1

2

3

4

5

6

7

the old style poll books we used to use as well. All names had to be hand written in that
book along with the voter’s address. (I remember doing that when I sat on elections!)
You probably also noticed the cigarettes and ash trays on the table. My, how times have
changed. Now we only have my coffee cup on the table when we conduct
canvass……but I digress. The County Clerk at the time was Joachim A. “Joe” Schindler.
He served from 1933-1959 and is, to date, the longest serving County Clerk in Wood
County history. He went on to serve on the County Board after he retired, and passed
away in 1960. I have seen pictures of him and I do not see him in this photo, which leads
me to believe this was a canvass. Mr. Schindler would have been on the ballot in
November 1952 and probably did not canvass his own race, especially if he had
competition. That counter you see in the background that those gentlemen are leaning
on actually made the move from the old courthouse to the new courthouse in 1956 and
was used in the County Clerk’s office until 2009 (some of you will remember this) when
the office was remodeled back when we were located on the second floor.
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FOREWORD
This Wood County Employee Policy Handbook (Handbook) is designed to promote consistent human resources
management throughout Wood County. This Handbook is intended to give information to Wood County employees about
the main features of our employment policies, procedures, guidelines, benefits and other general information. It does
not, and is not intended to, cover these matters in detail or serve as any type of contract. The Wood County Board of
Supervisors retains the right to change these and any existing policies, when it is deemed to be in the best interest of
Wood County. An employee may be adversely impacted by changes in this Handbook. Wood County facilities or
departments may make policies that address the particular interests of that facility or department, provided the policy
does not conflict with policies contained or discussed in this Handbook. Deviations from these policies must be approved
by the Executive Committee in advance of their implementation.
Some policies herein may be superseded by a union contract or Civil Service Ordinance, and are subject to Wood County
Board Rules. This Handbook is effective June 1, 2019, and supersedes all previous Wood County Policy Handbooks or
policies discussed in this Handbook.
The policies and procedures of Wood County are continually being reviewed and revised to ensure they stay current with
the needs of the employees and Wood County. To find out if there have been any changes since this Handbook was
published, please consult with the Human Resources Department. A current version of the Handbook will be available on
the Employee Intranet.
Should any part of this Handbook be ruled obsolete or invalid, the balance of the document will remain in effect.
This Handbook shall govern human resources administration for all employees and departments of Wood County except:







Members of the Wood County Board of Supervisors.
Elected Wood County officials.
Members of boards, commissions, committees, and judges.
Persons employed to conduct temporary and special inquiry, investigation or examination on behalf of the Wood
County Board of Supervisors, a committee thereof, or the Wood County Board Chairperson.
Contracted or leased individuals.
Employees covered by a collective bargaining agreement shall be governed by that Agreement. This Handbook
shall govern represented employees to the extent that the issues at hand are not addressed by the respective
labor agreement. Where a union contract has language dealing with any subject covered in this Handbook, the
contract will be considered as the full rights of the employees in that bargaining unit and this Handbook will not
extend those rights beyond the contractual language.

EQUAL OPPORTUNITY POLICY
Wood County will conduct business in compliance with the equal opportunity policy and standards of the Wisconsin
Department of Workforce Development, Department of Health Services, Department of Family Services, and all applicable
state and federal statutes, and regulations relating to non-discrimination in employment and service delivery.
No otherwise qualified person shall be excluded from employment, be denied the benefits of employment, or otherwise
be subject to discrimination in employment in any manner on the basis of age, race, religion, color, sex, national origin or
ancestry, disability or association with a person with a disability, arrest or conviction record, sexual orientation, marital
status or pregnancy, political belief or affiliation, military participation, use or non-use of lawful products off the
employer’s premises, or any other characteristic protected by law. All employees are expected to support goals and
programmatic activities relating to non-discrimination in employment.
No otherwise qualified applicant for service or service recipient shall be excluded from participation, be denied benefits,
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or otherwise be subject to discrimination in any manner on the basis of race, color, national origin or ancestry, sex, religion,
age, political belief or affiliation, disability or association with a person with a disability. This policy covers eligibility for
the access to service delivery, and treatment in all of the programs and activities.
To assist us in complying with all applicable equal opportunity rules, regulations and guidelines, the Human Resources
Director has been appointed as Equal Opportunity Coordinator. Employees are encouraged to discuss any perceived
discrimination concerns in employment or service delivery with the Human Resources Director.
The Human Resources Director may be reached Monday through Friday, from 8:00 a.m. through 4:30 p.m., at 715-4218457.

AMERICANS WITH DISABILITIES ACT (ADA)
Wood County is committed to providing equal opportunity to all qualified persons in all aspects of employment. This
extends to our current employees and applicants for positions with Wood County. As part of this commitment, we intend
to fully comply with the guidelines established by the ADA and its amendments. A qualified person is an individual who
meets the skills, experience, education and other job-related requirements of a position and who, with or without
reasonable accommodation, can perform the essential functions of the job.
Any person who suffers from a physical or mental impairment that substantially limits one or more major life activities,
has a record of such impairment, or is regarded as having such impairment, is covered by the ADA. If the condition restricts
their ability to perform some aspects of their job, or the job for which they are applying, Wood County will provide or
allow reasonable accommodation to enable the person to perform the necessary tasks.
If an employee believes they may need accommodation in accordance with this policy, they should contact both their
immediate supervisor and the Human Resources Department to discuss what reasonable accommodations may be
necessary. Applicants needing accommodation should notify the Human Resources Department at any time during the
application or interview process to discuss necessary accommodations. When a request for accommodation is made,
Human Resources together with the department will initiate an interactive process to determine what reasonable
accommodations may be made.
Any employee or applicant who feels they have not received full and fair consideration under this policy should meet with
the Human Resources Director to discuss their complaint.

WOOD COUNTY DEPARTMENT POLICIES
Wood County has a number of policies that have been approved either by the Wood County Board of Supervisors or by
an Oversight Committee. These policies set the overriding principles of Wood County operations and cannot be changed
without action by the approval authority.
The “approval authority” is the highest body to formally approve the policy or the body that has the delegated authority
to approve deviations from the policy.
Departments have the responsibility to set policies related to their specific operations. They may also set procedures,
guidelines or work rules related to their operations. Policies tend to be broad; procedures or guidelines tend to be more
specific, and typically work rules are the most specific, but the terms may be used interchangeably. Departmental policies
should not conflict with Wood County policies; however, departments may request approval to deviate from Wood County
policy. Any deviation from a Wood County policy requires approval of the approval authority. A department may also set
a procedure or work rule on how a Wood County policy will be administered.
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PERSONNEL POLICY PRINCIPLES
Wood County policies should be fair, respectful of employees, consistently applied, and there should be clear expectations
set forth in the policy and the administration of the policy. Policies are necessary for a well-run operation. Both employees
and management need to know what the guidelines are and what to do in a given situation. Wood County intends to
follow its policies in all situations. However, if an employee believes they have a situation that warrants a deviation from
a specific policy, they are encouraged to discuss it with their supervisor as soon as practical.
To ensure that our policies are well written, Wood County considers the following criteria:
Fairness
The guidelines should apply the same to all employees in a given situation. That does not mean that every department
will administer everything exactly the same, but the basic principle of the guidelines should apply to all departments. (An
example of this is that some departments might have a different starting time, but all employees should be expected to
be at their workstation at their designated start time.)
Respectful of employees
Policies or guidelines are written with the understanding that the majority of our employees want to come to work and
do a good job. Written policies are provided to help employees understand how situations are expected to be handled.
Consistently applied
Policies should be administered consistently. “Consistently” means that the basic principles of the policy should remain
constant from case to case without regard to personal feelings, friendships, or any discriminatory factors. However, good
policy administration also requires that the employees and their individual or unique circumstances be considered to make
sure the administration of the policy is also fair.
Clear expectations
Employees have the right to be aware of a policy and how it will be administered up front. Employees also have the
responsibility to learn the policy and ask questions if they are unclear about a policy. Management has the responsibility
to make the policies available to the employees in a reasonable manner. The purpose of this Handbook is to make our
Employee Policies available to all employees. We will notify all employees of any policy changes or new policies.
Employees are encouraged to check the Wood County Employee Intranet to make sure they are aware of the most recent
revisions to Wood County policies. Employees are encouraged to consult with their supervisor or Human Resources on
any questions they may have related to Wood County policies.

CODE OF CONDUCT
Wood County is committed to conducting its business ethically and with honesty, integrity, and respect for all. In all
situations, Wood County strives to comply with applicable laws, rules, and regulations. Wood County is committed to
acting honorably and professionally and treating all employees, elected officials, vendors, clients, patients, and members
of the public with courtesy and respect. Compliance with the Code of Conduct (the Code) is an expectation and a
condition of employment.
Conducting County Business
Wood County conducts all of its business with integrity and professionalism. Employees are expected to communicate
clearly, respectfully, and professionally in their interactions. All individuals are treated fairly and equitably. Our
reputation as a County is a valuable asset and one that each and every employee has a part in upholding. We
continuously challenge ourselves, our teams, and our departments to improve.
Acting with Professionalism
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Wood County values each and every employee as an important member of our organization. The goal is for every
employee to be treated with fairness, courtesy, and respect. Wood County values open and honest communication. We
encourage employees to raise work-related questions and concerns as they arise in a well-thought out and respectful
manner. Employees are expected to act honorably which includes:
 Never to attack each other’s character, appearance, beliefs or values.
 Respect each other’s differences; it is acceptable to “agree to disagree”.
 Be polite, helpful, and friendly.
 Avoid gossiping, misrepresenting, and/or spreading rumors about any individual, including peers, managers,
vendors, clients, patients, and other members of the public.
 Speak at a respectful volume and tone; it is never acceptable to yell, shout, scream, or use profanity in any
business conversation or setting.
 Allow others the opportunity to share their opinion in the same respectful manner.
 Be prompt and punctual in any commitments.
Wood County is an Equal Opportunity Employer and we provide equal treatment for all applicants and employees. We
will not tolerate discrimination based on age, race, religion, color, sex, national origin or ancestry, disability or
association with a person with a disability, arrest or conviction record, sexual orientation, marital status or pregnancy,
political belief or affiliation, military participation, use or non-use of lawful products off the employer’s premises, or any
other characteristic protected by law. (See Wood County’s “Equal Opportunity” Policy for more information.) We follow
these principles in all areas of employment including recruitment, hiring, training, promotion, compensation and benefit
eligibility, transfers, and employment status.
Wood County is committed to providing employees a safe workplace, free from unlawful discrimination and threats of
violence. Any such behavior or threat should be reported immediately. Managers who receive such information should
contact Human Resources. (See Wood County’s “Discrimination/Harassment” Policy and “Safety/Security” Policy for
more information.)
Compliance with Legal Regulations
Wood County employees are expected to act in a manner that upholds the intent of all local, state, and federal laws in
all County business and interactions. Violations of such laws have potentially serious consequences, both for Wood
County and for individuals. If questions or concerns arise, it is important to seek guidance immediately.
Conflicts of Interest
A conflict of interest may occur if an employee’s personal, social, financial, or political activities interfere, or potentially
interfere, with the responsibilities of their position at Wood County. Employees should seek advice before proceeding
with a situation that is or could be perceived as a conflict of interest. (See Wood County’s “Conflict of Interest” Policy for
more information.)
We recognize these situations may arise without any willful action on the employee’s behalf and that changes in
circumstances may occur at any time. Employees who become aware of a potential conflict of interest should disclose
the situation immediately to their supervisor or Department Head.
Protect Wood County’s Assets and Reputation
Wood County expends considerable resources to develop assets to use for its business, including:
 Physical assets- our facilities, equipment, vehicles, technology and communication systems,
 Information Security- internal and external communication and digital and hard copy documentation, and
 Reputation- the name and reputation of Wood County.
Employees are expected to follow applicable security, use, and safety procedures to protect Wood County’s assets from
theft, loss, damage, or misuse. Wood County assets are only to be used for business purposes. Employees are expected
to uphold the reputation of Wood County whenever representing the County.
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Reporting Concerns
All employees are responsible for reading, understanding, and following the Code. Any violations of the Code are subject
to disciplinary action, up to and including termination of employment. Any violation of the law may also be subject to
civil and criminal penalties.
Employees are encouraged to ask questions, raise concerns, and/or report potential and actual violations to their
immediate supervisor, Department Head, or the Human Resources Director. Wood County takes all reports seriously,
investigates all matters thoroughly, and will take appropriate action.
No Retaliation
Wood County does not tolerate retaliation against employees for making good faith reports of possible violations of the
law or Wood County policies, including this Code. Employees who retaliate, attempt to retaliate, or commit any other
similar misconduct will be disciplined.
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I. EMPLOYMENT
EMPLOYMENT FORMS
At the time of hire, employees complete tax withholding forms, insurance forms, proof of employability documents, and
any other necessary forms regarding employment with Wood County. All responses on these forms, or any other forms
required and completed throughout the course of employment, are expected to be complete, factual and honest. Any
attempt to mislead or conceal relevant information, or give a false or incorrect answer to any requested information
related to an employee’s application, qualifications, benefit eligibility or other employment related questions, may result
in Wood County terminating the employment relationship without prior warning or notice.

EMPLOYEE PERSONNEL FILE
Important employment related documents are kept in a central file known as an employee’s “personnel file”. An example
of the type of information that is kept includes the employment application, insurance enrollment forms, annual
performance evaluations, disciplinary actions, and any relevant employment test scores. The personnel file is maintained
in the Human Resources Department or in a secure area at Wood County Annex and Health Center (Norwood Health
Center) or Edgewater Haven, depending on what facility the employee is employed. Employees have the right to review
their file during normal business hours, but on unpaid time. If an employee wishes to do so, they should inform their
supervisor or the Human Resources Department in writing and arrangements will be made as soon as practical, but no
later than seven (7) business days from the date of the request, for the employee to review the non-confidential parts of
their personnel file. A representative from the Human Resources Department will explain how the file is arranged and
what contents are confidential. Employees are able to supplement any papers in the file with a written statement if they
choose. Employees may request a copy of the non-confidential documents in their own personnel file for a fee, with
written notice to Human Resources.

PERSONAL INFORMATION
If an employee has a change to any of their personal information, such as address or telephone number, the Human
Resources Department should be informed in writing, as soon as possible. The most recent address provided to the
Human Resources Department will be considered the employee’s “address of record”. It is important that this information
is kept current, so that Wood County can ensure proper delivery of work-related mail or messages. This information will
only be used by Wood County for business purposes, and will not be given to anyone for any other purpose without the
employee’s written consent, or as required by law or union contract.

