qualified vendors to be contacted for the subméssion of bids. Particular care should
be taken fo include appropriate local vendors. Bid specifications or notice of avallability of specifications will be
(e-}mailed fo all vendors on the bidder's list. The bid specifications will also be made available via the Village website.
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Writler: Specificat
Department Heads will prepare written specifications outfining the technical characteristics desired, These  will be
provided to all interested vendors, If appropriste, a pre-bid conference may be scheduled to assure adequate
understanding of the specifications. All bidders must be nofified in writing (use of e-mai is acceptable) of pre-
bid conferences, Under no circumstances s staff to converse with any prospective bidder during the bidding
process outside of the pre-bid conference. Should it become necessary to revise any portion of a bid specification,
notice shall be promptly delivered to all prospective bidders through a bid  addendurn,

M:mmemmryhnd mn;antsa:etnheseahdandmnaﬂb-,rme respective Department Head and the Village
Administrator, Following the bid opening, the Department Head will make a written recommendation to the Village
Board through the Village Administrator. The written recommendation shall include:

» Description of purchase

«  Budgat amount

» Recommended source and price

= | price is over budget, an explanation why and a budget transfer from where the additional funds will be
obtained

Alternate price quotations or explanation for not seeking them

Explanation of recommendation if it is other than the lowest price

If approved by the Department Head and Village Administrator or Designee, a Resolution, as drafled by the
Village Adminisirator may be adopted by the Village Board authorzing the acceptance of such bid.

Excepliong

Normally, senvices such as legal, engineering, architectural, efc., are exempt from the competitive bidding process.
However, these types of services shall be purchased using the “Request for Proposals™ (RFF) process. This is
similar fo a competifive bidding process but does not require some of the formality such as an advertisement. The
focus of the analysis in an RFP is dependent upan the senvice needs. RFPs can be requested by the Village Board.

Other exceptions include sole source, need to standandize, etc. Such reasons should be appropriately detailed
in the written recommendations to the Village Adminisirator. The Village may, in imes of ememency waive the
prowision of this section.

These purchasing procedures are not to be used for Public Works type improvements where all or a portion of the
costs are paid from assessments o the benefiing properfies. Procedures established in Wisconsin  Statutes 62.15,
62.29 shall apply.

EMERGENCY PURCHASES
Emergency purchasing procedures should be used only when normal purchasing channels are not available,

Whenever feasible, emergency purchases are to be approved by the Village Administrator. If it is not feasible to follow the
narmal procedures, the Depariment Head shall request a signature from the Village Adminisirator after the completion of an
emergency purchase. The Department head will indicale the Emergency Purchase on the voucher including Justification of

the emergency purchase and sign-off is required by the Village Administraor.
Emergency purchases may be made:

= When there is a need for immediate delivery of items

= To prevent delays in work or construction schedules

=  When there is an immediate threat to public health or safety

= Tomest emergencies rising from unforaseen causes
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PETTY CASH FUND

Petty cash disbursements of approximately 350 (or less) may be paid from a pefty cash fund which is maintained in the
Treasurer's office. The Treasurer will log the transaction in the petty cash ledger. Petty cash funds may be obtained either
prior #o or after purchase, upon filing of the necessary documents. Receipts are necessary for all disbursements.

INTERNAL CONTROLS
Advertisement for bids must be published for all purchases at or above §35,000 (not to include professional services such as

engineerngegal contracts).
» Appropriate documentation (supporting invoices) must be attached for all disbursements.
» Original bills, not copies, must be used for documentation.
= Al invoices must have Department Head approval prior fo drawing the check.
= Board approval must be obtained for all disbursements as presented at Village Board Meetings.
= Every effort should be made to avosd finance or late charges.
= Accounts Payable Department will mail out checks.
o Adequate security must be provided over unused checks.
o Checks must NOT be signed prior to being completely filed out.
e MNumerically controlled, pre-numbered checks must be used,
«  The Treasurer will review all processed checks before the checks are distributed.
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POLICY ID: FIN-005 | TITLE: Investment Policy ]

] ORIGINAL [<] REVISION | APPROVED B§ viume BOARD: DATE: o

{?I'.ﬁ—c;'r : H” 1-:':
EFFECTIVE DATE: Immediate Movember 26 2072

=] FLSA EXEMPT ' [] FLSA NON-EXEMPT

[7] REPRESENTED EMPLOYEES <] Non-REPRESENTED EMPLOYEES |

APPLIES TO:

This pelicy applies to all Village of Kronenwetler employees in the categories checked in this section. Provisions
within individual personal contracts or a collective bargaining agreement may supersede certain parts of this pelicy.

PURPOSE

The purpase of this policy is fr enhance opportunities for prudent and systematic invesiments which will provide the
highest investment return with the maximum security while meeting the daily cash flow demands of the Village

The investment practices of the Viilage of Kronenwetter are based on state law and prudent money management.
All funds will be invested in accordance with this policy and Wisconsin Statute £6.0603. The investment of bond
proceeds will be further restricted by the provisions of relevant bond documents.

