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The employees of Columbia County, the Columbia County Board of Supervisors and the 

committees appointed by the Board, are responsible for delivering services to the citizens of the 

County in a cost effective and efficient manner. Of particular concern are the ill, the aged, the 

youth and those whose social conditions render them most vulnerable. We will measure our 

success against those considerations, ever mindful of the fiscal restrictions imposed by our tax 

levy. 
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I. Introduction 

 

This handbook provides a general explanation of Columbia County’s current personnel 

policies, procedures, and benefits. Each employee is subject to Columbia County’s Ordinances, 

business requirements, rules, and policies. Wisconsin is an at-will employment state and as such 

this handbook is not a contract for, nor a guarantee of, employment, either express or implied.  

 

These provisions apply to all employees, unless otherwise specifically noted herein. This 

handbook is not intended to cover all aspects of employment, as many departments have their own 

set of policies and procedures. Employees will be shown the location of, and given access to, all 

department-specific policies and procedures. This handbook is intended as a supplement and 

contains additional information with which employees must also become familiar. Access to this 

handbook will be provided during orientation for new employees.  

 

The Columbia County Board of Supervisors has the sole discretion to amend, add to, or revoke, 

any or all of these policies, procedures, or benefits, at any time and without prior notice. Columbia 

County reserves the right to: revise, supplement, or rescind any policies or portion of the handbook 

as it deems appropriate, in its sole and absolute discretion. However, in the event that changes are 

made, every effort will be made to communicate them to employees in a timely manner.  

 

This handbook repeals and replaces any prior such handbook(s), and applies to all current 

employees, except as otherwise noted. Should any provision of this handbook be found to be 

unenforceable and invalid, such a finding does not invalidate the entire handbook. If any section 

of this handbook is in conflict with applicable federal, state, or local law the applicable law shall 

prevail. 

 

Throughout this handbook, “County” shall designate Columbia County. The term 

“Department” shall designate any or all of the departments within the County. “SO” shall designate 

the County’s Sheriff Department or the Sheriff’s Office. “CHCC” shall designate the Columbia 

Health Care Center.  

 

II. Equal Employment Opportunity 

 

The County assures equal employment opportunity and affirmative action in the application of 

its personnel administration policies. Discrimination against any person in recruitment, 

appointment, training, promotion, retention, discipline because of race, sexual orientation, gender 

identity, age, political or religious beliefs or affiliations is strictly prohibited.  

 

Discrimination on the basis of age, sex, sexual orientation, gender identity, or physical 

disability is prohibited except where specific age, sex or physical requirements constitute a bona 

fide occupational qualification necessary to perform the essential duties of any given position 

within the County.  

 

The County adheres to and supports the principles set forth by the Americans with Disabilities 

Act as well as all regulations of the State of Wisconsin that pertain to employment practices.  
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III. Introductory Period* 

 

Whenever an individual begins a new job, regardless of whether he or she has just been hired 

by the County or has assumed a new position as the result of an internal transfer, will be subject 

to an introductory period. The length of every introductory period will be eighteen (18) months.  

 

An employee who is not able to meet the expected standards of performance within their 

introductory period will be terminated. If the employee transferred from one position to another 

within the County, the employee will not be able to return to their former position within the 

County, even if the employee is dissatisfied with the new position and/or is unable to successfully 

complete the introductory period.  

 

IV. Performance Evaluations 

 

During their introductory period, an employee will receive formal performance evaluations at 

least every six months, or more frequently if necessary. After their introductory period has been 

successfully completed, an employee’s performance evaluation will be completed on an annual 

basis in the month of his/her service anniversary with the County. 

 

Employees will be evaluated on: 

 

Reliability and Dependability  Attendance 

Initiative/Creativity  Adherence to County Policies 

Working Relationships  Quality of Work 

Productivity  Knowledge of Job 

Abilities  Skills 

Safety Record   

 

The evaluation process is designed to help each employee improve her/his performance by 

focusing on the individual’s knowledge, skills and abilities, and to identify opportunity areas for 

enhanced effectiveness. The evaluation process also provides a chance for employees to discuss 

with supervision her/his career goals and additional training that would be beneficial. 