INTRODUCTORY PERIOD
Newly Hired Employees
A newly hired employee must complete an introductory period of six (6) months. During this time, each employee should
receive appropriate “on-the-job” training, together with information on the operation of the department and Wood
County. The introductory period provides the employee with an opportunity to learn the new position, and gives
management the ability to assess if the employee has the skills and aptitude to successfully perform the job. During the
introductory period, Wood County may end employment without notice. Completion of the introductory period does not
waive the “at-will employment” status discussed in this Handbook. Under certain circumstances, a supervisor may extend
the introductory period with approval of the Human Resources Director.
Promoted Employees
An employee who is promoted or transferred to another position, will serve a thirty (30) working day introductory period
in the new position.
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EMPLOYEE STATUS
Full-time
An employee who is regularly scheduled between thirty-eight and three-quarters (38.75) and forty (40) hours per week is
considered full-time (2,015 or 2,080 hours per year).
Part-time
An employee who is regularly scheduled for less than thirty-eight and three-quarter (38.75) hours per week is considered
part-time. Employees who are regularly scheduled for twenty (20) or more hours per week are eligible to receive Wood
County benefits (sick leave, vacation, and holidays) on a pro-rated basis.
Casual
An employee that holds a position budgeted for fewer than twenty (20) hours per week, is considered casual and not
eligible for Wood County benefits. Effective July 1, 2011, employees who are employed more than 1,200 hours in any
continuous twelve (12) month period, are eligible for Wisconsin Retirement System (WRS) participation.
Temporary/Seasonal
An employee who fills a position that is of limited duration or is for a specified period of time, is considered to be a casual
employee. The wage rate for a temporary/seasonal position shall be subject to approval of the Human Resources Director
or the Executive Committee.
Contract/Leased/Agency Employees
Persons contracted to perform specific tasks through an agency or paid as an independent contractor, are not considered
Wood County employees, and may be used on a specific need basis with approval of the Human Resources Director or the
Executive Committee. They receive no pay or benefits from Wood County, and should be used only as long as a specific
need exists. A formal contract is necessary to ensure that the relationship is not interpreted as employer/employee.
Exempt/Non-Exempt Status
This status is defined by state and federal regulations and is based on a number of criteria such as, but not limited to, job
duties and supervisory responsibilities. The primary difference is how overtime and compensatory time is handled.
Temporary Increase In Duties
Occasionally, employees may be assigned to perform a job in a higher salary grade than their regular position. If the
assignment is short-term, no adjustment to the employee’s wage will be made. However, if the assignment is for a
significant period of time (as described below), and the employee assumes the full duties of the higher position, the
following guidelines will apply:
1. Non-exempt employees who are temporarily assigned to a position with a minimum pay rate which is higher than
his/her current rate, shall be paid his/her current rate for ten (10) working days, and then shall be paid at either
1.05 or 1.10 times his/her current hourly rate thereafter. The rate of increase is dependent on the requirements of
the position and is at the discretion of the Department Head.
2. Exempt employees who are temporarily assigned to a position which is higher than his/her current rate, shall be
paid his/her current rate for ten (10) working days and then shall be paid at either 1.05 or 1.10 times his/her current
hourly rate thereafter. The rate of increase is dependent on the requirements of the position and is at the discretion
of the Department Head. In the event the position being covered is a Department Head role, the oversight
committee determines the rate of increase.
3. The temporary increase in pay requires approval of the Department Head and the Human Resources Director. No
temporary assignment shall exceed six (6) months unless permission is obtained in advance from the Executive
Committee.
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PAYCHECKS AND TIMECARDS
The payroll period is two (2) weeks beginning on a Sunday and ending on a Saturday. All Wood County employees are
required to participate in the mandatory direct deposit program. Employees receive a pay statement, and funds are
directly deposited on the Thursday after the end of the payroll period. Questions related to an employee’s pay should be
discussed with the employee’s supervisor. If the question is still not resolved, contact the Payroll Administrator.
Employees are required to complete a timecard each pay period. The timecard should be approved by both the
employee and the supervisor at the end of the pay period. Questions regarding the completion of time cards should be
directed to the supervisor or the Payroll Administrator.
Falsely recording time, altering or tampering with timecards, or punching or recording on another employee’s timecard,
is a serious offense and may result in termination. Employees may not work before or after their scheduled work period,
unless such time is authorized in advance by their immediate supervisor.

LENGTH OF SERVICE
Length of service is defined as the amount of continuous employment since an employee’s most recent hire date. That
hire date is considered an employee’s “anniversary date”. Some Wood County benefits, such as vacation, are based on
an employee’s length of service with Wood County. An employee’s length of service ends when the employment
relationship ends. If an employee terminates employment with Wood County and is rehired at a later date, the employee’s
hire date starts over with no accrued length of service. In some cases, an employee may not accrue service credit while
on a leave of absence. Employees would be notified of those cases in advance, and would return with an “adjusted” length
of service date.
Full or part-time employees transferring from one Wood County position to another full or part-time Wood County
position will retain their anniversary date and length of service rights.
Length of service for employees wishing to transfer between a non-union and union position will be subject to negotiations
between Wood County and the union, if applicable.

WORKFORCE REDUCTION OR LAYOFF
A workforce reduction, commonly called a “layoff”, is a method of reducing the number of employees either on a
permanent, temporary, or emergency basis. Layoffs are usually used to reduce the cost of operating a business. If Wood
County needs to reduce costs by layoff, management will meet with employees to ensure that they understand their rights
and responsibilities. Employees to be laid off will be given as much notice as practical prior to the effective date of the
layoff.
Permanent Layoff
If a permanent reduction in the number of employees is necessary, the decision of who will be laid off will be based
primarily on department needs, position title, skill needs and past performance evaluations. Length of service with Wood
County will be considered as a secondary factor in the determination of who will be laid off. Employees rated as
“satisfactory” or above on their most recent evaluation, will be considered to have demonstrated the required skills of
the position unless there is more recent documentation to the contrary. Skill needs are defined in the position description.
Permanent layoffs must be approved by the Executive Committee.
Employees being permanently laid off will be given at least seven (7) calendar days’ notice, and will be offered out
placement assistance.
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Emergency Layoff
The Wood County Board Chairperson has the authority to direct an emergency layoff for all Wood County employees. A
Department Head may implement an emergency layoff if an unforeseen circumstance arises, causing the employee’s work
to be unnecessary, impractical or unsafe to perform. Emergency layoffs should not extend beyond five (5) workdays and
are unpaid, but employees will continue to maintain their Wood County benefits. Time off will be considered as time
worked for calculation of future benefits. Employees may choose to be paid accrued vacation or compensatory time
instead of taking the layoff. An emergency layoff that extends beyond five (5) days, the Department Head should consult
with Human Resources to enact Temporary Layoff procedures.
Layoff Notification
Employees being placed on permanent or temporary layoff status will receive written notification of the effective date of
the layoff, their benefit rights, their recall rights and how to file for unemployment compensation. A copy of the layoff
notification will be kept in the employee’s personnel file. The Human Resources Department and the Department Head
will be available to answer questions employees may have at the time of the layoff.

TRAINING
In today’s world, training is an on-going process. This is especially true in the workplace. Both the technology and the
skills we use in performing our jobs are constantly changing. To continually stay proficient in our positions, employees
have a need to continually learn. The two (2) main types of training an employee may encounter are discussed below.
On-the-job Training
This method of training is used to help a new employee learn how to perform their job. It consists of explaining what
needs to be done, showing the new employee how to do it, having the new employee perform the task, and then
monitoring their performance. Most on-the-job training is done right where the work is performed. The supervisor is
responsible to ensure that employees receive the proper on-the-job training. Questions related to job training should be
discussed with the supervisor.
Skills Training
This type of training is designed to help an employee learn a specific skill, or skills, that is related to their job. This type of
training is usually done in a classroom setting and may be done internally or externally. An example of this type of training
may be attendance at a conference or seminar. If a supervisor feels there are additional job-related skills that an employee
should learn, it will be discussed with the employee individually. If there is an additional job-related skill that an employee
would like to learn, the request should be made directly to the supervisor. There is no guarantee of skills training being
provided upon employee request.

MANAGEMENT RIGHTS
Wood County reserves certain rights of management including, but not limited to: direct all operations of government;
hire, promote, transfer, assign, retain and terminate employees; establish and enforce work rules and determine work
schedules; suspend, demote, discharge, and take other disciplinary action against employees; relieve employees from
their duties because of lack of work or for other reasons; maintain the efficiency of government operations; introduce
new or improved methods; change existing methods; contract out for goods or services; determine the methods, means
and personnel by which such operations are to be conducted; take whatever action may be necessary to carry out the
functions of government in situations of emergency; and take whatever action is necessary to comply with state or
federal laws. It is our intention to abide by all applicable state and federal guidelines, statutes and regulations in
exercising the actions listed above.
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AT-WILL EMPLOYMENT
Employment with Wood County is governed by the common law doctrine of “at-will” employment. This means that
both the employee and Wood County have the right to end the employment relationship at any time with or without
cause. No employee or agent of Wood County has the authority to imply, negotiate, agree to, or sign a contract of
employment regarding wages, hours, or conditions of employment for a stated period of time except the Executive
Committee or Wood County Board of Supervisors.

POSITION DESCRIPTIONS
Each job in Wood County has a position description, or job description, on file in the Human Resources Department. The
position description shows the title of the job, department, salary grade, basic purpose of the job, key or essential duties
of the position, required qualifications, and educational/physical requirements of the job. At the time of hire, the
position description document will be presented to the employee. The employee will sign the current version of the
position description and it will be kept in the employee’s personnel file. Employees should be very familiar with their
individual position description. If an employee is considering applying for another position in Wood County, the position
description is a valuable and informational resource. Employees may review any position description by contacting the
Human Resources Department.
The position description is a general document, but in no way is intended to be a full or final list of duties. Other duties
may occasionally be added or deleted. If a position description is changed, the change will be discussed with the
employee, who will be asked to sign the revised copy to document that the change was discussed. Employees are
encouraged to contact their supervisor or Human Resources with any questions regarding their position description.

EMPLOYMENT OF RELATIVES
Wood County must ensure that all decisions made in the course of Wood County business are free of bias. Wood County
does not have a policy of total restriction of employment of relatives. Typically, it is a decision between two (2) persons
if they wish to be employed in the same organization, provided it does not conflict with appropriate management of Wood
County. Therefore, employment of relatives is permitted within Wood County, provided the relationship does not
interfere, nor appear to interfere, with appropriate management of Wood County or its activities.
In business decisions, it is imperative to make fair and consistent decisions free of bias due to family relationships. This
is especially true in making personnel related decisions. If a family or personal relationship exists between a supervisor
and an employee, both the decisions that affect the employee and the supervisor making the decision, may be viewed
by others as biased. If this happens, the efficiency of a department or its creditability may suffer.
Nothing in this policy is intended to supersede the Wood County Board Rules or the Wood County Code of Ethics. For
more information, employees should refer to those documents.
Guidelines
To avoid conflict of interests, whether real or perceived, no person may hold a position where there is a direct or indirect
reporting relationship with a spouse, parent, child, sibling, grandchild or other similar family relationship. ”Similar family
relationships” include, but are not restricted to “in-law”, “step”, “partner” or “significant other” relationships. An “indirect
reporting relationship” is when a decision made by a person may affect the wages, hours of work, work assignments or
other conditions of employment.
No employee may hold a position where there is a direct or indirect approval relationship of financial transactions of a
spouse, parent, child, sibling or other similar family relationships.
This policy may affect a person’s eligibility to be hired into, transfer into, or be employed in a specific department. In
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cases where a violation of this policy exists or develops, preference will be given to the employee with the longest service
in the department. The Executive Committee has final review authority regarding this policy.
While Wood County does not intend to unduly restrict personal relationships that have no effect on Wood County, any
relationship between Wood County employees or a relationship between a Wood County employee and another person
that, real or perceived, disrupts Wood County’s business, causes a conflict of interest or jeopardizes the public image of
Wood County, will be considered to be a violation of this policy.

JOB VACANCIES AND CAREER ADVANCEMENT
Wood County encourages employees to continually find ways to improve their careers. This may be defined in several
ways: more responsibility, more income, another shift, or a different type of work. The following are several ways of
achieving this.
All regular exempt and non-exempt job vacancies are posted on the Wood County website, and may be advertised on
other applicable websites, for a minimum of two weeks. A list of vacancies is also placed on the employment bulletin
board outside the Human Resources Department and forwarded to the Department of Workforce Development. Current
Wood County employees who wish to be considered for a vacancy should apply for the position on the Wood County
website. All employment applications, and any other supporting documentation, will be reviewed and if qualified,
applicants may be scheduled for an interview. The selection of the person to fill the vacancy will be made based on skill,
ability, experience and other job related criteria.
Reassignment of duties or caseloads between persons within the same department and job title is not considered a
vacancy or position opening. These types of changes are normal departmental duties and do not require a vacancy
announcement.
Employees who may be interested in a future vacancy with Wood County may want to learn about the requirements and
duties of the position and then prepare for an opening before it occurs. Wood County must hire the best qualified applicant
based on a number of factors, and while being a current Wood County employee may factor into the overall decision, it
does not guarantee that the employee will be awarded the position.

TUITION ASSISTANCE PROGRAM
The Tuition Assistance Program is designed to provide financial assistance to full-time employees who voluntarily enroll
in educational courses that are of benefit to Wood County as an employer, to help the employee prepare for future
positions or career advancement within Wood County, for which there is a reasonable expectation that the individual
could qualify. (Refer to “Employee Status” section for the definition of full time.) Subject to funding availability, this
program is completely voluntary and does not create any employee rights or Wood County obligations. To qualify, an
employee must have worked full-time for Wood County for at least thirty-six (36) consecutive and continuous months and
have a rating of “satisfactory” or better on his/her most recent performance evaluation. Employees eligible for other forms
of educational assistance (e.g., Veteran’s Educational Program, scholarships, etc.) must first exhaust that financial aid, or
provide proof of ineligibility, before applying for benefits under this Program.
Approval
For each semester that a qualifying employee seeks reimbursement, the employee shall complete an application on forms
provided by the Human Resources Department. As part of the application process, the employee understands that he/she
agrees to sign a promissory note covering the amount of tuition reimbursement, which will require repayment of any
reimbursement under this Program if the employee does not remain employed in a full-time capacity with Wood County
for 36 months following the date of reimbursement. Before each semester, the employee shall consult with and receive
prior approval from the Department Head before commencing any course work to be eligible for consideration for
reimbursement under this Program. The Department Head shall recommend approval to the Department’s oversight
committee. If the Department Head does not approve of the request, the employee is not eligible for reimbursement.
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The oversight committee shall retain final authority to grant or deny approval to begin any coursework covered under this
policy, and to grant or deny reimbursement. Approval for reimbursement for one semester does not automatically
guarantee future approval(s).
There is no appeal from any decision of the Department Head or the oversight committee under this Program.
Amount of Assistance
Wood County shall establish a single fund, from which reimbursement requests will be considered for payment. The
annual amount will be established in the annual budget. For the course(s) taken each semester, Wood County will
reimburse fifty percent (50%) the tuition costs only, up to a maximum $1,500 per semester.
All courses must be successfully completed before reimbursement may occur. After the employee has successfully
completed the class(es), an official grade report or transcript must be submitted to the Department Head. Reimbursement
is based on the final grade for the course, at least “C” or above or “pass” if the course is graded “pass/fail”. (If the employee
has taken multiple courses, the reimbursement is based on the average of grades received for the courses taken during
that semester.) Proof of tuition payment from the school is required for reimbursement. This Program does not provide
reimbursement for books, student fees, personal expenses and other non-tuition costs.
The actual amount of reimbursement is subject to the availability of funds. Prior approval by the oversight committee
does not guarantee reimbursement if the annual budget allocation is exhausted.
An employee may request, and may be approved for, up to two semesters per calendar year. The maximum amount an
employee may be reimbursed is $3,000 per calendar year, per employee.
Educational Leave
Subject to Department needs and requirements, an employee may receive approved unpaid educational leave without
the requirement to exhaust one’s other paid time off benefits, as provided elsewhere in this Handbook. However, the
employee may substitute compensatory time and/or vacation with the approval of the Department Head. An employee
who takes an approved educational leave shall not lose his/her rights of length of service in relation to vacation or sick
leave accruals; however, these benefits will not accrue while the employee is on leave. An employee on approved
educational leave shall have the option of paying insurance premiums so as to remain a part of Wood County’s health,
dental, vision and life insurance plans. The employee will pay the entire premium. If a premium is not timely paid, that
will be treated as a discontinuance of that benefit and COBRA rights, as may apply, will be implemented.
Agreement for Continued Employment
By accepting tuition reimbursement under this Program and as part of the application process, the employee is agreeing
to continue employment with Wood County for a period of no less than 36 continuous months in a full-time position
following the date of the most recent reimbursement. Employees who do not complete 36 months of continuous fulltime service following reimbursement will be required to repay the full reimbursement amount. The employee agrees to
sign a promissory note, on a form provided as part of the application process, for this purpose.
If an employee resigns his/her position for any reason (including retirement) or is terminated before an approved course
is complete, or if the employee voluntarily reduces employment to less than full-time, eligibility for reimbursement ends
immediately. If the employee has already been reimbursed, but has not met the requirement for 36 months of continuous
full-time service, Wood County will withhold the previously reimbursed amount from the employee’s final paycheck(s). If
that is not possible, Wood County will make reasonable efforts to collect the debt.
Tax Status
The rules of this Program are governed by the Internal Revenue Code. As such, certain reimbursements may be subject to
income taxes or other withholdings, depending on the employee’s particular situation. All reimbursements are processed
on a pre-tax basis, regardless of whether they are subject to taxes or other withholdings or not. The payment of any taxes
16 | P a g e

Revision 06/01/2019

73

or other withholdings that may be due remains exclusively the responsibility of the employee. The rules of this Program
may be modified at any time without notice to keep the program in compliance with the Internal Revenue Code.