SCOPE

It is intended that this pobcy cover sl funds and invesiment activibes under the direction of the Village.
L General Objectives

The primary objectives, i priority order, of the Village's investment activities shall be:

1} Safety. Safety of pnncipal is the foremaost objective of the Village's invesiment program  Investments shall
be undertaken in a manner that seeks to ensure preservation of capital in the portfolic. The objectives will
be: lo mitigate credit nisk and interest rate risk.

a) Credit Risk Is the risk of loss due to the failure of the securily issuer, financial institution or backer.
Credit risk may be mitigated by
# Limiting investment to the safest type of securites;
# Pre-gualifying the financial institutions, broker'dealer, intermediaries and advisors with which
the Village will do business; and

# Diversifying the investment portfolio so that potential losses on ndividual securities wili be
minimized.

b} Interest Rale Risk is the risk that the market value of secunities in the portfolio will fall due to changes in
generai interest rates. Interest rate nsk may be mibgated by:

- Slruv.:lunng the investment portfolio so that secunties mature fo meet cash requirements for
ongoing operations thereby avoiding the need to sell securities on the open mar«et prior to
maturity; and

» By investing cperating funds primarily in shorter-term securites
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2) Liquidity: The investment portfelio shall remain sufficiently liguid to meet all operating requirements that
may be reasonably anficipated.

3) Yield: The Village's investment portfolic shall be designed with the objective of attaining a market rate of
return ‘hroughout budgetary and economic cycles, taking into account the investment nsk constraints and
Village's cash flow needs. Return on investment is of least importance compared to the safety and liquidity
objectives described above.

Il. Standards of Care

1) Prudence: The slandard prudence to be used by investment officials shall be the “prudent person”
standard and shall be applied in the context ¢f managing an overall portfolio. Invesiment officers acting in
accordance with wntten procedures and this investment policy and exercising due diligence shall be
relieved of personal respansibility for an individual security’s credit risk or markel price changes, provided
deviations from expectations are reporled in a timely fashion and approoriate action is taken o contro!
atlverse developments.

2) Ethics and Conflicts of Inferest: Officers and employees involved in the investment process shall refrain
from personal business activity that could conflict with the proper execution and management of the
investment program. or that could impair their abdlity to make impartial decisions. Investment ofiicials shal
disclose any material interests in financial institutons with which they conduct business. They shall further
gisclose ary personal financialinvestment positons that could be related to the perdormance of the
Village's investment porticlio, particularly with regard fo the time of purchases and sales.

3) Delegation of Authority: Responsibility for the operation of the investment program is hereby delegated o
the Finance Director/Treasurer under direction of the Administrator, who shall carry cut established written
procedures and internal controls for the operation of the invesiment program consistent with this investmani
policy. Procedures should include reference lo: safekeeping, delivery vs. payment, invesiment accounting,
wire transfer agreements, collateralideposifory agreements and banking services contracls. No person
may engage in an investment transaction except as provided under the terms of this policy, and the
procedures estabhshed by the Finance Director/Treasurer. The Village Fmance Director/Treasurer shall be
responsible for all fransacbons undertaken and shall establish a system of controls to regulate the achvilies
of assistants.

. Safekeeping and Custody

1) Authorized Financiel Dealer and Institution  The Finance DirectoriTreasurer under direction of e
Administrator will maintain a list of financial mstitutions authorized o growde invesiment services. In
addition, a list will also be maintained of approved security broker/dealers selected by credit worthiness
who are authorized to provide investment services in the State of Wisconsin. No public deposit shall be
made except in a qualified public depository as established by stale laws.

Al financial instifutions and brokeridealers who desire ¥ become gqualified bidders for investment
ransactions must supply the Village Finance Director/Treasurer with the foliowing: audited financial
statements, proof of Financial Industry Regulatory Authority certfication, trading resolution, proof of state
registration, certification of having read the Village's investment palicy.
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An annual review of the financial conditicn and registraticn of gualiied bidders will be conducted by the
Finance Cirector/Treasurer

Current audited financial statements are required lo be on file for each financal instituton and
broker/dealer in which the Village invesis.

2} Internal Controls: The Village Finance DirectorTreasurer under direction of the Administrator is
responsible for establishing and maintaining an intermal control structure designed to ensure that the assels
of Ine Village are protected from loss, theft or misuse. The internal control structura shall be designed o
provide reasonable assurance fhal these objectives are mel. The concept of reasonable assurance
recognizes fhat (1) the cost of a conirol should not exceed the benedit likely o be derived; end (2) the
valuation of costs and benefits reguire estimates and judgments by management.

Accardingly, the Village Finance Director/Treasurer shall provide the Administrative Policy Commitee {or
its successor committee) with a monthly report {to be presented at the monthly Administraive Policy
Committee meeting) of investment activity. This repert will be shared with the Village Board on a monthly
basis. The report shall include:
# A summary of curment investments including purchaseimaiurity date, financial instituion and
interest rate.
# Funds avarable for investment and anticipated investment of these funds.

The Administrative Policy Commitiee will be authorized to provide input to the Finance DirectorTreasurer
regarding all investment actvities,

[V, Suitable and Authorized Investments

1) Investment Types: Consistent with Wisconsin State Statues, the following investments will be

permitted by this palicy
# Bonds or securties issued or guaranteed as lo principal and interest by the federal
govemment, of by a commission, board or other instrumentality of the federal government.

» Governmenial agency securities (EX Fannie Mae, Freddie Mac, Ginnie Mae)

~ Business checking accounts, Certificate of Deposits and, money market accounts w any
financial institutions authorized to transact business in the State of Wisconsin, and approved
in accordance with section 1lI{1) of this policy.