 

V. Schedule and Compensation 

 

A. The Work Week* 

 

Regular full-time employees have a work week of either 37.5 hours per week (7.5 hours 

per day), or 40.0 hours per week (8.0 hours per day). Each employee’s work week is determined 

by the department in which they work. Part time work schedules vary by assignment and 

department; a supervisor will discuss those work hours. Part time employee schedules are subject 

to change; however, any changes will be discussed prior to their implementation. 

 

 
*
See SO non-sworn section for additional applicable provisions. 
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Columbia County maintains an attendance standard for all employees and employee attendance 

records are reviewed on a regular basis to ensure that employees are in compliance with the 

standard of less than six (6) occurrences of absence in a twelve (12) month period. An 

“occurrence” is defined as an abuse of sick leave, examples of which include, but are not limited 

to, calling in when not truly sick, excessively calling in, calling in when previous requests for time 

off were denied, etc. 

 

B. Compensation 

 

Columbia County’s compensation plan is based on a schedule of pay ranges that consist of 

a minimum and maximum rate of pay for all positions within the county. Each job title’s pay range 

is determined by the complexities of the position and the experience and qualifications necessary 

to perform the job. 

 

C. Overtime* 

 

Occasionally management may find it necessary to extend an employee’s work day. An 

employee’s hourly rate of pay will apply to each hour worked to a maximum of 40 hours per week. 

Any hours worked in excess of forty (40) hours in any given week will be compensated at one and 

one-half (1.5) times the employee’s hourly rate of pay. However, all work performed on Saturdays, 

Sundays, or holidays will be compensated at the overtime rate, regardless of the number of hours 

worked in that week. All overtime must be authorized by the employee’s department head or 

his/her designee. Overtime will not be paid twice for the same hours worked. All overtime pay 

will be included in the pay check following the pay period in which the overtime was worked. 

Vacation, personal holidays, sick leave, paid holidays, and compensatory time used are not 

considered as time worked when overtime is computed. This compensation may come in the form 

of time off or in pay, as determined by department management. 

 

D. Call-in Pay 

 

An employee who is called to work away from home outside of their regularly scheduled 

hours to respond to an emergency or pre-approved situation will be paid at the rate of one and one-

half (1.5) times the normal hourly rate with a minimum of two (2) hours. Any employee who 

receives a call from or about work, authorized by a supervisor, and requiring the employee to 

provide services for the County shall likewise be paid at the rate of one and one-half (1.5) times 

the normal hourly rate with a minimum of two (2) hours. An employee shall not receive additional 

pay for calls received or made concerning the same or unrelated matters within two (2) hours of 

the time that the employee received the first call. “Emergency” shall be defined as a situation that 

endangers public, employee, or building safety/security. 

 

E. Pay Days 

 

Employees are paid every other Friday via direct deposit to the bank of their choice. If a 

scheduled payday falls on a County-recognized holiday, the deposit will be made the day before. 

 
*This section does not apply to CHCC, Highway and Transportation Department, or SO non-sworn, see department-

specific sections for relevant information. 
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 Pay stubs can be found at www.myccg.co.columbia.wi.us under the “Quick Links” tab.  

 

The notification is non-negotiable and provides the following information: rate of pay, the 

hours worked in the current pay period, County paid benefits, benefit deductions, State and Federal 

deductions, voluntary deductions, as well as any remaining accumulated vacation, holidays, 

compensatory time, and sick leave. 

 

F. Foreign Language Translation Pay 

 

Employees who have demonstrated fluency in a language other than English may be 

authorized by their department head to provide foreign language translation services to the County 

outside of their regularly assigned duties. Under this paragraph, employees will be paid five dollars 

($5.00) per hour, in addition to their regular rate of pay, for all hours worked in which they are 

providing foreign language translation services to the County. 