GARNISHMENTS AND INCOME ASSIGNMENTS
Employees who are subject to a legal garnishment, and/or income assignment, may have a fee deducted from their
paycheck to cover administrative charges in accordance with state or federal law.
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II. WORK SCHEDULES AND PAY
PAY PLAN AND DEDUCTIONS
Wood County uses a two (2) week payroll cycle and employees are paid every two (2) weeks. For security and
confidentiality reasons, pay statements will not be issued to anyone other than the employee without written
authorization from the employee.
Certain payroll deductions and/or withholdings are mandated by law. These include:
1. FICA (Social Security Tax): The Federal Insurance Contribution Act (FICA) requires that a percentage of gross wages
be deducted from paychecks each pay period. In addition, employer contributions to the fund equal or exceed
what the employee contributes each year.
2. Federal Income Tax Withholding: Federal law requires that a portion of employee’s wages be withheld for taxes.
The amount deducted is based upon the amount of earnings and the number of dependents claimed as
deductions. An annual statement of earnings and taxes withheld, IRS form W-2, will be provided to each employee
by January 31, or the deadline determined by the IRS, for the preceding calendar year.
3. State Income Tax Withholding: In Wisconsin, state law also requires that a portion of wages be withheld for taxes.
Like Federal withholding, the amount deducted is based on earnings and the number of dependents claimed.
Some payroll deductions are for individual benefit options. These include, but are not limited to, the programs or options
shown below. For more information regarding these plans, please contact the Human Resources Department or the plan
documents.
1. Wisconsin Retirement System (WRS): WRS is the state mandated retirement plan that covers most state and
county employees. The percentage contribution that is required by the employer and employee is set by state
law and may change annually. For more information regarding this benefit, see the “Benefits” section of this
Handbook or contact the WRS office at their toll-free number, 877-533-5020.
2. Individually selected benefits: Deferred Compensation or to establish a Flexible Spending Account.
3. Insurance premiums: Benefit premiums are based on the insurance plan(s) selected and the level of coverage.
Premium amounts communicated annually by Human Resources are deducted from the employee’s gross wages.
Employees are compensated on a bi-weekly, per pay period basis. Pay is based on the timecard information that has been
completed, submitted, and approved. If an employee feels an error has been made on their pay statement, they should
discuss it with their supervisor, the payroll representative at their facility, or the Payroll Administrator.

ATTENDANCE
Regular attendance is expected of all employees. Regular attendance includes arriving on time, taking breaks at the proper
time and working until the end of the designated shift. If an employee is absent from work, it can cause a hardship for
the rest of the department. An unsatisfactory attendance record may result in disciplinary action, up to and including
termination. We understand that occasionally it is necessary for employees to be unexpectedly absent because of an
illness or other unforeseen emergencies. Employees must inform their supervisor as soon as practical if they are unable
to report to work. The supervisor has the right to know the basic reason for the absence and the anticipated return date.
In some cases, including but not limited to, an absence of three (3) days or more, or contagious disease, the supervisor
may require medical certification confirming the employee is able to return to work.
If an employee’s attendance record is unsatisfactory, the supervisor will take appropriate disciplinary action, up to and
including termination of employment. Failure to report for work for three (3) consecutive workdays without notification
will be considered voluntary termination of employment.
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As a public sector employer responsible directly to the taxpayers, principles of public accountability require Wood
County to mandate all employees, including those covered by the Fair Labor Standards Act (non-exempt employees) and
those excluded from its coverage (exempt employees), that employees be docked pay for any amount of time not
worked, except when paid leave is requested and available as a defined benefit. All Wood County employees, except for
elected officials, are subject to the attendance requirements detailed above.

OVERTIME/COMPENSATORY TIME
Exempt Employees
An exempt employee required to work more than eight (8) hours per day shall receive compensatory time on a “straight
time” basis (hour for hour), for any time worked over eight (8) hours per day. To qualify for compensatory time off, the
work must involve a specific project or meeting that cannot be performed during normal work hours. Paid time off is not
counted as hours worked for compensatory time purposes. Accrued compensatory time may be taken with approval of
the supervisor. An exempt employee may only accumulate up to eighty (80) hours of compensatory time. No
compensatory time may be accrued beyond eighty (80) hours and no accrued compensatory time will be paid out, either
at the time it is accrued or at termination. No more than forty (40) hours of accrued compensatory time may be taken off
per month, unless approved by the Department Head.
For some 24/7 departments and facilities, compensatory time may be computed on any hours worked in excess of eighty
(80) hours in a pay period.
Non-exempt Employees
A non-exempt employee who works more than forty (40) hours in one (1) week will receive overtime pay, at the rate of
one and one-half (1½) hours for every one (1) hour worked in excess of forty (40) hours. If there is a mutual agreement
between the employee and the supervisor, the employee may take the overtime as “compensatory time earned” at the
rate of one and one-half (1½) hours for each one (1) hour of overtime worked. To qualify for overtime or compensatory
time off, the employee must have approval from their direct supervisor to work any additional hours beyond their normal
or regular schedule.
Paid time off is not counted as hours worked for overtime/compensatory time purposes. The employee should attempt
to schedule compensatory time off so it does not unduly disrupt the operations of the department, and with approval of
the supervisor. A non-exempt employee may accumulate up to eighty (80) hours of compensatory time. Overtime hours
worked after an accumulation of eighty (80) hours of compensatory time will be paid at the appropriate overtime rate.
No more than forty (40) hours of accrued compensatory time may be taken off per month, unless approved by the
Department Head. Accrued compensatory time will be paid out at the time of termination for non-exempt employees.
For some 24/7 departments and facilities, compensatory time may be computed on any hours worked in excess of eighty
(80) hours in a pay period.
Part-time Employees
Part-time non-exempt employees must work over forty (40) hours a week to qualify for overtime pay or compensatory
time off. Part-time exempt employees earn compensatory time off after eight (8) hours worked in a day. Work outside of
a part-time employee’s “normally scheduled work week” does not automatically qualify for overtime pay or compensatory
time earned. Overtime pay/compensatory time earned will be calculated based on the rates in the exempt/non-exempt
employee guidelines.
Compensatory Time Off Records
To ensure the accuracy of our payroll and attendance records, all compensatory time (both worked/earned and taken off)
must be recorded on the timecard. Employees should talk to their supervisor, or contact Human Resources, with questions
regarding compensatory time.
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JURY DUTY/WITNESS PAY
Jury Duty
If an employee is called to serve jury duty, they will continue to receive their regular pay based on the number of hours
they are regularly scheduled on the days they are required to miss work, for no more than thirty (30) days in one (1)
calendar year. To be eligible for this compensation, employees will need to return the completed jury duty form, and any
compensation, not including mileage, issued from the Clerk of Courts office. To be eligible for this compensation, the
employee will provide verification of jury service to their supervisor.
Witness Pay
If an employee is subpoenaed as a witness by Wood County, or in relation to their Wood County duties, they will continue
to receive their regular pay based on the number of hours they are regularly scheduled to work, on the days they are
required to miss work. To be eligible for this compensation, the employee will provide a copy of the subpoena to their
supervisor.
Return to Work
If an employee is excused from jury duty, or as a witness, on a particular day, the employee will be expected to return to
work, provided there are two (2) or more hours remaining in the workday.

WAGE PLAN
Wood County has established a wage plan for all positions that maintains a fair rate of pay for all full-time and part-time
positions. The wage rate for a position is compared to both the internal comparable positions and to comparable positions
outside of Wood County employment. “Comparable positions” are other jobs that perform similar types of work and
require similar basic skills. Each job is evaluated based on a number of factors and then assigned a salary “Grade”. Each
salary grade has eleven (11) total steps.
Salary Increases
The actual wage rates for each salary grade are evaluated and wage increases (typically referred to as “cost of living
adjustment” or COLA) are approved, as appropriate, by the Wood County Board of Supervisors.
Step Increases
There are eleven (11) steps, or salaries, for each job grade with the normal starting salary being Step 1. Step 6 is considered
the “control point”. The control point is the market average wage for that type of work. Employees will normally progress
one step per year to Step 11 based on years of service and satisfactory performance. Employees are typically hired at Step
1 and, with a satisfactory annual review, will move up one step annually on January 1st. For more detailed information
regarding step increases, employees should contact their supervisor or Human Resources.
Merit Pay
Employees who are eligible to receive a “merit” increase may progress past Step 11. Merit increases are awarded based
on the employee’s performance over the past year and on the amount of money budgeted for merit increases each year.
Annual Salary Grade Appeals
Every year there is a thirty (30) day window for employees to request a review of their position. If the duties or
responsibilities of a position have significantly changed, the employee may request to have their position reevaluated. To
do this, the employee shall submit a completed appeal form to their supervisor by the deadline set forth by Human
Resources, along with a completed Job Description Questionnaire (JDQ) showing the changes from the previous JDQ.
Appeal forms are available from Human Resources. If the supervisor and Department Head support the appeal, the
Department Head shall forward it to Human Resources by the deadline communicated. Human Resources will forward the
appeal for review. The Executive Committee will review the recommendations regarding the appeal and make a final
decision if the appeal will be approved, denied or referred for further consideration. The employee will be informed of
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the review results. If the wage grade is changed as a result of an appeal, the change will be effective on January 1st of the
following year.
New Position Reviews
A new position will require a job description which is reviewed and ranked by the Department Head and Human Resources.
One year after the position has been operational, a formal JDQ may be submitted for ranking based on any changes that
may have occurred during that first year in the role. Recommendations for any adjustments based on evaluation may be
implemented by Human Resources without further review or approval.
Market Reviews
A position that is found to be below the competitive market rate based on available market survey information, in
conjunction with a history of at least 12 months of unsuccessful recruitment or retention due to market rates, will be
reviewed by the Executive Committee upon the recommendation of Human Resources. This may include positions that
are already in a pay grade, or positions that are seasonal, limited term employment or casual. If the position is found to
be below market to the detriment of Wood County’s efforts to recruit or retain critical staffing, the Executive Committee
may approve a pay grade adjustment for the position. Positions moved based on market reviews will be noted as such in
the Wood County Pay Structure Plan, and will be reviewed the following year to ensure the move remains appropriate to
the market.

RECRUITMENT AND RETENTION
The purpose of this policy is to provide departments with the necessary tools to be able to recruit and retain quality
employees in an ever-changing job market while working within Wood County’s current pay plan structure.
Employee Recruitment Guidelines
Departments have the ability to hire new employees up to Step 6. Departments also have the ability to negotiate up to
two (2) weeks of vacation for new hires. If a department needs to offer Step 7 or above, the Department Head will work
with the Human Resources Director to review and finalize the offer. If the Department Head and Human Resources
Director are unable to come to an agreement on an offer, the hiring department’s oversight committee will make the final
offer decision.
Employee Retention Guidelines
Department Heads have the ability to advance employees who are identified as working above average to skip one step
per year higher on the pay scale, up to Step 6.
Wage Plan Review
In order to stay competitive, the wage plan should be reviewed by the Executive Committee every two years to ensure its
effectiveness and verify the plan has kept up with current market values.

LUNCH PERIODS AND BREAKS
Employees will receive a thirty (30) minute, forty-five (45) minute, or one (1) hour lunch period as determined by their
supervisor or the Department Head. Where possible, Wood County offices are to remain open during the lunch hour and
employees shall stagger their lunch periods to accommodate this schedule.
Normally, each employee should be scheduled for a fifteen (15) minute break in the morning and a fifteen (15) minute
break in the afternoon during the normal workday based on the ability of the department to relieve the employee from
their work duties. Breaks not taken are lost. Breaks cannot be accumulated and/or used to extend lunch periods or to
shorten the workday, unless approved by the supervisor for an approved wellness activity as permitted by the Employee
Wellness Policy. Break times should be established by the supervisor or Department Head.
Part-time employees may receive breaks based on their daily work schedule. Part-time employees scheduled to work less
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than four (4) hours would not normally be scheduled for any breaks. Part-time employees working between four (4) and
eight (8) hours in any day, may be scheduled for fifteen (15) minute breaks and a lunch break.
In some cases, departments, shifts, or specific positions may be required to have a different lunch or break schedule. In
those cases, the Department Head has the authority to approve the adjusted break times subject to approval by the
Human Resources Director. Short term adjustments of break times due to work needs do not require prior approval of
the Human Resources Director. Lunch breaks of thirty (30) minutes or longer will not be paid time.
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III. POLICIES AND PROCEDURES
CONFIDENTIALITY
In the course of employment, employees may have access to confidential Wood County or personal information. All
employees have a strict and legal responsibility to protect the confidentiality of this information. This may include
information concerning Wood County’s practices, employee records, client information, court records, and so forth.
Failure to properly protect confidential information may result in legal action against the employee and/or Wood
County. Any violation of this policy may subject the employee to discipline, up to and including termination of
employment. Questions regarding the confidentiality of information or of an employee’s responsibilities related to
confidentiality should be discussed with the direct supervisor or Corporation Counsel at the earliest possible time.
Open Records Requests. As a governmental agency we are subject to “Open Records” laws. This means that anyone
may request specific information in writing, and in most cases, we are required to provide them with the information in
a timely manner. However, in some cases the information requested should not be released, or there may be several
things that must be done before the information can be released. When any request for information is received,
whether the person calls it an “Open Records” request or not, the employee in receipt of the request should discuss it
with their supervisor or Corporation Counsel prior to providing the information.