# Bonds or securilies of any Single A or better rated (as rated by S&P or Moodys) county, city,
drainage district, vocational, technical and adult educaton district, village, lown or school
district in the State of Wisconsin.

#  hny securily which matures or which may be tenderad for purchage at the option of ine holder within
not more than 7 years of the date on which i ' acquired, it that secunty has a rating of AA- or higher
by Standard & Poor's corporation, Moody's mvestors service or ofher similar nationally recognized
rating agency or if that security is senior to. ar on a parity with, a security of the same issuer which has
such a rating.

» State of Wisconsin's Local Government Investment Pool or other similar investmeni pools
legally authorized to do business in the State of Wisconsin. These portfolios need to be
manitered peripdically.

» Maoney market mutual funds regulated by the Securties and Exchange Commission. whose
portfolios consist of U.S Treasury or Government Obligations and are manraged according to
the Village's invesiment obsectives.

# Securities of open-and management investment company (closed-end mutual fund) provided
the investments are limited to Treasuries of Government Agencies, Bonds quaranteed as to
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2)

the principal and interest by the Federal Government or Governmental Agency and
Repurchase agreemenis collateralized by the above types of securities. Municipal securities
issued by the State of Wisconsin in accordance with the issuers and type detailed in the
statute.
Collateralization: Where allowed by siale law, full collateralizaton will be required on all demand
deposit accounts and non-negotiable certificates of depasit.

V. Investment Parameters

1}

2)

Maximum Maturities: To protect public funds from market price losses resulting from rising interest
rates. the Village will, 1o the extent possible, attempt to match its investiments with anticipated cash
fiow requirements. The Village will not directly invest in securiies maturing more than seven years
from the date of purchase.

Diversification: The Village will diversify investments by security type, institution and terms of
malurity to reduce poriolio risk.

On an annual basis, no later than the February Administrative Policy Committee meeting, the
Village Finance DirectorTreasurer shall prepare a schedule of cash flow requirements for the
upcoming year based on the prior year's actual cash flows. This schedule will show receipts,
disbursements, and ending {available) cash balances for each fund. Thal schedule shall be
adjusted for any extraordinary tems such as debt proceeds, new debt payments, capital outlay
purchases which are not an annual occurrence

The Vilage Finance Director/Treasurer shall monitor the Vilage's cash flow requirements on a
monthly basis to assure funds are readily available to meet the short term operatonal cash needs
and shall make adjustments 1o investments accordingly.

Vi Approval of Investment Policy

The investment pelicy is formerly appraved and adopted by the Village of Kronenwetter Board on November 26,
2012 and is 1o be reviewed annually by the Administrative Policy Committee.

pd4ofd

?”'I-i poboy s not intended, and should not be constresd, 1o limil or prevent an amployae fram axarcisng nghls under the Nalanai Labi

relalens Act. The Village of Kignenwettar ratains the rght 1o amend of change this pobcy 82 any time withaoul prar notice



| POLICY ID: FIN-006 | TITLE: Disposal of Surplus Public Property

|
L] ORIGINAL  [] REVISION APPROVED BY VILLAGE BOARD: DATE:

EFFECTIVE DATE: ' a0 "
Version 1: 03/26/2012 MU-J}G—&&@_ 2la6ftq

Version 2: 02/26/2019 Village Clerk

. (<] FLSA EXEMPT (<] FLSA NON-EXEMPT
APPLIES TO:
Y REPRESENTED EMPLOYEES Ed Non-REPRESENTED EMPLOYEES

Thiz policy applies to all Village of Kronenwetter employees In the categories checked in this section. Provisions
within Individual personal contracts or a collective bargaining agreement may supersede cerfain parts of this policy.

Purpose - It is in the best interest of the Village to contrel the method for disposal of the materials and
property of the Village that are deemed to be no longer suitable or useful to the Village, This policy is
being put in place to allow for their removal from the Fixed Asset registry and to ensure that any funds
that are acquired through the disposal of the property can be properly accounted for within the
accounting system.

Procedure - The procedure for disposal of surplus property shall be as follows:

1. When equipment is found to be no longer suitable or useful to the Village, the prevailing
department head shall be notified. The department head will then send a list of these items to
the Village clerk, the estimated value of the item, and the reason for their disposal.

2. The Village Clerk or his or her designee shall then place in resolution form the items to be
disposed of and shall place the resolution on the agenda of the Village Board for action.

3. Once the Village Board has taken action to dispose of the items in question the prevailing
department head shall then take one of the following actions:

a. In the case where the itemn still retains some value, the item shall be placed on a
publicly available auction and the item shall be sold to the highest responsible bidder.

B. In the case where the items are in poor working order or damaged beyond repair they
will be disposed of by recycling companies or waste management.

c. ltems may also be donated or sold directly to other local government entities if
approved by the Village Board.

d. tems that have a value of less than $50, shall be disposed of by the Village
Administrator after disposal is approved by the Village Board.

4. Monies from the sale of surplus property, including sales to individuals, recycling or waste
management companies, will be turned into the Village Treasurer and be recorded as a
miscellaneous income for the prevailing department.
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POLICY ID: FIN-007 TITLE: Post-issuance Compliance Policy for Tax-Exempt and
Tax-Advantaged Obligations and Continuing Disclosure

ORIGINAL [ ] REVISION APPROVED BY VILLAGE BOARD: DATE:
| ,
EFFECTIVE DATE: April 22, 2014 -‘Mﬂﬁ f:ﬂae_ﬁl-nf ke April 22, 2014
T FLSAEXEMPT [T FLSA NON-EXEMPT
APPLIES TO:
[ REPRESENTED EMPLOYEES [] Nen-REPRESENTED EMPLOYEES

This policy applies to all Village of Kronenwetter employees in the categories checked in this section. Provisions
within individual personal contracts or a collective bargaining agreement may supersede certain parts of this policy.