 

VI. Employee Benefits 

 

It is the responsibility of the employee to inform the Human Resources Department of any 

changes in address, marital status, number of dependents, telephone number or insurance 

information. These changes must be recorded within thirty (30) days of the effective date to ensure 

that changes are made in insurance records as applicable, and that items mailed to the employee 

by the County are deliverable. 

 

A. Health Insurance 

 

The County provides health insurance for its employees, with a percentage of the cost paid 

by the employee at a cost determined by the County Board. In the event that spouses are 

concurrently employed by the County, the County will not provide duplicate family insurance 

coverage. Regular part-time employees receive health insurance benefits on a pro-rata basis.  

 

B. Life Insurance 

 

The County participates in the State Group Life Insurance Plan and pays for life insurance 

equal to one year’s earnings for each employee. Employees may opt to purchase additional life 

insurance for themselves or dependents through this plan via payroll deduction. 

 

C. Employee Assistance Program 

 

Columbia County offers an Employee Assistance Program (“EAP”) for all staff and their 

family members. The EAP provider offers one to three sessions of confidential assessment, at no 

cost to the employee, and will provide recommendations for the employee’s after care plan. Any 

employee interested should contact the County’s EAP provider for more information. 

 

D. Unemployment Compensation 

 

County employees are covered by Wisconsin Unemployment Compensation laws. 
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E. Workers’ Compensation* 

 

County employees are subject to the Wisconsin Workers’ Compensation laws. In the event 

of an injury at work the employee must notify their supervisor immediately and complete the Injury 

Report Form. A copy of the Injury Report Form may be obtained from the Human Resources 

Department and must be submitted to the Human Resources Department within 24 hours of the 

injury’s occurrence. When an employee does seek medical attention for an injury that occurred at 

work or on the County’s premises, they must provide the attending physician with a copy of the 

Attending Physician’s Return to Work Recommendation Record (obtained from the Human 

Resources Department) and a copy of his or her job description (also obtained from the Human 

Resources Department and/or the employee’s supervisor). The employee is to request that the 

attending physician return the form to the Human Resources Department as soon as possible. 

  

F. Retirement 

 

County employees are mandatory participants in the Wisconsin Retirement Fund. 

Additional information about the Wisconsin Retirement Fund can be found at www.etf.wi.gov.  

 

G. Post-Retirement Health Insurance Benefits 

 

Individuals who retire from the County prior to reaching Medicare eligibility may continue 

to participate in the County’s group health insurance plan by paying the full premium at the rate 

established by the insurer. 

 

H. Time Off 

 

1. Holidays† 

 

Paid holidays are as follows: 

 

New Year’s Day  Memorial Day 

Independence Day  Labor Day 

Thanksgiving Day  Day After Thanksgiving 

Christmas Eve Day  Christmas Day 

New Year’s Eve Day  Two (2) personal holidays 

 

If a holiday falls on a Saturday, the County will recognize that holiday on the preceding 

Friday. If a holiday falls on a Sunday, the County will recognize that holiday on the following 

Monday. If consecutive holidays fall on a Friday and Saturday, the County will recognize the 

 
*
Following an injury at work, the Sheriff has the sole discretion to assign employees who are limited from performing 

all of their job duties to limited or light duty assignments as specified in the Sheriff’s Office Policy and Procedure 

Manual. 
†CHCC, the Highway and Transportation Department, SO non-sworn employees, and the Solid Waste Department all 

have a different holiday schedule, see department-specific sections for more information.  

 

http://www.etf.wi.gov/
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Saturday holiday on the following Monday. If consecutive holidays fall on Sunday and Monday, 

the County will recognize the Sunday holiday on the preceding Friday. 

 

The two personal holidays do not roll over and must be utilized before December 31 of 

each year. Utilization of the personal holidays must be scheduled in advance, with prior approval 

by department management. Employees who are hired and begin their employment with the 

County on or after November 1 shall not be eligible for the two personal holidays for the remainder 

of the calendar year. 

 

An employee that resigns or is terminated for cause prior to thirty (30) days of employment 

will not be eligible for a payout of any unused personal holiday time.  This provision applies to all 

County Employees regardless of the amount of personal holiday time they receive or the 

department they work in. 