FITNESS FOR DUTY
For health, safety, and protection reasons, all employees are expected to be mentally and physically ready for work when
they report to work. If for any reason an employee feels they are not able to report for work, they should notify their
supervisor according to the department policy, but at least prior to the start of the shift.
If a supervisor, or any member of management, feels that an employee is unable to mentally or physically perform their
duties in a safe manner, the employee may be required to submit to an examination by a qualified person to determine
fitness for duty. This includes, but is not restricted to, a qualified medical practitioner or drug and/or alcohol testing. If
the provider determines the employee is able to perform their duties, the employee will be paid for all missed work hours.
If the provider determines that the employee is not fit for duty, any time missed after the determination will not be paid
and the employee may receive disciplinary action up to and including termination of employment. Failure to submit to
mandatory fitness for duty testing will be considered voluntary termination.
Wood County maintains a mandatory drug testing procedure which is available for review in the Human Resources
Department. Some positions, including any position requiring a Commercial Driver’s License (CDL), are subject to random
drug/alcohol testing, due to the nature of their duties or state and federal laws.
An employee’s off-duty physical or mental condition is a private issue, unless it affects or impairs their ability to perform
their duties in a satisfactory manner. In that case, Wood County may take corrective action or provide accommodation,
where appropriate.

PERFORMANCE EVALUATIONS
Employees should know what performance is expected from them and how their supervisor views their performance.
This is usually done on an informal basis through frequent interactions between the employee and supervisor in normal
business conversations. However, there is a benefit to having a formal performance evaluation completed annually.
Each year, supervisors will meet with their employees to discuss how they view the employee’s performance compared
to the expectations of the job. During this discussion, a Performance Evaluation form will be completed. Employees
should review all ratings and written comments, and if they choose, may add or attach their own comments to the form.
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After the original has been signed, a copy should be provided to the employee and the original forwarded to the Human
Resources Department to be placed in the employee’s personnel file.
The performance evaluation form is divided into several performance factors. This allows for discussion of specific areas
or competencies related to the employee’s job. A rating of “satisfactory” indicates that the employee is performing that
skill or competency at the level expected. To obtain a rating of “satisfactory”, the employee should be able to handle
their duties on a daily and weekly basis with minimal instruction or assistance.
Performance evaluations are important because they provide an opportunity for discussion. It allows an open discussion
between the employee and the supervisor about performance expectations, giving recognition, challenges and
concerns, and setting goals for the next year. The employee has the ability to share their desire to learn additional skills
or duties. The supervisor can provide insight on where the employee exceeds expectations, meets expectations, and
where they can improve on current skills. Evaluations may be done mid-year if there is a significant reason to do so.
Performance evaluations should also be done at the end of any introductory period, or if the employee transfers to
another Wood County position.
If an employee receives a rating of less than satisfactory in any category or competency, the supervisor will provide clear
expectations regarding the level of performance needed and required to obtain a satisfactory rating. The employee may
be placed on a Performance Improvement Plan (PIP), which is intended to provide greater transparency and
communication between the employee and the supervisor during a specified period of time. The PIP includes a formal
document and process that is intended to help the employee by providing detailed areas of concern, clear and written
expectations for success, and regular feedback and communication with their supervisor. A copy of the PIP will be placed
in the employee’s personnel file.
Performance evaluations are intended to be a candid dialog between the employee’s supervisor and the employee on
how well the employee is doing in meeting their specific job expectations. The supervisors rating should be based on
clear job expectations and all employees in a job classification should be evaluated on similar factors and levels of
expectations. Hopefully both the supervisor and employee agree on the ratings, however, that may not always be the
case. If an employee feels their evaluation does not accurately reflect their performance and one or more factors are
rated below satisfactory, the employee has the option to submit a written statement to be attached to and filed with
the evaluation form.

TERMINATION OF EMPLOYMENT
Voluntary Termination
Attendance at work is critical to assist in a smooth transition as an employee prepares to leave Wood County employment.
Any employee who voluntarily resigns is expected to provide at least fourteen (14) calendar days advance written notice
to his/her immediate supervisor. This notice should include the effective date and reason for resignation. It is expected
that the employee will continue to work during this fourteen (14) day period. However, should Wood County choose for
any reason, other than misconduct, to release the employee sooner, the employee will be paid for their remaining time
up to the anticipated last day of work, but not to exceed two (2) weeks. Unless released from duty prior to the effective
date of resignation, the last day the employee physically reported for work will be the last date of employment.
During the last two (2) weeks of employment, the employee is expected to work all scheduled hours. Good faith use of
preapproved vacation, or illness related sick time is allowed, if approved by the supervisor, following the usual
departmental procedures. Any use of unpaid time or accrued compensatory time requires prior Department Head
approval. Employees will be paid for earned and accrued vacation. Non-exempt employees are paid for any accrued
compensatory time that they have not taken. The last day of work will be the last day the employee reported for work.
Paid leave benefits, paid time off or holidays do not extend the final date of employment.
In some professional positions, a thirty (30) day notice is requested to ensure an efficient and smooth transition of duties.
However, in all cases, providing the most notice possible is advantageous for all parties involved.
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Involuntary Termination
Employees who are terminated involuntarily will be paid for earned and accrued vacation. Non-exempt employees will be
paid for any accrued compensatory time that they have not taken.
Retirement
Wood County funds an excellent retirement plan for employees through the Wisconsin Retirement System (WRS). When
nearing retirement, employees should contact both the Benefits Administrator in the Human Resources Department, and
WRS (toll free number 877-533-5020) to discuss their individual situation and retirement options. Once an employee has
decided on a retirement date, written notice should be provided to the supervisor with as much notice as possible, but at
least fourteen (14) calendar days’ notice.
Exit Interviews
An exit interview may be conducted for anyone who leaves Wood County employment. This exit interview is held to
obtain open and honest opinions from the exiting employee on their experience while working for Wood County. The
insight provided may lead to improvements. At the exit interview, Human Resources will also provide complete
information on any employee benefits that are applicable.

REQUEST FOR EMPLOYMENT REFERENCE CHECKS
Wood County will respond to factual questions regarding an employee’s work performance or attendance, provided the
individual requesting the information has a need to know and Wood County is supplied with a satisfactory and current
release of information signed by the employee. Normally the request for information is directed to the Human Resources
Department, but occasionally the request is directed to the person’s former supervisor. Any requests for an employment
related reference check, or verification of employment, should be referred to the supervisor, Department Head, or the
Human Resources Department.
Occasionally supervisors are asked to be a “personal reference”. Unfortunately, any answer given by a member of
management is considered to be a professional reference, not a personal one, even if it is not on work time. Therefore,
supervisors need to be very careful on how they handle such requests. If a supervisor has a concern with providing a
reference, please contact Human Resources.

EMERGENCY FACILITY CLOSURES
Although it does not happen frequently, there may be some circumstances under which the Wood County Courthouse,
Wood County offices, or a Wood County department would be ordered closed. In those cases, employees would be
notified by an announcement on local radio stations. Additional notification may be given on local TV stations or personal
notification to employees. The ultimate decision to close Wood County offices rests with the Wood County Board
Chairperson. Any emergency closure will be considered an “emergency layoff” and will be handled in accordance with
that policy. In case of a county-wide closing, the Wood County Clerk’s office staff is responsible for notifying the media.
Inclement weather may make it impossible for some employees to report to work, or require employees to leave work
before the end of normal office hours, or require employees to remain at work for the next shift. The decision to report
to work during inclement weather, or to remain at work, is an individual decision based on a number of individual
factors. We urge all employees to seriously consider their own safety, the safety of their family, as well as the needs of
Wood County in these situations. If an employee is unable to report to work, or will need to leave early due to
inclement weather, they should notify their supervisor as soon as possible. Employees may request that this time off be
charged to unused vacation, compensatory time, or they may take the time unpaid. Sick leave may not be used.
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LEAVES OF ABSENCE
Wood County may authorize an employee for a leave of absence (leave) for a select number of reasons. The employee’s
rights, responsibilities, and benefits under various types of leave are discussed below. Wood County reserves the right
to verify the need for the leave.
Family Medical Leaves
Wood County understands that occasionally employees may need to miss work due to a family medical crisis. We intend
to abide by the state and federal laws that apply to when and how Family and Medical Leave Act (FMLA) requests are
granted. These rules cover how many hours a person must work prior to the absence to qualify for a leave, who is covered
by FMLA, and what conditions qualify for a leave. If an employee anticipates an absence due to the birth or adoption of
a child, a serious medical condition for themselves or a family member, or a military family or caregiver leave, the
employee must obtain a “Family Medical Leave Request Form” from the Human Resources Department (also available on
the Human Resources Employee Intranet) or the facility business office, to determine if the employee would qualify for
an FMLA leave. Completed forms must be returned to Human Resources thirty (30) days prior to the start date of the
leave. If an unforeseeable illness occurs, the completed form must be returned to Human Resources no later than three
(3) days after returning to work. Contact the Benefits Administrator in the Human Resources Department with any
questions.
If Wood County determines that an absence qualifies for FMLA leave, a leave will be granted even if the employee has not
requested one. This is done to ensure that we fully comply with both the state and federal laws. Employees granted a
Federal FMLA leave will be required to use any accrued benefit time (including sick time, vacation time, compensatory
time, and floating holidays) starting the first day of the FMLA leave. Employees granted State FMLA leave may choose to
use any accrued benefit time starting the first day of the FMLA leave, but are not required to substitute paid leave. If an
employee is granted both State and Federal FMLA leaves, they will run concurrently. In this case, the employee has the
option to use paid time or not for the combined state/federal portion of the leave. Once the state portion of the leave
runs out, the employee will be required to use accrued benefit time if they have any, unless the employee has filed a short
or long-term disability claim.
The following is a brief overview of the qualifying number of hours worked and amount of FMLA available to employees.
It is only intended to summarize appropriate FMLA Laws and employees should direct specific questions to the Benefits
Administrator.

FMLA OVERVIEW
Leave Reason
Birth or
Adoption of a
Child
Personal
Illness or
Injury
Family Illness
or Injury

Type of Leave
State
Federal
State
Federal
State
Federal

Qualifying Hours
Employed 52 weeks & 1,000 total
hours (1) in last 12 months (3)
Employed 1 year & worked 1,250
hours (2) in last 12 months (3)
Employed 52 weeks & 1,000 total
hours (1) in last 12 months (3)
Employed 1 year & worked 1,250
hours (2) in last 12 months (3)
Employed 52 weeks & 1,000 total
hours (1) in last 12 months (3)
Employed 1 year & worked 1,250
hours (2) in last 12 months (3)
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Amount of Leave
Available
Up to 6 weeks
Up to 12 weeks
Up to 2 weeks
Up to 12 weeks
Up to 2 weeks
Up to 12 weeks

Pay Status (4)
Employee may use
paid time
Employee must use
paid time
Employee may use
paid time
Employee must use
paid time
Employee may use
paid time
Employee must use
paid time.
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Maximum
State
Total 8 weeks
Time in a Year
Federal
Total of 12 weeks
(1)
Calculated as hours worked including holidays, sick, comp, and vacation time.
(2)
Calculated as only hours actually worked.
(3)
Based on 52 calendar weeks prior to the first requested date of the leave.
(4)
Where State and Federal Leaves run concurrently, the state benefits will apply until those benefits are exhausted.
Personal Leaves
Employees may be granted personal leaves to resolve urgent personal issues. A personal leave is not intended to be a
medical leave, however if an employee does not qualify for FMLA or has exhausted all FMLA leave, they are able to request
leave under this policy. Such leave is not intended to be used as unpaid vacation time off.
 Unpaid leaves may be granted only after an employee has used all accrued paid time (vacation, compensatory time,
floating holiday, sick, etc.).
 The Department Head may grant an unpaid leave of up to thirty (30) days.
 The department’s oversight committee may grant a leave of three (3) months or less.
 The Executive Committee may grant a leave of up to six (6) months.
 The total time away from work for a personal leave should not exceed six (6) months.
 Personal leaves should be requested through the “Leave of Absence Request Form”.
Political Leave
The Wood County Board of Supervisors may grant a leave of absence to any employee assuming a county elected office
for the period of time up to one (1) term of that elected office. The leave will commence on the day of swearing in and
run to the last day of the term. Such political offices shall be those as set forth and designated by Wisconsin Law or the
United States Constitution, and such positions must constitute a full-time endeavor. A political leave of absence may not
be available for all positions. Employees interested in seeking a political leave of absence should consult with Human
Resources with any questions. Political leaves should be requested through the “Leave of Absence Request Form”.
Education Leave
A leave of absence up to twelve (12) consecutive months may be granted for attendance at a college, university,
vocational-technical or similar accredited school, as part of an approved Career Advancement Program, if approved by
the Department Head and the employee’s oversight committee. Education leaves should be requested through the “Leave
of Absence Request Form”.
Military Leave
Wood County promotes the defense of the United States by adhering to applicable state and federal laws pertaining to
the granting of leave to employees for service in the United States Armed Forces. Military service is defined as active duty,
initial active duty for training purposes, and/or active and inactive military training duty. Requests for military leave should
be submitted in writing, accompanied by the order to report to active duty, to the supervisor who will review it with the
Human Resources Department. Employees must notify their supervisor of the need for a military leave of absence as soon
as the Order(s) are published, or the Inactive Duty Training schedule is available.
General Conditions of All Leaves
 Unpaid leave status will be effective from the date immediately after the expiration of paid time (sick time, vacation,
etc.) or FMLA, whichever is longer, and until the date the employee is able to return to work, or the maximum
approved leave time expires. Intermittent leave time or partial day leaves should not be granted without prior
approval of the Human Resources Department.
 Unpaid leaves should be requested and approved in writing. Employees should complete the “Leave of Absence
Request Form” form or a FMLA leave request form, if the leave is for medical reasons. The completed form should be
given to Human Resources as soon as possible, but no later than during the first week of absence. Wood County may
require medical or other verification of the need for the leave. Wood County may also require periodic verification of
the need for the leave.
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Employees are expected to return from leave as soon as possible, regardless of the expiration date of the leave. If the
employee is unable to return to work on the first regularly scheduled work day after the leave expires, the supervisor
must be notified as soon as possible, but no later than the start of the scheduled work shift.
Leaves are not to be used for other employment, or purposes other than the reason given at the time the leave was
granted.
Wood County will attempt to keep the position open until the employee returns from the unpaid leave status.
However, if business conditions warrant, the position may be filled on either a permanent or temporary basis at Wood
County’s discretion and in accordance with federal and state law.
Continuation of any insurance benefits are explained in the “Insurance” section of this Handbook or in the Wood
County Benefits Guide. However, the employee is responsible to ensure that benefits are maintained and provisions
have been made for the premiums to be paid.
Leaves for medical reasons, FMLA, or military service will be considered as “time worked” for length of service
purposes. Personal, political or educational leaves longer that a total of thirty (30) days will not be considered as time
worked for time-off accrual purposes, unless prior approval has been received from the Human Resources Director or
Executive Committee.
The benefits described in this section do not change the at-will employment relationship with Wood County.