Statement of Purpose

This Post-Issuance Compliance Policy (the "Policy”) sets forth specific policies of the Village of Kronenwetter,
Wisconsin (the "Issuer’) designed fo monitor post-issuance compliance:

(i) with applicable provisions of the Internal Revenue Code of 1986, as amended (the "Code”), and

regulations promulgated thereunder (*Treasury Regulations®) for obligations issued by the Issuer on
tax-exempt or tax-advantaged basis ("Obligations”); and

(i) with applicable requirements set forth in certificates and agreement(s) ("Continuing Disclosure
Agreements”) providing for ongoing disclosure in connection with the offering of obligations to
investors ("Offerings”), for obligations (whether or not tax-exempt / tax-advantaged) subject to the
conlinuing disclosure requirements of Rule 15¢2-12(b)(5) (the "Rule”) promulgated by the Securities
and Exchange Commission ("SEC") under the Securities Exchange Act of 1934,

| This Policy documents practices and describes various procedures and systems designed to identify on a timely
basis facts relevant to demonstrating compliance with the requirements thal must be satisfied subsequent to the
issuance of Obligations in order that the interest on such Obligations continue to be eligible to be excluded from
gross income for federal income tax purposes or that the Cbligations continue to receive lax-advantaged trealment.
The federal tax law requirements applicable to each parficular issue of Obligations will be detailed in the arbitrage or
tax certificale prepared by bond counsel and signed by cofficials of the Issuer and the post-closing compliance
checklist provided by bond counsel with respect to that issue. This Policy establishes a parmanent, engoing
structure of practices and procedures that will facilitate compliance with the requirements for individual borrowings.

This Policy similarly documents practices and describes various procedures and systems designed to ensure

' compliance with Continuing Disclosure Agreements, by preparing and disseminated related reports and information
. and reporting *material events” for the benefil of the holders of the Issuer's obligations and to assist the Parficipating
Underwriters {within the meaning of the Rule) in complying with the Rule.

| The Issuer recognizes that compliance with pertinent law is an on-going process, necessary during the enfire temn of
the obligations, and is an integral component of the Issuer's debt management. Accordingly, the analysis of those
facts and implementation of the Policy will require on-going monitoring and consultation with bond counsel and the
Issuer's accountants and advisors.
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| General Policies and Procedures
[
| The following policies relate to procedures and systems for monitoring post-issuance compliance generally.

A, The Finance Director-Treasurer (the "Compliance Officer”) shall be responsible for monitoring post-
lssuance compliance issues. For utility issues, the Compliance Officer will coordinate with the
Ulility's depariment with respect to monitoring post-issuance compliance.

B. The Compliance Officer will coordinate procedures for record retention and review of such records. |

C. All documents and other records relating to Obligations issued by the Issuer shall be maintained by
or at the direction of the Compliance Officer. In maintaining such documents and records, the
Compliance Officer will compty with applicable Internal Revenue Service ("IRS") requirements, such
as those contained in Revenue Procedure 97-22.

D. The Compliance Officer shall be aware of options for voluntary comections for failure to comply with
posi-issuance compliance requirements (such as remedial actions under Section 1.141-12 of the
Reqgulations and the Treasury's Tax-Exempt Bonds Voluntary Closing Agreement Program) and
take such comeclive action when necessary and appropriate.

E. The Compliance Officer will review post-issuance compliance procedures and systems on a
periodic basis, but not less than annually.

Issuance of Obligations - Documents and Records

—r— s

With respect to each issue of Obligations, the Compliance Officer will:

A. Oblain and store a closing binder andfor CO or other electronic copy of the relevanl and customary
transaction documents (the “Transcript”).

B.  Confirm that bond counsel has filed the applicable informalion report (e.g., Form 8038, Form 8038- |
G, Form 8038-CP) for such issue with the IRS on a timely basis.

C. Coordinate receipt and retention of relevant books and records with respect to the investment and
expenditure of the proceeds of such Obligations with other applicable staff members of the Issuer.

Arbitrage

 The following policies relate to the monitoring and calculating of arbitrage and compliance with specific arbitrage
" rules and regulations.

The Compliance Officer will:

A Confirm that a certification of the initial offering prices of the Obligations with such supporting data, if
any, required by bond counsel, is included in the Transcript.

B. Confirm that a computation of the yield on such issue from the Issuer's financial advisor or bond
counsel (or an outside arbitrage rebate specialist) is contained in the Transcript,

C. Maintain a system for tracking investment eamings on the proceeds of the Obligations.
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D. Coordinate the tracking of expenditures, including the expenditure of any investment eamings. If
the project{s) to be financed with the proceeds of the Obligations will be funded with multiple
sources of funds, confirm that the Issuer has adopled an accounting methodalogy that maintains
each source of financing separately and monitors the actual expenditure of proceeds of the
Obligations.