 

2. Vacation* 

 

An employee earns paid vacation days based on their anniversary date, in accordance with 

the following schedule: 

 

Full Years of Continuous Employment Weeks of Total Vacation 

At hire 1  

6 months 1 

1-4 2 

5-11 3 

12-17 4 

18-24 5 

25+ 6 

 

Department Heads will receive four (4) weeks of vacation in the year in which they are 

hired. In subsequent years, Department Heads will earn four (4) weeks of vacation on the 

anniversary date of his/her hire as a Department Head. After eighteen (18) years of employment, 

Department Heads will receive vacation according to the schedule shown above. Vacation benefits 

that were approved for specific department heads prior to January 1, 2012, as a condition of hire 

or continued employment shall remain in full force and effect. 

 

Earned vacation shall be used in the anniversary year following that in which it was earned. 

Vacation not used within the anniversary year after which it has been earned will automatically be 

carried over into the next anniversary year, but that vacation must be used within ninety 90 days 

from the date it is carried over. If it is not used within ninety (90) days, the vacation will be lost. 

 

Department management is responsible for scheduling vacations and personal holidays for 

the department’s staff, while also ensuring the most efficient operation of their department. Length 

of employment shall not be used to schedule vacations or personal holidays in such a way that 

advantages some employees over others. 

 
*See provisions for the calculation of vacation and administration of its usage in the department-specific sections for 

CHCC, Highway and Transportation Department, and SO non-sworn employees. 
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Employees must be employed at least six (6) months and give two (2) weeks written notice 

to be eligible for vacation payout upon resignation. Department heads are required to provide thirty 

(30) days written notice.  All hourly employees and other exempt employees must give notice at 

least fourteen (14) days prior to the effective date of their resignation. 

 

3. Compensatory Time Off*† 

 

Current compensatory time will not exceed 40 hours at any given time. Any accumulations 

over that maximum will be paid out as overtime and have a direct impact on the budget of each 

department. 

 

Compensatory time off may be taken in fifteen (15) minute increments, up to the allowed 

maximum of forty (40) hours. However, as with all time off, use of compensatory time must be 

approved by the department head or his/her designee. Compensatory time off may be used in 

conjunction with other paid time off, with the approval of department management. Management 

has the right to direct employees to use accumulated compensatory time. Additionally, CHCC 

employees are barred from using compensatory time on the weekends.  

 

4. Sick Leave 

 

Eligible county employees earn sick leave at the rate of one (1) working day per month, or 

major fraction based on hours worked, up to an accumulated one hundred twenty (120) days.‡ To 

be eligible for sick leave, employees must be classified as full-time or regular part-time. This 

accumulation begins on the employee’s first day of employment. 

 

When an employee is going to be absent from work for any reason, he/she is to notify 

management as early as possible on the first day of absence so that arrangements can be made to 

ensure that the tasks for which the employee is responsible will be completed as required. Sick 

leave will be granted when an employee must be absent for work for the following reasons: 

 

• The illness or disability of the employee, employee’s dependent child, or a family 

member for whom the employee has caregiving responsibilities, including maternity; 

 

• Reasonable medical or dental attention of the employee, employee’s dependent child, 

or a family member for whom the employee has caregiving responsibilities, that 

cannot be scheduled during non-work hours; 

 

• In conformance with Federal and State Family Medical Leave laws. 

  

An employee who uses four (4) or more days of consecutive sick leave is required to submit 

a written statement issued by a licensed medical practitioner to substantiate the medical reason for 

 
*Compensatory time for the SO non-sworn employees is calculated differently, see department-specific provisions for 

more information. 
†
Employees of the Highway and Transportation Department are not entitled to compensatory time. 

‡ SO is calculated at a rate of eight (8) hours per month, up to an accumulation of nine hundred sixty (960) hours. 
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the absence.§ An employee who has been hospitalized for any reason or who has undergone a 

surgical procedure is required to submit a physician’s statement that indicates the employee is able 

to return to work. This is required if the employee is cleared to return to work on either a full-time 

or part-time basis; and the statement must indicate the terms under which the employee is able to 

resume his or her duties. 