DISCRIMINATION/HARASSMENT
Wood County is an equal opportunity employer and as such is committed to maintaining a workplace free of discrimination
against any protected group. Wood County will support both the spirit and intent of all state and federal statutes relating
to affirmative action and specifically, sexual harassment. In keeping with this commitment, Wood County will not tolerate
discrimination, sexual harassment, or other inappropriate actions by, or of, any of its employees. All employees are
required to abide by this policy and all state and federal statutes relating to affirmative action. If any employee feels they,
another employee, or a member of the public have been the victim of discrimination or harassment they should
immediately notify one of the following: supervisor, Department Head, Human Resources Director, or Corporation
Counsel. If a complaint is received, or if a situation is thought to exist which could be construed as harassment or
discrimination, Wood County will take the necessary steps to investigate the situation in a sincere and timely manner. If
harassment, inappropriate actions, or any other violation of Wood County policy, state or federal statute by any person is
determined to exist, Wood County will take the appropriate steps to correct the situation.
Sexual Harassment/Discrimination
Sexual harassment is unwelcome verbal or physical conduct of a sexual nature. Unwelcome sexual advances, requests for
sexual favors and other verbal or physical conduct of a sexual nature constitutes sexual harassment when:
1. Submission to such conduct is made, either explicitly or implicitly, as a condition of employment;
2. Submission to, or rejection of, such conduct is the basis for employment decisions, or
3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance,
or the conduct creates an intimidating, hostile or offensive working environment.
Examples of sexual harassment may include sexual propositions, sexual innuendos, suggestive comments, sexually
orientated “jokes” or teasing, displays of sexually explicit pictures or cartoons, leering, whistling, making obscene gestures
and physical contact such as touching, pinching, brushing against another’s body, coercing sexual intercourse, continuous
requests for dates after the recipient states he or she is not interested, or name calling, or communications containing
any of the above.
Designated Contact Persons
Any employee who believes they have been subject to discrimination including sexual harassment, should immediately
report the matter to their supervisor, Department Head, or to the Human Resources Director. If for any reason, the
complainant is uncomfortable reporting the action to any of these representatives, they may report it to the Corporation
Counsel. If any member of management receives a complaint, or is aware of a situation that may constitute discrimination
or harassment, they should immediately notify the Human Resources Director.
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Investigation/Resolution of a Complaint
It is the policy of Wood County to investigate all complaints of harassment or discrimination promptly. Wood County will,
to the extent possible, maintain the confidentiality of those involved in the complaint and investigation. If the
investigation confirms that harassment or discrimination has occurred, Wood County will take appropriate corrective
action including, but not limited to, formal disciplinary action. The employee filing the complaint may or may not be
notified of the final determination prior to closure of the complaint. Wood County forbids intimidation of or retaliation
against anyone for reporting harassment or discrimination or otherwise assisting in the investigation of the complaint.
Employees found to have violated this policy will be subject to disciplinary action up to and including termination of their
employment.

OTHER EMPLOYMENT
Wood County employees are generally not able to hold another regular position with Wood County that requires
compensation. This does not preclude employees from holding temporary assignments in addition to their regular duties.
There may be instances in which it would be beneficial to both Wood County and the employee to hold two separate
positions. This would be allowable if the affected departments are amenable on the joint scheduling, the employee has
interest in, is qualified for, and is selected to hold dual positions, and the dual employment arrangement has the approval
of the affected Department Head(s) and Human Resources.
Wood County employees are allowed to hold a job outside of Wood County employment provided the other job does not
distract, discredit, or interfere with his/her employment with Wood County. If the other employer is a vendor of Wood
County, or the employee is considering working for a vendor of Wood County, the employee is encouraged to disclose the
employment relationship with the Department Head and Human Resources to ensure the situation does not present a
conflict of interest or violate state ethics laws.
Volunteer Work
Employees may volunteer to help on a Wood County related project as long as the project does not relate to the type of
work they normally perform for Wood County. Questions regarding volunteer work should be directed to the employee’s
Department Head or Human Resources.

TOBACCO USE POLICY
Wood County is committed to providing healthy, clean and productive workplaces for our employees and those who
visit these places. In support of our commitment to a culture of health, we have adopted this policy prohibiting the use
of tobacco products in Wood County buildings and structures, on Wood County property and grounds and in all Wood
County vehicles and equipment, except in designated areas.
“Wood County buildings and structures” includes any building or structure owned or leased by Wood County and any
real property or grounds owned or leased by Wood County. This excludes all Wood County Park and Forestry Properties.
“Wood County vehicles and equipment” is any vehicle or equipment owned, rented or leased by Wood County.
“Tobacco products” includes cigarettes, e-cigarettes, cigars, pipes, chewing tobacco, snuff, cheroots, stogies, periques,
smoking tobacco, cavendish, plug and twist tobacco, shorts, refuse scraps, clippings, cuttings and sweepings of tobacco
and other kinds and forms of tobacco prepared in such manner as to be suitable for chewing or smoking in a pipe or
otherwise, or both for chewing and smoking.
It is prohibited for anyone to use tobacco products in or on Wood County buildings and structures, on Wood County
property, or in or while operating Wood County vehicles or equipment, except in designated areas. Every attempt will be
made to assure designated areas are 25 feet from any door, other entrance, or window. Employees are prohibited from
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smoking during working hours, except during a break or lunch period.
Department Heads with primary responsibility for operations performed on that site are delegated responsibility to
ensure compliance with this policy.

UNEMPLOYMENT COMPENSATION
Wisconsin Unemployment Compensation laws cover employees of Wood County. Employees who lose their job, or have
a reduction in work hours, may have a legal right to file for Unemployment Compensation through the State of Wisconsin
Unemployment Insurance. The state laws will then determine if or how much benefits the employee will receive. Wood
County does not determine eligibility for unemployment benefits. All questions regarding unemployment claims should
be directed to the State of Wisconsin Department of Workforce Development, Unemployment Insurance Division.

WORKERS’ COMPENSATION
Wisconsin Workers’ Compensation laws cover employees of Wood County. If an employee is injured while performing
the duties of their job, they have a legal right to file for Workers’ Compensation benefits through the Wood County
Safety/Risk Management Department. All questions regarding Workers’ Compensation claims should be directed to the
Safety/Risk Manager.
If injured on the job, no matter how insignificant, if medical attention is sought, the employee must immediately notify
their supervisor (or another member of management) that a work related injury has occurred. Failure to report an injury
in a timely matter may cause the original injury to become worse and may also result in disciplinary action. No employee
will suffer any retaliatory action as a result of filing a Workers’ Compensation claim. Questions regarding Workers’
Compensation should be directed to the supervisor or the Safety/Risk Manager.

TRAVEL
Wood County will reimburse employees for actual necessary and reasonable itemized travel costs incurred while on
authorized Wood County business, other than to a location that is considered as the employee’s normal work site.
Wood County may specify the mode of travel used to ensure that travel costs are reasonable. Commuting expense
between an employee’s residence and their normal place of employment is not reimbursable. All travel must be preauthorized by the supervisor or Department Head in order to be eligible for reimbursement. Employees may receive
mileage reimbursement based on the IRS rate for all authorized travel in a personal automobile. A completed and
approved travel expense form is required before reimbursement will be made. Wood County Board Rules specify how
travel must be approved. Receipts are required for air, train, or rental car travel, hotel and motels, conference
registration and other items, as stated in the Wood County Board Rules.
Expenses for meals and reasonable tips do not require a receipt, but are limited to the amount set by the Wood County
Board Rules, which, as of April 19, 2016 are:
Noon Meal (Lunch)
Evening Meal (Dinner)
$12.00
$18.00
Leave before 10:30 a.m., Return after 6:00 p.m.
Return after 1:30 p.m.
Employees attending a conference, seminar, or event where a meal, or meals, are provided as part of the registration or
attendance fee are not eligible for an additional meal reimbursement under this policy for the meals that are provided.
Amount not to exceed
Reimbursement Eligibility

Morning Meal (Breakfast)
$8.00
Leave before 6:00 a.m.

ACCOMMODATIONS FOR MOTHERS OF NEWBORN CHILDREN
Wood County recognizes that natural breastfeeding of infants is an excellent method of providing the infant with a healthy
start on their development. To facilitate the breastfeeding process, Wood County will take appropriate measures to
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facilitate breastfeeding and expression of milk by mothers of newborns less than one year of age. Because each case may
be different, Wood County encourages the mother to discuss her particular needs with her supervisor or with a
representative of the Health Department.










Wood County will designate an appropriate and private lactation room for mothers to use for breastfeeding or to
express milk. If the mother prefers she may use her private office area.
Wood County will make other reasonable accommodations to provide a comfortable and private environment for the
mother to breastfeed or express milk, when access to a lactation room is not practical because of the work
environment or duties.
The Wood County Health Department will provide information to mothers regarding breastfeeding or expression of
milk.
Mothers may use paid break times and/or unpaid lunch breaks for breastfeeding or expression of milk. If the
designated break times are not adequate, or the scheduled break time does not meet the needs of the mother, she
should discuss scheduling options with her supervisor. If the normal break time is not adequate, the mother may use
compensatory time, vacation time, or approved unpaid time off in the smallest increment of an hour normally
approved for that department. Sick time would not be an option.
Scheduling of the lactation room is the responsibility of the mother(s) using the room.
Employees will be expected to provide their own equipment and refrigeration as needed.
Mothers needing special accommodations should discuss it with their supervisor, a representative of the Health
Department, or Human Resources.
The Department may also make accommodations for the mother to breastfeed the newborn.

LOST AND FOUND ITEMS
Wood County feels that whenever practical, personal items should be returned to their rightful owner. Any perception
that a Wood County employee acquired an item at the expense of a private party, would create a negative public image
and is potentially an ethics violation. Any lost items that are recovered by Wood County employees must be retained for
a reasonable period of time, giving the proper owner an opportunity to reclaim the item. If the owner does not reclaim
the item in a reasonable period of time, the item will be donated to a charitable organization, sold at a periodic public
sale, or disposed of in the trash. No Wood County employee, family member, or member of the general public may take
ownership of a retrieved item for any reason except by purchase at auction on personal time.
Guidelines
 Any item that is found should be taken to the designated “lost and found” area for that facility.
 Any employee finding, or given a lost item should deliver it to the appropriate lost and found area as soon as practical
in keeping with their normal duties. Any attempt to transport a lost and found item off Wood County premises other
than to the lost and found area will be interpreted as an attempt to take ownership of the item in violation of this
policy. Such action may result in disciplinary action up to, and including, termination of the person’s employment.
The designated area for the Courthouse is the Emergency Management department. The designated area for the River
Block building is the main reception desk at the first floor entrance.

RIGHT TO SEARCH POLICY
In an effort to ensure safe, secure, and cost effective operations of Wood County, Wood County and its representatives
have the right to search any and all employees while on, or in, any Wood County controlled building or grounds, or while
performing duties associated with their work. This includes, but is not limited to, the person’s clothing, vehicles,
workplace, handbag, locker, electronic or telephone communications or activities, and other items under that person’s
control, or used in performance of their work or used while at work. Such searches should be conducted in a reasonable
manner, and may be with or without cause, prior notice, or suspicion. Wood County will strive to maintain an
atmosphere of respect for all parties if a search is administered. A request to search a person’s property, garments or
workplace is not to be interpreted as an accusation of any sort. Any results of a search may be used in disciplinary
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actions or referred to legal authorities for other action. All searches shall be performed in a legal manner in keeping
with appropriate state and federal guidelines. Failure of an employee to submit to a search will result in disciplinary
action up to, and including, termination of the person’s employment with Wood County.
Employees, including full-time, part-time, casual, temporary, contracted employees, and volunteers, are not to bring any
personal items, equipment or similar items to work or the workplace with any expectation of privacy. They are not to use
any locker spaces, storage containers, closets, or similar areas with any expectation of privacy. Employees are restricted
from using any private or personal locks or similar devices to secure items or areas without prior approval of the
Department Head, and if approved, the employee must furnish a key or combination to their supervisor with the
understanding that such area may be opened at any time without prior notice to the employee.
Personal vehicles may be parked on a daily basis in Wood County parking lots or areas. This benefit is optional to the
employee and does not create any form of responsibility for Wood County. Vehicles are subject to search per this policy,
based upon reasonable suspicion. Employees are exempted from the requirement to furnish the Department Head with
a key or combination to personal vehicles.
All searches should be performed in a discreet manner and the employees’ rights and dignity should be considered prior
to, during, and after the search. A request to search a person’s property, garments or workplace is not to be interpreted
as an accusation of any sort.
All persons being searched have the right to a witness, and they should be informed that the search may lead to further
discipline or legal actions. A search will not be unreasonably delayed until a specific witness is available. If the requested
witness is not reasonably available, the person will need to select another witness.
Employees may request to have a qualified third party perform the search. The employee does not have the right to select
the individual who will be performing the search. The third party would not reveal any confidential or personal information
resulting from the search that was not in violation of Wood County or facility policy, but would confirm if there was or was
not a violation of Wood County or facility policy. All law officers are considered to be properly trained to conduct searches.
Searches may include, but are not limited to, the person, any lockers, or other spaces used by the individual, work areas
or workspace, work equipment, electronic communications, handbags, parcels, vehicles, clothing or similar items or areas.
Search of electronic activities or communications does not require prior notice, the employee’s presence or a witness,
pursuant to Wood County policy.
All searches of Wood County employees will be considered as paid work time for the person being searched and witnesses.
No minor person shall be searched without notification to the parent or legal guardian or prior approval.

TELEWORK POLICY
Teleworking, or telecommuting, is the concept of working from home or another remote location. As Wood County is
committed to conducting its business to best serve the needs of our citizens, customers, clients, patients, and members
of the public, teleworking is generally not available for Wood County positions. However, there may be times when it is
necessary and beneficial for an employee to work remotely and therefore this option may be available, only at the
direction and approval of the Department Head.
If an employee is approved for telework, it must be on a temporary or limited short-term basis. No position at Wood
County is eligible for full-time remote work. Wood County has the right to refuse an employee’s request for telework as
well as the right to terminate a telework agreement at any time.
Any employee who is given authorization to work from home must comply with an IT-approved remote access
methodology and have appropriate systems access privileges to the Wood County network to ensure that their
connection is secure. Employees must maintain a heightened sense of security when working remotely so that the
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security and confidentiality of Wood County systems and network is never in a position to be compromised. Any
questions or concerns about remote connectivity security should be directed to the IT Department.
The employee’s compensation, benefits, work status, and work responsibilities will not change as a result of
teleworking. The employee must accurately report all hours worked remotely on their timecard. Failure to accurately
report hours is a violation of this policy.
The employee must have a dedicated workspace at their remote or home location for safe placement of equipment to
be used while teleworking. It is the responsibility of the employee to maintain this workspace in a safe condition, free
from hazards to the employee and equipment. Wood County will not reimburse an employee for any internet or
communication charges incurred at their personal residence for this purpose.
Any employee found to have violated this policy may be subject to disciplinary action, up to and including termination of
employment.