E. Maintain a procedure for the allocation of proceeds of the issue and investment eamings to
expenditures, including the reimbursement of pre-issuance expenditures. This procedure shall
include an examination of the expenditures made with proceeds of the Obligations within 18 months
after each project financed by the Obligations is placed in service and, if necessary, a reallocation of
expenditures in accordance with Section 1,148-6(d) of the Treasury Requlations.

F. Monitor compliance with the applicable "temporary period” (as defined in the Code and Treasury
Regulations) exceptions for the expenditure of proceeds of the issue, and provide for yield
restriction on the invesiment of such proceeds if such exceptions are not satisfied.

G. Ensure thal investments acquired with proceeds of such issue are purchased at fair market value.
In determining whether an investment is purchased at fair market value, any applicable Treasury
Regulation safe harbor may be used.

H. Avoid formal or informal creation of funds reasonably expected to be used to pay debt service on
stech issue without determining in advance whether such funds must be invested at a restricted
yield.

l Consult with bond counsel prior to engaging in any post-issuance credit enhancement transactions
or investments in guaranteed investment contracts. i

J. |dentify situations in which compliance with applicable yield resfrictions depends upon later
investments and monitor implementation of any such restrictions.

K. Monitor compliance with six-month, 18-month or 2-year spending exceplions to the rebate
requirement, as applicable.

L. Procure a timely computation of any rebate liability and, if rebate is due, to file a Form 8038-T and
to arrange for payment of such rebaie liability.

M. Arrange for timely computafion and payment of “yield reduction payments® (as such term is defined
in the Code and Treasury Regulations), if applicable.

Private Activity Concerns

The following polices relate to the monitoring and tracking of private uses and private payments with respect lo
facilities financed with the Obligations.

The Compliance Officer will:

A Maintain records determining and tracking faciliies financed with specific Obligations and the
amount of proceeds spent on each facility.

B. Maintain records, which should be consistent with those used for arbitrage purposes, to allocate the
proceeds of an issue and investment eamings to expenditures, including the reimbursement of pre-
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issuance expenditures.

C. Maintain records allocating to a project financed with Obligations any funds from other sources that
will be used for otherwise non-qualifying costs.

D. Monitor the expenditure of proceeds of an issue and investment eamings for qualifying costs.

E. Monitor private use of financed facilities to ensure compliance with applicable limitations on such
use. Examples of potential private use include:

1. Sale of the facilities, including sale of capacity rights;

2. Lease or sub-lease of the facilities (including leases, easements or use arrangements for
areas oulside the four walls, e.g., hosting of cell phone towers) or leasehold improvement
contracis;

3. Management contracts (in which the Issuer authorizes a third parly to operate a facility,
e.g., cafeleria) and research contracts:

4, Preference arrangements (in which the Issuer permits a third parly preference, such as
parking in a public parking lot};

5. Joint-ventures, limited hability companies or parinership arrangements;

6. Qulput contracts or other confracts for use of ulility facilities (including contracts with large
utility users);

V. Development agreemenis which provide for guaranteed payments or property values from
a developer,

8. Grants or loans made to private entities, including special assessment agreements; and
8. Naming rights arrangements.

Menitoring of private use should include the following:

1. Procedures to review the amount of existing private use on a periodic basis; and

2, Procedures for identifying in advance any new sale, lease or license, management contract,
sponscred research arangement, output or utility contract, development agreement or
other arrangement involving private use of financed facilities and for obtaining copies of any
sale agreement, lease, license, management contract, research arrangement or other
arrangement for review by bond counsel.

if the Compliance Officer identifies private use of facilities financed with tax-exempt or tax-advanlaged debt, the
Compliance Officer will consult with the Issuer's bond counsel to determine whether privale use will adversely affect
the tax status of the issue and If so, what remedial action is appropriale. The Compliance Officer should retain all
documents related to any of the above potential private uses.

Qualified Tax-Exempt Obligations
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If the Issuer issues *qualified tax-exempt obligations™ in any year, the Compliance Officer shall maonitor all
tax-exempt financings (including lease purchase arangements and other similar financing arangements and
conduit financings on behalf of 501(c)(3) organizations) to assure that the $10,000,000 "small issuer” limit is not
exceaded.

Federal Subsidy Payments

The Compliance Officer shall be responsible for the calculation of the amount of any federal subsidy payments and
the timely preparation and submission of the applicable tax form and application for federal subsidy payments for
tax-advantaged obligations such as Build America Bonds, New Clean Renewable Energy Bonds and Qualified
School Construction Bonds.

Reissuance

The following policies relate to compliance with rules and regulations regarding the reissuance of Obligations for
federal law purposes.

The Compliance Officer will identify and consult with bond counsel regarding any post-issuance change to any lerms
of an issue of Obligations which could potentially be treated as a reissuance for federal tax purposes.

Record Retention

———_

The following polices relate o retention of records relating to the Obligations issued.
The Compliance Officer will:

A. Coardinate with staff regarding the records to be maintained by the Issuer to establish and ensure
that an issue remains in compliance with applicable federal tax requirements for the life of such
issLe,

| B. Coordinale with staff to comply with provisions imposing specific recordkeeping requirements and
cause compliance with such provisions, where applicable.

C. Coordinate with staff to generally maintain the following:

1. The Transcript relating fo the transaction (including any arbitrage or other tax certificate and
the bond counsel opinion);

2. Documentation evidencing expenditure of proceeds of the issue;

3. Documentation regarding the types of facilities financed with the proceeds of an issue,
including, but not limited to, whether such facilities are land, buildings or equipment,
economic life calculations and information regarding depreciation.