 

If a paid holiday falls midweek, or if an employee schedules a mid-week holiday and/or a 

vacation of several days and calls-in sick on either the day(s) before or after the scheduled vacation 

or holiday, he/she will be required to submit a statement from a physician or a licensed medical 

practitioner to substantiate the illness. This may also be true for absences on the day before or after 

a scheduled vacation of any length. 

 

Department management may require a doctor’s note for single day absences, at their 

discretion, anytime it appears that the County’s Sick Leave Policy is being abused.  

 

Additionally, employees who use sick leave between their date of resignation and their 

last day of work must provide a physician’s note for all sick leave usage.  If a note is not 

provided, different benefit time must be used.  If the employee does not have any benefit time to 

use other than sick leave, the hour(s) or day(s) will be unpaid. 

 
Unused sick time will accumulate from year to year in an employee’s sick leave account 

to a maximum of one hundred twenty (120) days. One hundred percent (100%) of the sick time 

balance will be paid to the employee at the time of retirement or to the employee’s estate in the 

event of death. 

 

5. Sick Leave Incentive Holiday 

 

Employees who use no sick leave allowance in a calendar year will earn one (1)† additional 

personal holiday, known as the Sick Leave Incentive Holiday, to be taken in the following calendar 

year. Use of the Sick Leave Incentive Holiday shall be scheduled in the same manner as all other 

personal holidays. Additionally, the Sick Leave Incentive Holiday must be used within the 

calendar year in which it was earned and it will not be paid out. 

 

6. Donated Sick Leave 

 

With the approval of the department head and the Human Resources Committee, an 

employee may donate up to five (5)‡ unused sick leave days to a fellow employee who has 

exhausted all other paid benefits. 

 

In order to donate time, an employee must have been employed with the County for at least 

one (1) year. Upon the acceptance of an employee’s retirement or resignation, that employee shall 

 
§The Highway Department requires a doctor’s note for any two or more consecutive sick days. 
†SO employees earn an additional 8 hours of paid time off as their Sick Leave Holiday if they typically work an 8 

hour schedule.  SO employees earn an additional 12 hours of paid time off as their Sick Leave Holiday if they typically 

work a 12 hour schedule. 
‡SO employees may donate up to 40 hours of unused sick leave. 



11 | P a g e  

 

be barred from donating any of their accumulated sick leave. The donation of sick leave does not 

affect an employee’s ability to earn the Sick Leave Incentive Holiday. 

 

7. Family Medical Leave 

 

Any questions about FMLA should be directed to the Human Resources Department. 

 

8. Military Leave 

 

Employees who are called for military duty will be granted a Military Leave of Absence. 

Where the salary paid to the employee for such military duty is less than an employee’s County 

salary, the County shall reimburse the employee for the loss occasioned by such difference in pay. 

The employee’s position will be available for him/her upon return from military service, provided 

that the employee is still able to perform the duties of their position. The employee who has been 

on a Military Leave of Absence will be returned to a position that is similar in responsibilities, 

status and pay, with the understanding that salary advancement will not be interrupted by the 

military leave of absence. The employee must return to work at the County within the time frame 

agreed upon by the employee and department management.  

 

9. Bereavement Leave 

 

Paid time off is granted to an employee in the event of a death in his/her family in the form 

of Bereavement Leave. Bereavement Leave shall be taken within six (6) months from the date of 

death. If available, compensatory time, personal days, vacation time, or sick leave may be used to 

extend bereavement leave, with management approval. 

 

“Parent” shall include a biological, adoptive, step, or foster parent. Additionally, when a 

marriage is dissolved by death, the employee will continue to receive Bereavement Leave benefits 

in accordance with the below chart as if the deceased spouse was still living. 