WELLNESS POLICY
Wood County recognizes that in order for employees to be effective in their roles, they need to be physically, mentally,
emotionally, and spiritually healthy. To that end, we will make every effort to support employees in achieving their
wellness goals. During work hours, one means of providing that support is to allow employees to use their lunch and
other breaks collectively to work toward their wellness goals.
Objectives
1. To provide a culture of wellness where employees feel supported and empowered to work toward their
individual wellness goals.
2. To contribute to a workforce that is healthy, present, and productive.
3. To provide flexibility during work hours to maximize well-being.
Employees who wish to combine their breaks for wellness activities should request to meet with their supervisor to
discuss the feasibility of doing so. Adequate coverage must be assured. If feasible, the supervisor may approve an
employee to combine their breaks with their lunch to allow a longer period of time, not to exceed the normal daily
combined break time. Breaks cannot be used to delay start times or for early release.
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IV. PERSONAL CONDUCT AND DISCIPLINE
DISCIPLINARY GUIDELINES
Wood County employees are expected to follow established work rules, policies and procedures. In addition, they are
expected to make reasonable decisions in performing their job duties in line with the mission of their department and
Wood County as a whole. Supervisors have the responsibility to ensure that work expectations are clearly understood by
their employees, and that they have had adequate opportunity to learn the required skills and duties. In the majority of
cases, Wood County employees meet or exceed these expectations. However, when employees fail to perform to the
expected level, their supervisor will be responsible to take corrective action. If the first corrective action does not resolve
the problem, the supervisor should take progressively more severe disciplinary action until the problem is resolved.
Supervisors administering corrective discipline should document the performance issue to be corrected and each step of
the disciplinary process. Copies of disciplinary actions will be provided to the employee, and will be kept in the
employee’s personnel file. Demotions and terminations must be approved by the Human Resources Director, or their
designee, before such actions are taken. In the event that dismissal is anticipated and the Human Resources Director, or
their designee, cannot be reached, the employee shall be suspended by the person in charge of the department at that
time, pending review.
The disciplinary process typically starts with a warning, either verbal or written. However, in serious cases it may be
necessary to take a higher level of disciplinary action including termination of a person’s employment immediately. In
all cases, employees are considered to be at-will employees. Nothing in this, or any other Wood County policy, negates
the employment at-will status.
Causes for Disciplinary Action
The following non-exclusive examples will be grounds for disciplinary action ranging from a warning to immediate
discharge:
 Dishonesty or falsification of records.
 Possession of alcoholic beverages or illegal drugs on Wood County premises or while performing Wood County
business. This includes off-duty use of alcoholic beverages or drugs that affect a person’s job performance.
 Unauthorized use, theft, abuse or destruction of Wood County equipment, property, or supplies.
 Insubordination or refusal to comply with the proper order of an authorized supervisor.
 Violation of, or refusal to comply with, pertinent laws or regulations.
 Conduct that impairs the efficiency of Wood County services and/or impairs, or is perceived to impair, the ethical
operation of Wood County.
 Habitual tardiness, unauthorized or excessive absence, or abuse of sick leave.
 Use of official position or authority for personal or political profit or advantage.
 Disregard for, or violations of work rules or procedures, safety rules or regulations.
 Possession of any weapon or dangerous item that is in violation of Wood County, or department policy, or state
law while at work or on duty.
 Other circumstances may warrant disciplinary action and will be treated on a case-by-case basis.
Progressive Disciplinary Action
The following are progressive disciplinary actions that may be taken if an employee’s performance needs to be corrected.
In most cases, the first step of discipline should be a Verbal or Written Warning with appropriate documentation.
 Verbal Warning (documented)
 Written Warning
 Final Written Warning or Suspension
 Termination of employment
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Depending on the nature of the violation, Wood County reserves the right to escalate any action taken, up to and
including termination. Further, if an employee is placed on a Performance Improvement Plan and fails to complete the
plan in the specified period of time, their employment may be terminated with or without progressive disciplinary action.
The Disciplinary Action Form is available from the Human Resources Department, or on the Employee Intranet, for use in
documenting discipline at any stage. If any supervisor has a question on if, or how to take disciplinary action, they should
discuss it with the Human Resources Director, or their designee.

GRIEVANCE PROCEDURE PROCESS
Wood County will strive to treat all employees equitably and fairly within established Wood County and department
policies, procedures, and state or federal guidelines affecting the workplace. If an employee does not feel that they have
received fair treatment within the established policies, procedures, or state and federal guidelines, they have the right to
discuss the matter with representatives of Wood County, and/or to request formal consideration of their complaint under
this policy.
This grievance procedure is established pursuant to Section 66.0509(1m), Wisconsin Statutes. Eligible employees shall
use the procedure to resolve qualifying disputes regarding covered employee termination, discipline or workplace safety
issues.
This policy is not a guarantee of employment, a guarantee of any rights or benefits, does not create or grant covered
employees with a property interest in their employment or tenure rights of any kind and does not constitute a contract of
employment, express or implied. Unless specifically required by another statute or code, the County’s employment
relationship with employees eligible to use this procedure is at will and employment may be terminated at any time for
any reason, with or without cause and with or without notice, at the option of the County or the employee. This grievance
procedure may be modified or eliminated by the County at any time, with or without prior notice.
The grievance procedure is intended to resolve complaints about application or administration of existing Wood County
policies and not intended as a mechanism to change an existing policy. This process is not intended to hear complaints
regarding application of issues related to health, disability, wellness, or other insurances. No retaliatory action will be
taken against any employee for proper and good faith use of this process or participation in the processing of a complaint.
Time spent in preparation of a complaint is not considered a work activity and should be done on the employee’s time,
not paid time.
Administration
The Human Resources Director will supervise and administer the grievance procedure process. Supervisors and
Department Heads should keep the Human Resources Director informed of all complaints in progress.
Definitions
The following definitions shall apply to this grievance procedure:
A. “Employee” for purposes of a grievance of Discipline and Termination (as defined in this grievance procedure)
means a regular full-time employee or a part-time employee who has worked one thousand two hundred
hours (1200) for the County in the year preceding the event which is being grieved. “Employee” does not
include, without limitation, any of the following: elected officials, other part-time employees, temporary
employees, seasonal employees, contract employees, limited term employees, contractors or their respective
employees, employees covered by a collective bargaining agreement which contains a grievance procedure
covering Discipline or Termination (as defined in this grievance procedure) or any employees, officials or
officers that serve at the pleasure of an appointing authority as provided by Wisconsin statutes.
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B. “Employee” for purposes of Workplace Safety (as defined in this procedure) means any employee of the
County.
C. “Discipline” is defined as any of the following adverse employment actions: disciplinary suspension of
employment, disciplinary reduction in base pay; and disciplinary reduction in rank or demotion with a
reduction in pay. “Discipline” does not include, without limitation, any of the following actions: layoffs or
workforce reduction activities; non-disciplinary wage, benefit or salary adjustments or reductions; nondisciplinary reductions in rank or demotions; plans of correction or performance improvement; performance
evaluations or reviews; documentation of employee acts or omissions in an employment file; oral or written
reprimands; administrative suspensions pending investigation of misconduct or nonperformance; or change
in assignment or assignment location.
D. “Termination” is defined as an involuntary separation of employment initiated by the County that is not a
layoff, furlough or workforce reduction or termination arising from disability.
E. “Working day” means a day when the Wood County Courthouse is open for business.
F. “Workplace safety” means any condition of employment related to the physical health and safety of
employees, including the safety of the physical work environment, the safe operation of workplace equipment
and tools, provision of personal protective equipment, and accident risks. Workplace Safety does not include
conditions of employment unrelated to physical health and safety matters, including, but not limited to, hours,
overtime, and work schedules.
Grievance Procedure for Discipline and Termination
1. Appeal to Department Head: A grievance may only be filed by the Employee who is the subject of the Discipline
or Termination. An Employee may initiate a grievance relating to Discipline or Termination by presenting a written
grievance (either in letter format or on the approved grievance form available in Human Resources) to the
Department Head within ten (10) working days of the event giving rise to the grievance.
A meeting will be held to discuss the complaint at a mutually agreeable time between the Department Head and
the employee. The Department Head shall give an answer to the complaint, in writing; within ten (10) working
days from the date the meeting was held to discuss the complaint.
2. Appeal to Human Resources Director: If the employee is not satisfied with the Department Head’s response,
they may present a written grievance to the Human Resources Director within ten (10) working days of the date
of delivery of the Department Head’s response.
A meeting will be held to discuss the complaint at a mutually agreeable time between the Human Resources
Director and the employee. Within ten (10) working days of the meeting, the Human Resources Director will issue
a written response to the grievance which may include, without limitation, the following: the terms and conditions
of any agreements to resolve the grievance; findings and recommendations regarding the disposition of the
grievance.
Within five (5) working days from receipt of the County’s response to the grievance, the Employee may request a
hearing before the impartial hearing officer. A written request shall be submitted to the Human Resources
Department. Failure to submit a written request for hearing within five (5) working days of the County’s response
shall constitute an abandonment of the grievance.
Failure of the County to respond within the time periods set forth in this Policy shall not be deemed as an approval
of the grievance.
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3. Hearing Procedure: The impartial hearing officer will be selected by mutual agreement from a list maintained by
the Human Resources Department. Once a hearing date is scheduled it may be adjourned only upon written
request by the Employee or the County to the impartial hearing officer and a finding by the impartial hearing
officer that there is “good cause” for an adjournment. The decision of the impartial hearing officer regarding a
request for adjournment shall be final, binding and not subject to any appeal.
The Employee and the County shall exchange a list of witnesses they intend to call at the hearing and any
documents relating to the Discipline/Termination which they intend to introduce no less than three (3) working
days before the hearing.
The parties shall provide a copy of the witness list and documents to the impartial hearing officer. Each party may
file a pre-hearing statement of no more than three (3) type written single space pages outlining their respective
positions.
The hearing before the impartial hearing officer will be digitally recorded or transcripted. The digital recording
and/or transcript of the hearing shall be maintained by the County for one (1) year following the completion of
the hearing after which time it may be destroyed. The hearing shall be closed to the public.
The Employee may be represented by an attorney at the hearing. Neither party shall be responsible for the
attorneys’ fees of the other party.
The Employee shall call witnesses and present testimony and exhibits that are relevant to the grievance. The
Employee may call one or more County witnesses in the Employee’s case and question the County witnesses. At
the close of the Employee’s case, the County shall call its witnesses and present testimony and exhibits that are
relevant to the grievance. The parties may cross-examine witnesses presented by the other party. Crossexamination shall be limited to ten (10) minutes per witness unless extended by the impartial hearing officer.
The impartial hearing officer shall not be bound by the statutory rules of evidence. The impartial hearing officer
shall have the discretion to admit all evidence that the impartial hearing officer determines is relevant and shall
exclude immaterial, irrelevant or unduly repetitious testimony or evidence. During the hearing, the impartial
hearing officer may ask questions as the impartial hearing deems necessary. Any defects in the proceedings that
do not substantially affect the rights of the parties shall be disregarded by the hearing officer. Notwithstanding
the foregoing, the impartial hearing officer may not base any finding or conclusion based solely on hearsay
evidence.
After the Employee and the County have finished introducing evidence, the impartial hearing officer shall close
the record. The parties shall have no right to file briefs or position statements. The IHO will be requested to issue
a decision stating if the issue is an appropriate application of existing policy or not, within thirty (30) working days
of a hearing.
Decision Standards
The Employee bears the burden of proof by clear, convincing and satisfactory evidence that the County’s
decision to Discipline/Terminate the Employee did not have a rational basis. If the Employee does not meet his
or her burden of proof, the impartial hearing officer shall deny the grievance.
The impartial hearing officer shall issue a written decision within ten (10) business days of the close of evidence.
The decision of the impartial hearing officer shall, at a minimum, contain: a description of the grievance,
statement of issues under review, and the officer's findings and conclusions.
If the grievance is approved, the impartial hearing officer may recommend, without limitation, the following:
reinstatement; a lesser adverse employment action including, suspension of employment, reduction in base pay,
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demotion, oral or written reprimand or performance improvement plan; documentation of officer's findings
placed in an employment file; restitution of pay and lost benefits.
Grievance Procedure for Workplace Safety
1. Report of an Unsafe Condition: An employee may not file a grievance relating to a condition that the
Employee believes constitutes a Workplace Safety violation unless the employee has first reported the
condition to the employee’s Department Head and the Human Resources Director in writing. A grievance
may only be filed by an “Employee.” The Employee need not be personally impacted by a condition alleged
to constitute a Workplace Safety violation.
2. Investigation Procedure: Upon receiving a written report of an alleged Workplace Safety violation from an
Employee, the County shall have ten (10) working days in which to investigate the condition and advise the
employee in writing of the County's findings and recommendations.
If the County advises the employee in writing within ten (10) working days that it is taking corrective action
to address the workplace safety issue as may be required by law, an Employee may not initiate a Workplace
Safety grievance.
An Employee may initiate a grievance relating to Workplace Safety by presenting a written grievance the
office of the County Human Resources Director. Upon receipt of the grievance, the County shall have ten
(10) working days to provide a written response to the Employee. Failure to timely file a grievance with the
Office of the Human Resources Director within ten (10) working days of the County's response shall
constitute a waiver of the right to use the grievance procedure and an abandonment of the grievance.
3. Hearing Procedure: An employee shall have five (5) working days from receipt of the County's response to
file a written request with the Human Resources Director for a hearing before the impartial hearing officer.
Failure to submit a request for a hearing shall constitute an abandonment of the grievance.
The same hearing procedure shall be utilized as set forth in the Discipline/Termination Hearing Procedure of
this Policy.
Decision Standards
The County bears the burden of proving by a preponderance of the evidence that the condition identified by
the Employee does not constitute a Workplace Safety violation and that no corrective action is required. If
the County does not meet its burden of proof, the impartial hearing officer shall uphold the grievance.
The impartial hearing officer shall issue a written decision within ten (10) business days of the close of
evidence. The decision of the impartial hearing officer shall, at a minimum, contain: a description of the
alleged unsafe condition and the County's response; the standard of review; the provisions of Wis. Admin.
Code Chap. SPS 332 that are implicated by the Workplace Safety grievance; the officer's findings of fact and
conclusions.
If the grievance is sustained, then the impartial hearing officer may recommend that the County take
corrective action to address the Workplace Safety violation. The impartial hearing officer shall have no
authority to require the County to take any specific corrective action or provide any specific remedy in
response to the Workplace Safety violation.
Wood County Board Review
1. File of An Appeal: An appeal of the impartial hearing officer’s decision may be filed by the Employee or by
the Wood County Executive Committee.
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An appeal may be initiated to the County Board by filing a written appeal with the Corporation Counsel
within ten (10) working days of the date of the impartial hearing officer’s decision. Failure to file a written
appeal by the filing deadline will result in the waiver of the right to an appeal and the outcome of the
proceedings before the hearing officer shall be final.
A timely request for appeal shall be forwarded to the County Board Chairperson along with a copy of
hearing record including the transcript of the hearing (if available) and any exhibits introduced at the
grievance hearing. The Chairperson shall direct the Wood County Clerk to place the matter on the next
Wood County Board meeting agenda, but not sooner than ten (10) working days from receipt of the
appeal.
2. Standard of Review: The County Board's review shall be limited to the decision made by the hearing officer
and therefore, the Board will not accept additional testimony, evidence, written or oral arguments or
otherwise conduct a hearing of any sort in relation to an appeal. The Board shall not overturn or otherwise
modify the impartial hearing officer’s decision unless, upon two-thirds (2/3) vote of the members present
and eligible, the decision is found to be arbitrary, oppressive or unreasonable and represented the will of
the impartial hearing officer and not its judgment.
The Wood County Board Chairperson will direct the Wood County Clerk to inform both parties of the Wood
County Board’s decision within ten (10) working days of the Wood County Board’s consideration of the
matter. The decision of the County Board shall be final. Any judicial review of the County Board’s decision
shall be only as provided by law.
Employee Representation
Employees may be accompanied by a representative of their choice at any level of the complaint procedure after the
appeal to the Department Head, provided the employee notifies Wood County at least twenty-four (24) hours ahead of
the meeting that the representative will attend and who the representative will be. The representative is allowed to help
the employee present their complaint, but the employee is responsible to initiate actions related to the processing of the
appeal. Any representation on behalf of the employee is at the employee’s expense.