4, Documentation evidencing use of financed property by public and private entities (e.q.,
copies of leases, management contracts, utility user agreements, developer agreements
and research agreements);

5. Documentation evidencing all sources of payment or security for the issue; and

B. Documentation pertaining to any investment of procseds of the issue (including the
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purchase and sale of securities, SLGs subscriptions, yield calculations for each class of
invesiments, actual investment income received by the investment of proceeds, quaranteed
investment contracts, and rebale calculations),

D. Coordinate the retention of all records in a manner that ensures their complete access to the IRS.

E. Keep all material records for 5o long as the issue s outstanding {including any refunding), plus
SEVen Years.

Continuing Disclosure

Under the provisions of SEC Rule 15¢2-12 (the "Rule”), Participating Underwriters {as defined in the Rule) are
required to detenmine that issuers (such as the Issuer) have entered into written Continuing Disclosure Agreements
io make ongoing disclosure in connection with Offerings subject lo the Rule. Unless the Issuer is exempt from
compliance with the Rule or the confinuing disclosure provisions of the Rule as a result of certain parmitted
exemplions, the Transcript for each issue of related obligations will include a Continuing Disclosure Agreement
executed by the Issuer.

In order to monitor compliance by the Issuer with its Confinuing Disclosure Agreements, the Compliance Officer will. |
if and as required by such Continuing Disclosure Agreements:

A, Assist in the preparation or review of annual reports ("Annual Reports®) in the form required by the
related Continuing Disclosure Agreements, 1

B. Maintain a calendar, with appropriate reminder notifications, listing the filing due dales relating to
dissemination of Annual Reports, which annual due date is generally expressed as a date within a

certain number of days (e.g., 180 days) follawing the end of the |ssuer's fiscal year (the "Annual
Report Due Date"), as provided in the related Continuing Disclosure Agreements.

C. Ensure fimely dissemination of the Annual Report by the Annual Report Due Date, in the format and
manner provided in the related Continuing Disclosure Agreements, which may include transmitting
such filing to the Municipal Securities Rulemaking Board ("MSRB") through the Electronic Municipal
Market Access ("EMMA") System at www.emma msrb.org in the format prescribed by the MSRB.

D. Manitor the occurrence of any "Material Event” (as defined in the Confinuing Disclosure
Agreements) and timely file nolice of the occcurrence of any such Malerial Event in the manner
provided under the Continuing Disclosure Agreements. To be timely filed, such notice must
transmitted within 10 days (or such other time period as set forth in the Continuing Disclosure
Agreements) of the occurrence of such Material Event.

E. Ensure timely disseminaltion of nofice of any failure to perform under a Conltinuing Disclosure
Agreement, if and as required by the Continuing Disclosure Agreement.

F. Respond to requests, or ensure that the issuer Conlact (as defined in the Continuing Disclosure
Agreement) responds to requests, for information under the Rule, as provided in the Continuing
Disclosure Agreements.

G. Monitor the performance of any dissemination agent(s) engaged by the lssuer to assist in the
performance of any obligation under the Continuing Disclosure Agreements.

pBaf?
Thiz pakey i3 nol inlended, and should not be construad, to limd or prevenl an employae from exercsing nghts under the Mational Labor

Ralations Acl The Vilage of Kronanwetter retains tha nght to amand or change this policy at any lime without prior notice,



Conduit Bond Financings

In conduit bond financings, such as industrial revenue bonds or Midwestern Disaster Area Bonds, the lssuer is not in
a position fo directty monitor compliance with arbitrage requirements and qualified use requirements because
information conceming and control of those activities lies with the private borrower, The Issuer's policy in connection
with conduit financings is to require that the bond documents in such financings impose on the bormower (and trusiee
or other applicable party) responsibility to monitor compliance with qualified use rules and arbilrage and other
federal tax requirements and to take necessary action if remediation of nonqualified bonds is required.

e e
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| POLICY ID: FIN-008 TITLE: Dfsp&s!fhn of Credit Card Reward FPoints and
LE Other Vendor Incentives
| ) ORIGINAL [ REVISION APPROVED BY VILLAGE BOARD: DATE:

| EFFECTIVE DATE: Immediate May 27, 2014

Vs 2N Villg Ctrvic—
<] FLSA EXEMPT B <] FLSA NON-EXEMPT
| APPLIES TO:

] REPRESENTED EMPLOYEES (%] Non-REPRESENTED EMPLOYEES

{ This policy applias to all Village of Kronenwetter amployees In the categories checked In this section. Provisions
i within individual personal contracts or & collective bargaining agreemaent may supersede certaln parts of this policy.

Purpose

To better manage the benefits provided by the Village's credit cand cash rewards palicy, and other minor vendor rewarded
items, this policy is hereby adopted. It shall cover the cument and any future credit card cash or reward policies offered by a
credit card company thal issues a credit card in the Villages name ko any employee as part of their employment. As some
rewards are only available for a imited time, or expire after a certain fime has occumed, this policy is also fo ensure that
usable assets are not forfeited due 1o lack of action on the part of the Village staff. This policy shall also cover items that are
presented bo the Village as part of a purchase as a reward, such as when an item of value is provided fo the Village because
the Vilkage fulfiled a redemption or rewand program threshold.