 

The length of paid time off to which an employee entitled is specified as follows: 

 

BEREAVEMENT LEAVE POLICY 

 

Days of Leave for 

Employees 

 

Based on Relationship to 

Employee 

 

Based on Relationship to 

Employee’s Spouse 

  

Spouse 

 

 Children Parent 

5 Days* Parent Children 

 Son-in-law  

 Daughter-in-law  
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3 Days† 

 

Brother 

Sister 

Grandparents 

Grandchildren 

Brother-in-law 

Sister-in-law 

 

Son-in-law 

Daughter-in-law 

Grandchildren 

 

 

 

1 Day‡ 

 

Nephew  

Niece  

Uncle  

Aunt  

Step relatives  

Great grandparents 

 

 

Grandparents 

Step relatives 

Great grandparents 

*Jailers and Dispatchers receive 40 hours. 
†Jailers and Dispatchers receive 24 hours. 
‡Jailers and Dispatchers receive 12 hours, CHCC receives 8 hours 

 

10. Accommodation for Religious Beliefs 

 

The County will endeavor to make reasonable accommodations for an employee to observe 

conscientious religious beliefs. The employee should notify the Department Head in a timely 

manner, preferably at least fifteen (15) days in advance, of such religious observance, in order to 

ensure that the employee’s duties will be covered in his/her absence. This accommodation will be 

without pay unless paid benefit time is used. 

 

11. Jury Duty 

 

If an employee receives a summons for jury duty, his or her supervisor should be notified 

immediately. Time off will be granted, and if the employee turns over the jury duty pay to the 

County, the employee will continue to receive his/her County pay. Additionally, employees are 

entitled to keep the portion of the check that covers mileage. Should an employee choose to use 

benefit time to serve on a jury, he/she may keep both the mileage and the jury service portions of 

the check received for their service.  

 

12. Subpoenas 

 

If an employee is subpoenaed to appear in Court as a result of his or her employment with 

the County, his or her supervisor should be notified immediately. Time off will be granted, and if 

the employee turns over the witness pay to the County, the employee will continue to receive their 

County pay. Additionally, employees are entitled to keep the portion of the check that covers 

mileage. Should an employee choose to use benefit time in order to appear for a subpoena, he/she 

may keep both the mileage and the witness pay of the check received for their service. If the 

employee receives notification that the subpoena has been canceled by 4:30 p.m. on the day before 
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they are required to appear in court, the employee must report to work as they normally would the 

following day. 

 

However, if an employee is subpoenaed as a witness for any reason other than a work-

related incident in which he/she was involved or witnessed as a result of his/her employment, the 

employee must take benefit time, excluding sick time, to comply with the subpoena. 

 

13. Unpaid Time Off  

 

Once all other leave has been exhausted, Department Heads may authorize unpaid time off, 

up to forty (40) hours, per calendar year. Any additional unpaid time off after those forty (40) 

hours have been exhausted may be granted by the Human Resources Committee, by a majority 

vote.  Employees on an unpaid leave of absence will not accumulate any benefit time (such as 

vacation time, sick time, comp time), or be entitled to paid holidays, and will be responsible for 

paying the full costs of any County-sponsored benefits in which they participate (such as, but not 

restricted to, group health insurance, long term disability, short term disability, accident, hospital 

indemnity, critical illness, and group life insurance). 
 

Additionally, the Executive Committee has superseding authority over any decision made 

by the Human Resources Committee. However, the Executive Committee’s superseding authority 

is not authorized until the Human Resources Committee approves a County employee’s unpaid 

time off request that is more than five (5) business days in a calendar year. 

 

VII. Maintaining a Safe and Comfortable Workplace 

 

A. Drug, Alcohol, and Tobacco Policy 

 

It is the policy of the County to maintain a drug-free, alcohol-free, and tobacco-free 

workplace for its employees. Drug and alcohol use both on and off the job can threaten an 

employee’s personal well-being and safety as well as the safety of other County employees and 

the public. Employees must report to work free from any substances that could inhibit his/her 

ability to perform his/her duties. Failure to comply with this policy may lead to disciplinary action 

up to an including dismissal. 