PERSONAL USE OF WOOD COUNTY EQUIPMENT
Wood County does not allow personal use of Wood County equipment. Employees assigned Wood County equipment
for business purposes may be permitted to keep equipment overnight depending on department policy and procedure.
Employees failing to return Wood County property may be charged for the items not returned in a timely matter.

PERSONAL COMMUNICATIONS
Mail/Phone Calls/Electronic Communications
Employees are not allowed to use Wood County phone lines, mail systems or any form of electronic communications for
personal use, without prior approval of their supervisor. The reason for this policy is that these systems are paid for by
Wood County, and are intended for Wood County business only. Use of these systems for purposes other than Wood
County business increases the cost of Wood County operations and may conflict with employee’s responsibilities to Wood
County and your job. Employees are further prohibited from using their workplace to send or receive personal deliveries
or mail. Personal use of personal communication devices, such as cell phones and/or smart phones, during work time may
be allowable on a very limited and intermittent basis with Department Head approval.
Urgent Personal Messages
We recognize that occasionally employees may need to take an urgent call or message during work time, either on Wood
County equipment or on personal devices. Employees are encouraged to attend the urgent situation, be as brief as
possible, and return to their duties as soon as possible. If an employee needs to make a personal phone call during
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business hours, the same rules apply, and the employee should inform their supervisor prior to making the call. If
violations of this policy cause department disruptions or problems, the supervisor may take corrective actions.
Visual Image Devices Prohibited
To ensure the privacy of our employees and customers, avoid disruption in the workplace, and protect the confidentiality
of certain information, the use of any photographic equipment or device to take pictures in any Wood County facility is
expressly prohibited without specific approval of the Department Head, Human Resources Director or Corporation
Counsel.
Use of Electronic Recording Devices
No conversation, communications, or similar activities may be recorded without prior notice to all parties involved in the
communications. Exceptions may be approved by the Wood County Sheriff or designee for investigative purposes.
Employees do not have any right to record any conversations or meetings without prior and specific approval of their
supervisor and the parties involved.

COMPUTER USAGE
Wood County provides its employees with computer equipment including hardware, software, files, and manuals. This
policy covers usage of the aforementioned computer equipment for work-related purposes. Personal use of Wood
County computers or similar equipment may interfere with a person’s ability to perform their duties and is not
authorized.
All computer software and hardware is to be installed by or authorized by the IT Department. All computer documents,
including e-mail, may be subject to inspection by Wood County. Most employee-deleted files can be recovered,
including e-mail, even if not sent. No computer equipment shall be removed from Wood County premises without
express permission from the employee's Department Head. Permission can only be granted for the purposes of Wood
County business.
Employees must not allow another person to work under their login. Employees must always logoff when away from
their terminal or computer, unless in a secured area.
Employees are prohibited from:
 Using Wood County-owned computer hardware, software and internet access accounts for personal use.
 Copying software, data files, etc., owned by or licensed to Wood County, for personal use.
 Installing or copying personally owned or licensed files or programs to Wood County-owned computer equipment.
In addition to the policy above, any use that is deemed to be offensive or harassing, per Wood County policy will be subject
to disciplinary action.

CONFLICT OF INTEREST/CODE OF ETHICS
All Wood County business should be conducted with the best interests of Wood County in mind and free of personal
interests. Occasionally situations arise where an employee may have a personal interest in the outcome of a decision or
action. In such cases, a “conflict of interest” may exist and the employee should get advice before proceeding any further
with the issue. If that personal interest causes the employee to take or influence an action, or make or influence a decision
to benefit themselves, a family member, or a friend, a conflict of interest and possibly a violation of the Wood County
Code of Ethics may exist.
The following excerpt from the Wood County Code of Ethics should serve as general guidelines regarding conflict of
interest:
“No County employee shall use his/her office or position for personal financial gain or the financial gain of his/her family.
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No employee shall engage in his/her own business activity, accept private employment, or render services for private
interests when such employment, business activity or service is incompatible with the proper discharge or his/her official
duties or would impair his/her independence of judgment or action in the performance of his/her official duties. No
employee shall use or disclose privileged information gained in the course of, or by reason of, his/her official position or
activities.”
Code of Ethics
The entire Wood County Code of Ethics, and any updates, is incorporated herein, by reference. Copies of the Wood County
Code of Ethics are available through the Wood County Clerk’s office. The Ethics Committee has the authority to investigate
and determine if a violation of the Wood County Code of Ethics has occurred. Employees are encouraged to ask questions,
raise concerns, and/or report potential and actual violations to their immediate supervisor, Department Head, or the
Corporation Counsel.
Gifts and Gratuities
To ensure that there is no actual or perceived breach of the Wood County Code of Ethics, good business practices or any
conflict of interest, no employee is allowed to accept gifts or gratuities from vendors, Wood County residents or others,
except as permitted in the Wood County Code of Ethics. Questions regarding this policy can be directed to an employee’s
supervisor, Department Head, or the Corporation Counsel.

PERSONAL ATTIRE
In almost every Wood County job we interact with the public. The appearance of all employees is important to project a
positive public image to the citizens we serve. Without unduly restricting individual tastes, it is the policy of Wood County
to require personal cleanliness, good grooming, and appropriate attire while employees are on duty. It is the responsibility
of the employee to dress appropriately for the job. Appropriate attire is determined by the type of work being performed,
and the people the position interacts with. Appropriate attire may change from day-to-day based on a number of factors.
Each Department Head is responsible to establish what attire, jewelry, or manner of dress is appropriate for each situation.
However, all clothing or accessories should be free of signs, slogans, insignias or the like, that present a negative public
image or may be offensive to other groups or individuals.

SOLICITATION/DISTRIBUTION OF MATERIALS
During work time employees are expected to concentrate on performing their assigned duties. Any interruptions or
distractions cause a loss of time and may result in less than satisfactory performance. Solicitation and/or distribution of
any materials, by an employee, to another employee, is prohibited while either employee is on their working time or in
working areas. Solicitation or distribution of any materials by non-employees is not allowed to an employee, if the
employee is on work time or in working areas. Furthermore, in the interest of employee safety and well-being, the
distribution of materials of any kind shall not be permitted at any time in working areas of the Courthouse or other Wood
County facilities, without the express permission of the Human Resources Department.
Wood County time should not be used to conduct private business. Collections and sales of goods and services
(cosmetics, jewelry, and insurance, for example) by employees or non-employees, is strictly prohibited. Contributions
for community based charitable fund raising activities may be solicited on Wood County property, with the advance
permission of the Human Resources Department.

SAFETY/SECURITY
Wood County is committed to providing a safe work environment for employees and customers.
Workplace Safety
Wood County will take appropriate actions to provide safe working conditions for its employees. To do this, Wood
County and our employees must both be aware of conditions in all work areas that can produce injuries. Employees are
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expected to perform their duties in line with established safety procedures, correct any unsafe conditions they see, and
inform their supervisor or the Safety/Risk Manager immediately of any unsafe situation beyond the employee’s ability or
authority to correct. Wood County establishes the following overall safety policy statements:






Wood County intends to comply with all applicable safety regulations.
The safety of Wood County employees and the public are of greatest importance.
Safety will take precedence over shortcuts.
Every attempt will be made to reduce the possibility of accidents or recurrence.
All employees are expected to follow established rules of safety and use safety equipment and Personal Protective
Equipment (PPE) that has been provided.

If an employee feels that their work environment is not safe, the employee should contact their supervisor or the
Safety/Risk Manager immediately. Persons violating this policy or violating established safety procedures or practices,
will be subject to disciplinary action, including but not limited to, termination of their employment.
For further information consult the Safety/Risk Manager or the Wood County Safety and Risk Management Website.
Facility Security
Wood County will take appropriate actions to provide secure facilities for our employees. Employees must be aware of
the security protocols and procedures in place at the facility/facilities which they are assigned. Employees are expected
to access only the areas of facilities that they are authorized to access. Employees are to report any suspicious activities
or persons to management immediately.
Employees are provided with the applicable keys and/or access cards they need to enter Wood County facilities and/or
departments to which they are assigned to perform the duties of their position. Keys and access cards are to remain in
the employees possession for the duration of time they are employed by Wood County. Keys and access cards are never
to be shared, lent/borrowed, or intentionally damaged/destroyed. If a Wood County key or access card is lost, stolen,
damaged, or destroyed employees must report the item to their supervisor or the Maintenance Department immediately.
Keys and access cards must be returned to Wood County at the time of employment separation. There may be a
replacement fee imposed to the employee if a key or access card is lost, stolen, damaged, or destroyed. Questions
regarding keys and access cards should be directed to the Maintenance Department.
Employees are issued a name badge at the time of hire. Some name badges are also the employee’s access card, as
described in the paragraph above. Employees are encouraged to wear their name badge at all times in which they are
performing work as a Wood County employee.

VIOLENCE IN THE WORKPLACE PREVENTION
Wood County is committed to providing a safe work environment free from the risk of violence for our employees and
customers.
Wood County will not tolerate any form of threats, threatening behavior, verbal abuse, or violence by anyone at any
Wood County owned or leased facility or any Wood County sponsored activity. Violence/threats include, but are not
limited to striking another, pushing, kicking, throwing things, abusing/destroying property, physical threats of violence,
stalking or harassment. Such action by or directed at Wood County employees, clients, or visitors will lead to
disciplinary and possible legal action. Wood County will take immediate corrective action in the case of a threat of
violence. Employees are responsible to immediately report anything they feel is physically threatening towards
themselves or another person or Wood County Property.
Employees are restricted from possessing any weapon or dangerous item that is in violation of Wood County or
department policy, or state or federal law while at work, or on duty. Employees need to be aware of Wood County’s
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restrictions on carrying concealed weapons and are responsible to abide by those restrictions. Any employee who
becomes aware of a violation of Wood County’s restrictions regarding carrying weapons should immediately report it to
their supervisor or another member of the management team.

INTERNET AND SOCIAL MEDIA USAGE
It is generally accepted that anything posted on or transmitted over the internet is open to the general public as
information and may be retained there indefinitely. Therefore, greater care should be taken when using the internet than
may normally be necessary for written or verbal communications. The responsibility for such care rests with the original
poster of the information or communication, and any person who reuses or forwards such information or
communications.
Personal use of the internet or social media during work time is a violation of this and other Wood County policies.
Individual departments may authorize employees to access social medial sites for work related reasons during work hours.
The parameters of such authorizations are a departmental responsibility and must comply with the Wood County Social
Media Policy, available on the Employee Intranet.
Personal use of the internet during non-working hours from personal equipment, or a personal computer is not restricted
unless it conflicts with this or other Wood County policies.
Employees using the internet or any form of social media must ensure that they do not represent themselves as speaking
for Wood County or as a representative of Wood County, unless they are authorized to do so. Any personal views or
opinions expressed by employees related to Wood County, its facilities, operations, policies, initiatives, activities, or past
or present employees must be clearly identified as personal opinions and not those of Wood County. Even if the poster
does not identify themselves as an employee of Wood County, simple silence on not representing Wood County is not
sufficient; a clear statement that the information or opinion is the poster’s personal view and not that of Wood County is
required.
No information related to Wood County may be posted that violates the “Health Insurance Portability and Accountability
Act” (HIPAA), proprietary information, copyright or other confidential or protected information, or in any other way
violates state or federal laws.
Employees are required to abide by the “Terms of Service” of any media they are using, and are restricted from using a
false identity to avoid compliance with this or other Wood County policies.
Copyright infringement is also strictly prohibited. Wood County’s Copyright Liability Prevention Policy can be located on
the Employee Intranet.
Employees violating this policy may be subject to disciplinary action based on the severity of the violation, up to and
including, possible termination of their employment. Specific disciplinary action will be based on a number of factors
including, but not limited to, the assumed knowledge or expertise of the poster in relation to the topic of the
communication.
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V. BENEFITS
BENEFIT ELIGIBILITY
Employees classified as “full-time” qualify for the maximum level of benefits available under Wood County’s benefit
programs. Those individual benefits are discussed in this Handbook.
Part-time employees are eligible for pro-rated benefits if their position is budgeted to work an average of at least twenty
(20) hours per week in that (calendar) year.
Annual Budgeted Hours
2015-2080
1872
1664
1456
1248
1040

Average Hours Per Week
38.75-40
34-38.5
30-33
26-29
22-25
20-21

FTE
100%
90%
80%
70%
60%
50%

Full or-part time employees whose scheduled work hours are reduced on a permanent basis will have their benefit
eligibility level reduced effective on the first day of the month after the reduction in hours occurs.
Full or part-time employees whose hours are increased on a “non-voluntary basis” for at least three (3) calendar months
will have their benefit level increased effective on the first day of the month after the increase in hours occurs.
Full or part-time employees whose hours are increased or decreased will maintain their current vacation and sick day
balance, but will receive future allocations at the accrual level associated with their new position status.
For this policy, the term “calendar month” means from the first day to the last day of the month not 30 or 31 consecutive
days.
Casual employees do not qualify for Wood County benefits.
County Employee to Elected Official
In the event a Wood County employee should be appointed or elected to a Wood County elected office, the employee
will be treated as a terminated employee for accrued benefit purposes. Benefits such as health, dental, and life insurance
shall continue as if the person was a classified, active employee. Elected Officials shall contribute to the Wisconsin
Retirement System, at the rate established annually by the Department of Employee Trust Fund for each applicable
employment category. Vacation and sick leave will no longer accrue. Any vacation earned prior to becoming an elected
official will be paid out at the current rate of pay. Sick leave accrued shall be forfeited

BEREAVEMENT LEAVE/PAY
We understand that the loss of a family member or close friend is a sad and stressful time. We want to assist our
employees to take care of personal business as best we can, therefore, Wood County has the following types of
bereavement leave:
Spouse or Dependent Children
An employee may be allowed up to five (5) workdays with pay to mourn the loss of their spouse or dependent child (less
than 26 years of age).
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Immediate Family
An employee may be allowed up to three (3) workdays with pay to mourn the loss of their child (26 years or older), parent,
stepparent, stepchild, brother, sister, grandparent, grandchild, father-in-law, mother-in-law, sister-in-law, brother-in-law,
son-in-law, daughter-in-law, stepbrother, stepsister, and grandparents-in-law.
Extended Family
An employee may be allowed up to one (1) workday with pay to mourn the loss of their aunt, uncle, niece, or nephew.
Coworker
An employee may be allowed to take up to one-half (1/2) day, or four (4) hours, whichever is less, with pay to attend the
funeral of a fellow coworker subject to the discretion of the Department Head.
General Bereavement Guidelines
This policy is intended to provide time for mourning, arranging and/or attending the funeral or memorial service, and
taking care of any family and legal matters related to the loss. Wood County may require the employee to furnish proof
of death and their relationship to the deceased. If an employee needs additional time off due to related family matters,
they may use accrued time or apply for a personal leave of absence.
Because of the changing nature and definition of a “family member”, bereavement leave may be extended to other family
relations or any person with which the employee has a legal “loco-parentis” relationship. In such cases, the Department
Head should discuss the specifics of the request with the Human Resources Director, prior to approval.
The employee will be allowed to use compensatory hours, vacation, or unpaid time off, if it does not impair the efficient
operations of the department, to attend the funeral of a friend or a relative not included above.
Part-time employees will receive paid time off for the hours they would have regularly worked during the applicable
bereavement leave period.