Procedure
Specifically the Village will do the following:

= The Village Treasurer will from time o time review the accumulaled reward points that are associated with all of the
Village credit cards, noting point levels and datess of when the points expire,

= Prior to poinds expiring on any credit card, the Village Treasurer will inform the Village Administrator that he/she
wishes to cash in the accumulated points on the Village's credit card, informing the Administrator of the amount of
points that he/she wishes to cash in and for the item that is being purchased with accumulated pomnts.

# The first preference for any Hems purchased with accumulated points shall be cash or cash equivalents, such as a
gift card with a company that the Village currently does business, such as an office supply store for example.

o [f the Village Treasurer receives cash or a cash equivalent gift card, the Village Treasurer will receive this as a
miscellanecus income of the Village, and utilize the cash equivalent gift card to offset the various bills of the Village.

= |f the Vilage Treasurer can only receive a non-cash equivalent item, then the Village Treasurer at the next reguiar
meeling of the Adminisirative Policy Commitiee (APC), will randomly draw a name from all of the full and part-time
employees, excluding elected officials, and award that employee the item at his or her earliest convenience.

= Foritems that are presented fo the Village as part of a vendor redemplion program, such as when an item is awarded
for purchasing so much in office supplies, those items will also be presenied to the Village Treasurer for disposal the
same way as described in the preceding paragraph,
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POLICY ID: FIN-009 TITLE: Capital Projects Fund Policy

5] ORIGINAL || REVISION APPROVED BY VILLAGE BOARD: DATE:
EFFECTIVE DATE: Immediate d&qﬁ. P June 24, 2014

<] FLSA EXEMPT Bd FLSA NON-EXEMPT

APPLIES TO:
[<] REPRESENTED EMPLOYEES (<] Mon-REPRESENTED EMPLOYEES

Thiz policy applies to all Village of Kronenwetter employees [n the calegories checked in this section. Provisions
within individual personal contrects or 8 collective bargaining agreement may supersade certain parts of this policy.

PURPOSE

The purpose of the policy is o ensure that all users (public, village board, staff, creditors) of the village's budget
documents and financial statements can easily discem major govemmental capital project expenditures from
general fund operating expenditures.

POLICY OBJECTIVES
The objectives of the capital projects fund policy are:
« To establish a capital projects fund for the budgeting and financing of major govemmental capital projects
and acquisitions.
« To provide guidelines on the definition of a major govemmental capital project or acquisition.
« To establish funding mechanisms and a fund balance policy for the fund.

BACKGROUND/NEED FOR FUND

Major capital projects and equipment acquisitions budgeted in the general fund can distort comparisons of
operating expenditures from year to year as well as distort comparisons of operating expenditures with peer
municipalifies. It can also make it difficult for rating agencies (and others) to determine if general fund deficits are
due to regular operaling expenditures, such as salaries and benefits, or if the deficils are due to a strategic spend
down of general fund balance for capital projects/equipment.

ESTABLISHMENT
A capital projects fund is hereby established for major governmental capital expenditures.

ITEMS TO BE BUDGETED IN THE FUND
All capital items which meet the following criteria should be budgeled in the capital projects fund:

1. Are governmental in nature.
a. Public safety
b. Public infrastructure
¢. Recreational
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d. General govermnment

e. Public works

f. Efc.
2. Are non-routine (excepting road construction, improvements, elc. ).
3. Exceed $65,000.

Example items include: Fire trucks, dump trucks, salt sheds, and recrealional infrastructure.

ITEMS THAT WILL NOT BE BUDGETED IN THE FUND
All sewer and water capital assets purchased shall be capitaiized in the water and sewer funds.
All tax increment capital expenditures shall be recorded in the associated tax increment funds,

Capital projects requiring a segregated capital projects fund for legal or financial management purposes should be
budgeted in a stand-a-lone capital projects fund.

Projects being financed with special revenue funds should be budgeted in the associated special revenue funds.
Debt service shall be budgeted in the debt service fund.

REVENUE SOURCES
Sources of revenues for the fund include:

1. Transfers from the general fund or other governmental fund.
£. Transfers from the equipment replacement fund.

3. Direct propery lax levy.

4. State shared revenues.

5. Other general revenues.

All revenues dedicated to the capital projects fund require prior board approval via the nomal budget/budget
amendment process. Unexpected revenues should be deposited in the general fund (or other appropriate fund)
and then transfemed to the capital projects fund after village board approval.

FUND BALANCE POLICY

It s not expected that the capital projects fund would carry a fund balance beyond the life of the project or
acquisiion. Unexpended fund balance at the end of the project life should be transfered back to the general fund
{or other appropriate fund). The capital projects fund fundamentally differs from the equipmeni replacement fund in
that the capital projects fund is not intended to carry a reserve balance. The capital projects fund is only intended to
account for capital expenditures.
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APPENDIX TWO

REIMBURSEMENT PAY SCHEDULE

7.0 Listed below are all of the reimbursements that the Village will make for
employees for various costs relating to employment.

REIMBURSEMENT AMOUNT POLICY REFERENCE
Regular full-time public | $150/year Employee Handbook
works safety related 3.22

and winter clothing
reimbursement

Regular full-time office | $35/year Employee Handbook
employee uniform 3.22

reimbursement

Frequent User-Cellular | $40/month Policy FIN-002
Phone

Occasional User- $20/month Policy FIN-002

Cellular Phone




APPENDIX THREE

HEALTH INSURANCE LIST OF COVERAGES

8.0 The Village offers a number of different insurance coverages for full-time
employees and their dependents. Each year the Village is provided with revised costs for
the various levels of coverage. Employees with questions on what coverage is available to
them should either speak to their supervisor or contact the Village Clerk’s office at 715-
693-4200.