 

The County prohibits the use or possession of alcohol, illegal drugs or any controlled 

substance other than the employee’s own prescription medications on County time or on or in 

County property. Possession, use of, or being under the influence of any of the above on County 

time or premises is grounds for immediate dismissal.  

  

As required by the Drug Free Workplace Act, Public Law 100-690, Title V, Subtitle D, 

employees are hereby notified that the unlawful manufacture, distribution, dispensing, possession 

or use of a controlled substance, alcohol or drug paraphernalia is strictly prohibited in the 

workplace. Furthermore, pursuant to this Act, employees are required to abide by the Drug and 

Alcohol-Free Workplace Policy, as a condition of employment, and notify the County (immediate 

supervisor, department head or the Human Resources Director) of any criminal drug statute 
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conviction for a violation occurring in the workplace no later than five (5) days after such 

conviction. 

 

Note: An employee who voluntarily admits to having a problem and requests assistance 

with a drug and/or alcohol rehabilitation program prior to the County identifying a drug or alcohol 

problem on the job will be granted any necessary leave of absence (without pay) to participate in 

such a program. Such leave of absence will be available to an employee only one (1) time and will 

be conditional on the employee’s full compliance with the terms of the rehabilitation program. No 

disciplinary action will be taken for an employee’s use of drug or alcohol if/when the employee 

comes forward prior to the County identifying a drug or alcohol problem on the job. However, 

employees may be disciplined for drug or alcohol related conduct.  

 

Employees who do request such assistance will be given, in writing, a complete explanation 

of the processes in which the County will use to aid in the employee’s recovery and to determine 

her/his ability to return to employment with the County. Failure to acknowledge the receipt of 

such information will lead to the denial of the employee’s request for a leave of absence to 

participate in a rehabilitation program. 

 

B. Testing for Controlled Substances and Alcohol 

 

If management determines that an employee has exhibited behavior that may be associated 

with a person under the influence of drugs or alcohol or if the employee has been involved in an 

on-the-job accident or other work-related incident in which drug or alcohol abuse may be a 

contributing factor, the County reserves the right to require an employee to undergo a blood test 

and/or urinalysis to determine the presence or absence of alcohol or drugs in his/her system. The 

screening will be done in conformance with established Federal guidelines. Refusal to cooperate 

with this policy will be grounds for immediate dismissal. 

 

It is a condition of employment that employees abide by the Drug and Alcohol-Free 

Workplace Policy and notify the County (the employee’s immediate supervisor, department head 

or the Human Resources Director) of any criminal drug statute citation or arrest for a violation and 

no later than five (5) days after such offense. 

 

An employee who is required to undergo such screening will receive, in writing, a full 

explanation of the drug and alcohol screening protocol that will be followed. Failure of the 

employee to acknowledge the receipt of such information will also be subject to immediate 

dismissal.  

 

For the purpose of this policy and related Federal Regulations, the County will utilize a 

minimum of a five-panel drug screen consisting of the following drugs: 

 

• Tetrahydrocannabinol (Marijuana drug) 

• Cocaine 

• Amphetamines 

• Opiates (including heroin) 

• Phencyclidine (PCP) 
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In the instance where there is reason to believe an employee is abusing a substance other 

than the five drugs listed above, the County reserves the right to test for additional drugs under the 

County’s own authority using standard laboratory testing protocols. 

 

C. Prescription Drug Usage * 

 

If an employee is taking any legally prescribed medication, therapeutic drug, or any non-

prescription drug which contains any measurable amount of alcohol or which carries a warning 

label that indicates the employee’s mental functioning, motor skills or judgment may be adversely 

affected by the use of this medication and the employee holds a position that affects public safety 

such that their inability, or an impaired ability, to perform essential functions would result in a 

significant risk of substantial harm to the health or safety of the individual, or others, the employee 

must notify his or her supervisor before performing any work-related duties. The supervisor is then 

required to file a written report of the notification with their department head. 

 

It is the employee’s responsibility to fully inform their physician of their job duties, such 

that the physician made make an adequate determination as to whether any prescribed substance 

could interfere with the safe and effective performance of the employee’s duties or the operation 

of County equipment.  