DEFERRED COMPENSATION
In addition to the Wisconsin Retirement System (WRS) plan, Wood County employees are eligible to defer wages to a
legally qualified tax sheltered savings plan that has been approved for payroll deduction by the Wood County Board of
Supervisors. This plan allows employees to invest some of their earnings for future use. To learn more about this program,
contact the Human Resources Department or the Deferred Compensation representative, toll free number 877-677-3678.

FLEXIBLE SPENDING ACCOUNT
Wood County provides employees the opportunity to participate in a flexible spending program (IRS Section 125), which
allows certain medical and/or childcare expenses to be paid in pre-tax dollars. The program is subject to annual review.
Details are available through the Human Resources Department.

HOLIDAYS
Wood County will provide ten (10) paid holidays each calendar year, as follows:
New Year’s Day
Thanksgiving Day
Friday before Easter
Friday after Thanksgiving
Memorial Day
Last workday immediately preceding Christmas Day
Independence Day
Christmas Day
Labor Day
Last workday immediately preceding New Years Day
Holiday pay is awarded based on employment type not scheduled work hours. Facilities with 24-hour operations, or non45 | P a g e
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standard shift schedules may have different holidays or scheduling provisions. Any holiday falling on Saturday shall be
celebrated on the preceding Friday, and any holiday falling on Sunday shall be celebrated on Monday. To be eligible for
holiday pay, an employee must work the last regularly scheduled workday preceding the holiday, and the first regularly
scheduled workday following the holiday, unless the employee is on approved paid time off.
Holiday Pay
A non-exempt employee required to work on a scheduled holiday, shall be paid holiday pay plus time and one-half (1½)
for actual hours worked on the day the holiday is celebrated. If mutually agreed between the employee and supervisor,
the employee may receive one (1) compensatory day instead of holiday pay.

INSURANCE
Wood County offers our employees plan options with different levels of benefits and premiums. Employees are
encouraged to learn about all available health insurance options and then select the option that best fits their situation.
The Wood County Health Insurance Plan is a self-funded comprehensive major medical insurance plan offered to all
regular full-time and appropriate part-time employees. Upon hire, insurance coverage becomes effective beginning the
first day of the month following sixty (60) days of employment for non-exempt employees and the first of the month
following date of hire for exempt employees. Coverage will cease on the last day of the month that the individual was
actively at work prior to termination of their employment or retirement.
Insurance Plan Enrollment
Wood County offers two (2) different levels of benefits: Single or Family. Employees can sign up for their preferred
coverage option no later than three (3) weeks after their first date of employment. Failure to sign up during that timeframe will result in the employee considered as a late enrollee, and requiring “proof of insurability” related to a Qualifying
Event. Employees are encouraged to contact the Benefits Administrator in the Human Resources Department with any
questions.
Annually, there is an “open enrollment” period. During open enrollment, benefit eligible employees are able to make
changes to their benefit elections including health, vision, and dental insurance, flexible spending enrollment, and life and
disability insurance. Employees will be notified of the open enrollment period in writing, and will have an opportunity to
attend an informational open enrollment meeting to learn of the changes in plans and premiums and to allow employees
the ability to make an informed decision that best meets their needs and the need of their family.
Premiums
Wood County will pay a portion of the premium for medical insurance for full-time employees, or a prorated percentage
for part-time. Participation in the Wood County Wellness Program and completion of the three (3) core activities qualify
employees for an additional Wellness Incentive Premium Discount.
Insurance Benefit While on Approved Leave of Absence
Employees who are on an approved, unpaid leave of absence may continue their insurance coverage provided they pay
fifty percent (50%) of the full premium to the Human Resources Department, by the tenth of each month. Employees are
allowed to participate in this program for a maximum of six (6) months. Upon their return to work, at the time they have
returned for the same duration of the leave of absence, the employee will be reimbursed for the Wood County share of
the insurance premium paid while on leave. Employees will continue to pay their regular premium contribution while on
an approved FMLA leave.
Continuation of Health Insurance Benefits Upon Retirement
Employees retiring from Wood County employment who meet the retirement criteria as defined by WRS are eligible to
continue on the Wood County Health Plan at the defined retiree rates (subject to change annually). Retirees can remain
on this plan until Medicare eligible. Employees who retire without meeting the WRS retirement eligibility criteria may be
able to remain enrolled in the Wood County Health Insurance Plan under the Federal Consolidated Omnibus Reconciliation
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Act (COBRA). For more information see the information below.
Continuation of Health, Dental, Vision Insurance After Termination of Employment
COBRA gives employees certain rights to carry their health insurances forward when they leave an employer. The main
COBRA benefit is that an employee can normally remain on their current health insurance plan, provided they pay the full
premium plus administrative costs. Employees will receive information on their COBRA rights upon termination of
employment.
Dental Insurance
Dental insurance is offered to Wood County employees on a voluntary basis. Employees are responsible for the entire
dental insurance premium.
Vision Insurance
Vision insurance is offered to Wood County employees on a voluntary basis. The premium is subsidized by Wood County.

GROUP TERM LIFE INSURANCE
Life insurance can be a major benefit for families. To help our employees, Wood County offers a group term life insurance
plan. Wood County will pay fifty percent (50%) of the premium cost of the plan for full-time, part-time 80% and part-time
90% employees. Employees may enroll in this plan by returning a completed enrollment form to the Benefits Administrator
in the Human Resources Department by the end of the fifth month of employment (one (1) month prior to the end of the
introductory period as a new employee). The plan is effective the first of the month after 180 days of employment. Late
enrollees may be required to submit evidence of insurability.
Employees may also enroll in a supplemental life insurance plan to cover themselves, their spouse and dependents
under the age of twenty-six (26). For more information, contact the Benefits Administrator in the Human Resources
Department.

POST EMPLOYMENT HEALTH PLAN (PEHP)
Employees hired prior to January 1, 2019 are eligible to take part in this program. The PEHP program offers an excellent
plan to help employees fund their health, dental, vision and disability insurance premiums after retirement. The PEHP
plan allows employees who have completed fifteen (15) consecutive years of service, and who qualify for WRS
retirement benefits to deposit up to one hundred (100) unused sick days in a personal fund to pay future health, dental,
vision or disability insurance premiums. Employees who have their employment involuntarily terminated due to actions
significantly against the best interests of Wood County or for significant violation of an existing policy will not be entitled
to any form of pay out for sick days or for enrollment in the PEHP plan. Wood County Elected Officials are not eligible to
participate in this program.
Eligible employees are automatically enrolled in this program and their sick days are converted to a cash fund the day of
retirement. Starting the first day of retirement, or any time after that, eligible participants may withdraw funds from
the account to reimburse the actual costs of health, dental, vision or disability plans of their choice. Eligible employees
will be given more information regarding their specific account by the Benefits Administrator during the exit interview.

RETIREMENT
Each pay period, Wood County will contribute, at a minimum, the legally required amount to the Wisconsin Retirement
System (WRS) fund for eligible employees. An employee, who works in excess of 1,200 hours in a twelve (12) month period
of time, is normally eligible for participation in the WRS program. In addition to the Employer’s normal share of the
contribution, employees may be required to contribute to the WRS fund.
For more information please contact the WRS at etf.wi.gov.
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SICK DAYS
We understand that occasionally a serious health condition of an employee or their immediate family may cause missed
time at work. Wood County provides regular full and part-time employees with up to twelve (12) sick days per year to use
in those cases.
1. Sick days may be used when an employee must be absent from work because of:
 Illness or injury of the employee.
 Serious illness or injury of an employee’s immediate family where the immediate family member
requires the constant care and attention of the employee. Immediate family for sick day purposes
includes spouse, child, parent, and stepparent.
 Contact with or exposure to a contagious disease causing the employee’s presence to be a risk to
fellow workers.
 Validated reasonable medical or dental attention that cannot be scheduled during non-working hours
2. Each employee (except casuals) shall receive one (1) day of credit for each full calendar month actually worked.
Number of hours accrued are based on employment type not hours actually worked.
3. Sick days shall accrue to a maximum of one hundred (100) days.
4. Wood County may require an employee to submit a medical statement to verify the need for sick days. The
Department Head or Human Resources may require an employee to provide a medical release to return to
work.
5. Sick days shall be granted in no less than one-quarter (1/4) hour units.
6. If using sick time for a partial day, the total amount of sick time and regular hours worked must equal the
number of budgeted hours. Sick time may only be used to cover regularly scheduled hours, up to a maximum
of the employee’s daily or weekly budgeted hours.
7. A full-time employee in his/her introductory period shall accrue sick days during the first six (6) months of
service, but shall only be allowed to use three (3) sick days during those first six (6) months.
8. Employees who were hired before January 1, 2019 and have at least 15 years of consecutive service, and
meet the other criteria, may have up to one hundred (100) accrued sick days deposited in the Wood County
PEHP plan.
9. Unused sick days are lost upon resignation, termination, or death of an employee.
10. An employee will not be paid sick days for any illness or injury which arises from non-Wood County
employment or as a result of contracted work.
11. An employee receiving Workers Compensation or Short or Long-Term Disability payments from a Wood County
Third Party Administrator will not be allowed to receive sick day payments concurrently.
12. Catastrophic Sick Days Account (CSLA): After an employee has reached the maximum accumulation of one
hundred (100) sick days, any additional sick days accumulated thereafter shall be placed in an individual CSLA.
Sick days in the CSLA may only be used when an employee is absent from work because of illness or injury and
the employee’s regular sick days have been exhausted. Upon resignation, termination, or death of an
employee, CSLA shall be forfeited.
13. Part-time employees who work over twenty (20) hours per week will be eligible for a pro-rated sick days benefit
based on total hours of sick days for a full-time employee. Part-time employees working under twenty (20)
hours per week, temporary employees, or seasonal employees will not be eligible for paid sick days. Such
employees should be informed of their ineligibility at time of employment.

SOCIAL SECURITY
The Social Security (FICA) Plan is established and administered by the Federal government to fund the Social Security
program. Both Wood County and the employee make contributions to this fund. Employees can see their contributions
on their paycheck.
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VACATION
Vacation time off with pay is available to eligible employees to provide opportunities for rest, relaxation, and to attend to
personal affairs. Wood County encourages employees to have a work-life balance and use vacation hours to enjoy time
away from work. Employees qualify for and accrue vacation based on their employment type and length of service with
Wood County.
Vacation Accrual
Eligible employees begin accruing vacation upon hire at the annual accrual rates set forth below:
FTE
100%
97%
90%
80%
70%
60%
50%

FTE
100%
97%
90%
80%
70%
60%
50%

0-4
years
80.0
77.5
72.0
64.0
56.0
48.0
40.0

5-9
years
120.0
116.3
108.0
96.0
84.0
72.0
60.0

10-14
years
160.0
155.0
144.0
128.0
112.0
96.0
80.0

15-24
years
200.0
193.8
180.0
160.0
140.0
120.0
100.0

25+
years
240.0
232.6
216.0
192.0
168.0
144.0
120.0

The chart below provides the bi-weekly accrual amounts:
0-4 years
5-9 years
10-14 years
15-24 years
3.06639288
4.59958932
6.13278576
7.66598220
2.97056810
4.45776865
5.94113621
7.42833676
2.75975359
4.13963039
5.51950719
6.89938398
2.45311431
3.67967146
4.90622861
6.13278576
2.14647502
3.21971253
4.29295003
5.36618754
1.83983573
2.75975359
3.67967146
4.59958932
1.53319644
2.29979466
3.06639288
3.83299110

25+ years
9.19917864
8.91553730
8.27926078
7.35934292
6.43942505
5.51950719
4.59958932

Employees will continue to accrue vacation hours until the maximum accumulation of hours is earned, which is two (2)
weeks over the annual awarded hours.
Sheriff’s Department employees who are covered under the Deputies contract will accrue vacation time based on the
language in the current and applicable union contract.
Part-time employees who are budgeted to work over twenty (20) hours per week will be eligible for pro-rated vacation
benefits based on total hours of vacation for a full-time employee. Part-time employees working under twenty (20) hours
per week, casual employees, temporary employees, and seasonal employees are ineligible for vacation benefits.
Vacation accruals are suspended during any approved, unpaid leave of absence, excluding leaves approved under the
Family and Medical Leave Act (FMLA).
Vacation Scheduling
Each department is responsible to approve or deny vacation requests within that department using the scheduling system
that works best for the department. Employees are encouraged to meet with their supervisor for an explanation of how
scheduling works in the department. Wood County reserves the right to adjust vacation schedules based upon work load
variations.
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Vacation Pay
Employees will be paid at their normal rate of pay and normal number of scheduled hours for each vacation day/week. If
an employee’s vacation is interrupted by a death in the family that qualifies for Bereavement Leave, the employee should
discuss with their supervisor if they wish to reschedule the affected vacation days.
All paid vacation time must be exhausted before unpaid time off is approved.
Vacation Donation
Wood County employees will be allowed to donate earned vacation days to other Wood County employees, who are on
approved Leaves of Absence (LOA) and who have exhausted all their available benefit time. Donated time will be paid to
employees at the same schedule as the employee normally works. Donated time does not extend the LOA, or
qualifications for benefits. Other benefit time will not accrue during such days; accruals will be suspended. Employees
must complete the “Vacation Donation Form” to donate hours to either a specific individual employee or to the Banked
Hours Account. For more information, contact the Human Resources Department.
Termination of Employment
In the event of resignation or retirement, or death of an employee, any vacation earned and unused will be paid out on
the employee’s final paycheck.

VOLUNTARY EMPLOYEE ASSISTANCE PROGRAM
As our world becomes more complex, personal and family problems increase and also become more complicated. These
problems, whether emotional, marital, family related, alcohol and drug or psychological, affect more families every day.
Wood County wants to ensure that help is available to assist employees in dealing with these types of problems.
Therefore, we offer an Employee Assistance Program (EAP) that is available to all Wood County employees and their
families. The EAP provides free problem assessment, referral, and/or follow-up consultation. They can also help find
other resources, if necessary, to help employees deal with any issues or problems, including support groups or community
programs.
Participation in the program is voluntary and all contacts with the EAP are confidential. Counselors are available 24 hours
a day. They can be contacted at:
Ascension Employee Assistance Program
Phone: 715-344-6379 or 1-800-540-3758
Email: eap@ascension.org
Website: ascensionWIEAP.org
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ACKNOWLEDGEMENT OF RECEIPT

I,_____________________________________________, acknowledge receipt of the revised “Wood County
Employee Policy Handbook” dated June 1, 2019. Wood County reserves the right to amend, change or delete any or
all of these policies with or without prior notice. I understand that any questions, which may arise from the contents
of this Handbook, can be clarified by contacting the Human Resources Department.
This “Acknowledgement of Receipt”, the attached Handbook and policies and procedures contained therein, are not
intended to, nor do they, constitute any contract of employment, or imply a contract of employment obligating either
the employee or Wood County, except as specified in those policies and procedures.

________________________________________
Signature

____________________________________
Date

________________________________________
Name (Printed)

____________________________________
Department
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