COVERAGE COSTTO COST TO THE
EMPLOYEE- VILLAGE-
% OF TOTAL % OF TOTAL
PREMIUM PREMIUM
Central States Combined 10% 90%

Insurance Coverage-Offered Only
to Full-time Teamster members
and includes Health, Dental, Life,
Vision and Short-term disability
WEA Trust Health Insurance- 10% 90%
Offered only to non-Teamster full-
time employees

United Health Care Dental 0% 100%
Coverage-Offered only to non-
Teamster full-time employees
The Hartford Life Insurance - 0% 100%
Offered only to non-Teamster full-
time employees Police Officers-
580,000 of coverage General
Government-$40,0000 of
coverage

Superior Vision Coverage-Offered 100% 0%
to any employee

Last updated: 06/10/2020




APPENDIX FOUR

FORMS

9.0
FORM POLICY REFERENCE PAGE #
Request for Vacation |3.7 110
Time Pay Out
Unused Sick Leave 3.20.02 111
Designee Appointment
Employee N/A 112

Acknowledgment
Form




Kronenwel ler
.‘_....-—-—"-H—.u.__
Village of Kronenwetter
Vacation Time Pay Out
Request Form
Employee Name: Date:
Department: Position:
Date of Hire:

Hours of Vacation Time Requesting for Payout:

Payout Amount:

| have read and understand the Village's vacation time pay out policy on in Section 3.7
of the Employee Handout.

Signature of Employee: Date:

Signature of Supervisor: Date:

Scanned copies to be sent to the Village Clerk for filing in personnel file of employee.




Kronenwel ler

'.__...-—-—-"—H—L .
Village of Kronenwetter
Unused Sick Leave
Designee Appointment
Employee Name: Date:
Department: Position:
Date of Hire:

In the event of termination due to the death of the employee, the payment of unused
accumulated sick leave shall be made to the employee’s designee.

Designated Individual's Name:

Designated Individual's Address:

I have read and understand the Village's Earned Unused Sick Leave Policy on in Section
3.20.2 of the Employee Handout.

Signature of Employee: Date:

Signature of Supervisor: Date:

Scanned copies to be sent to the Village Clerk for filing in personnel file of employee.




village o Employee
KVO“CHV\{Q;, pcr Acknowledgement
Form

| understand that this Employee Handbook contains important information about
employment with the Village of Kronenwetter and that | should consult the Village
Administrator regarding any questions not answered in this handbook.

| understand that the copy of the handbook | receive as noted on the date below
supersedes all other Employee Handbooks or undocumented employment policies
and practices that may have been in use prior to this edition. Since provisions of this
handbook are subject to change, | further understand that revisions to it may
supersede or eliminate one or more existing policies and/or benefits and that all such
changes will be communicated through official notices. | also recognize that an
existing labor agreement shall supersede some of the provisions stated within this
Employee Handbook.

My employment relationship with the Village of Kronenwetter is entered into
voluntarily. | may terminate my employment at any time, and the Village of
Kronenwetter retains the same right to terminate my employment when such action
is believed to be appropriate. An applicable labor agreement may supersede this
provision.

| acknowledge that this handbook is neither a contract of employment nor a legal
document. | have received, read, and understand the policies contained in this
handbook and will read any revisions made to it in the future.

| understand the Village reserves the right to access, monitor, and retrieve emails,
voicemails, computer files, internet records, and other information contained on or
within Village-owned computer systems or personal electronic devices used for
Village business at any time at the Village’s sole discretion.

Should my employment with the Village of Kronenwetter end, | will return any and all
property of the Village of Kronenwetter in my possession to my Department Head no
later than my last day of work.

Employee's Signature: Date:

Employee's Name (printed)

Supervisor's Signature: Date:




REVISIONS RECORD

ADOPTED MARCH 1, 2012

REVISION 1-
o Village Board approved May 26, 2015-Numerous sections revised.

REVISION 2-

o Village Board approved November 24, 2015-Section 5.8 & 5.9 Revised, adding in
language to allow for two people that are related to supervise one another, but the
time sheet to be signed by the Village Administrator instead of the supervisor.

REVISION 3-

o Village Board Approved February 13, 2018-Section 4.83 Revised changing time from
8:01pm to 3:01pm.

REVISION 4-
o Village Board approved September 25, 2018-Revision to HR-005 Employee
Evaluation policy
o Village Board approved November 26, 2019-Revision to section 3.20.2 Earned
Unused Sick Leave
o Appendix 6.0- Updated-HR-004 new edition approved-11/24/15
» Updated-HR-005 new edition approved 09/25/18
» Updated-HR-006 new policy adopted-01/10/15
» Updated HR-007 new edition approved 01/12/16
» Updated FIN-001 new edition approved 07/23/13
» Updated FIN-002 new edition approved 01/12/17
» Updated FIN-003 policy added to list
» Updated FIN-004 new edition approved 03/25/14
» Updated FIN-005 policy added to list
o Removed 8.0 Appendix Three-Ethics Code-Ordinance removed by the Village Board
05/26/20

* REVISIONS -

o Village Board approved December 27, 2022 - Revision to HR-012 Health Savings
Account