 

However, as required by the Federal Regulations, any employee who uses or possesses 

medication containing alcohol while on duty or who tests positive for alcohol, will be removed 

from his/her position and subject to the provision of this policy, even though the reason for the 

positive alcohol test is that the employee’s prescription or nonprescription medication contains 

alcohol. 

 

A legally prescribed drug is defined as one where the employee has a prescription or other 

written approval from a physician for the use of the drug in the course of medical treatment. The 

prescription must include the patient’s name, the name of the substance, quantity/amount to be 

taken, and the period of authorization. The misuse or abuse of legal drugs while performing County 

business is prohibited by County policy. (Note: This section does not apply to Sheriff’s Non-Sworn 

Staff. Separate policies established by the Sheriff apply.) 

 

D. Confidentiality of Records 

 

The County respects the confidentiality and privacy rights of all of its employees. 

Accordingly, the results of any test administered under this policy and the identity of any employee 

participating in the County’s EAP or other assessment or treatment program will not be revealed 

by the County to anyone, except as required by law. The County will release an employee’s records 

as directed by the express written consent of the employee authorizing the release. In addition, the 

County will ensure that any lab or agency used to conduct testing under this policy will maintain 

the confidentiality of employee test records. However, the lab or testing agency will disclose 

information related to a positive drug or alcohol test of an individual to the department head or 

Human Resources Director. The department head or Human Resources Director may disclose this 

 
*SO non-sworn employees have a different policy, see department-specific section for more information. 
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information to the employee or to the decision maker in a lawsuit, grievance or other proceeding 

by or on behalf of the individual which arises from any action taken in response to a positive drug 

or alcohol test; or as required by law, including court orders or subpoenas. 

 

VIII. Standard of Conduct 

 

County employees are subject to the Code of Ethics, found in Chapter 3 of the County 

Ordinances. Employees will maintain a standard of conduct that enhances the efficiency and 

effectiveness of the services they deliver to the County’s citizens and taxpayers. 

 

The County is committed to maintaining a workplace that is free from discrimination and 

any form of harassment or retaliation. Federal and State laws prohibit employment discrimination 

of the basis of race, color, religious or political beliefs, creed, age, sex, disability, national origin 

or sexual preference. Among these prohibitions is the harassment of fellow employees. 

 

No employee will be subjected to behavior that is personally offensive and all employees 

are responsible for maintaining a workplace that is free from harassment, intimidation, retaliation 

or threats of any kind. 

 

County employees are required to dress appropriately for their position, and to always 

maintain a professional attitude while carrying out their duties. 

 

A. Prohibited Conduct* 

 

The following is a non-inclusive list of prohibited conduct: 

 

• Harassment, which is defined as engaging in persistent, repetitive, hostile 

and unwanted conduct which has the purpose or effect of violating an 

individual's dignity or which creates a hostile work environment. 

 

• Retaliation for harassment complaints, which includes, but is not limited 

to, disciplining, changing work assignments, providing inaccurate 

information or refusing to cooperate with any employee because that 

individual has complained about or has resisted harassment, or intentionally 

pressuring another employee, falsely denying, lying about or otherwise 

covering up or attempting to cover up any such conduct as outlined above 

is strictly prohibited and any employee at any level who engages in such 

conduct will bear the full responsibility of such unlawful conduct. 

• Discrimination, which is defined as treating someone inequitably or with 

bias due to their age, race, sex, religion, sexual preferences, ethnicity, or 

cultural background.  

 
*
Detailed information on Prohibited Conduct for SO employees is included in the Sheriff’s Policy and Procedures 

Manual that is accessible and signed off by each employee in the Sheriff’s office. 
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• Creating a hostile work environment, which is defined as intimidating, 

harshly criticizing, refusing to cooperate, or deliberately withholding 

information necessary for another employee to accomplish the duties 

assigned to that employee, or evaluating the work of an employee not under 

his or her supervision. 

• Bullying, which is defined as the repeated, health-harming mistreatment of 

one or more persons, by one or more perpetrators, and includes abusive 

conduct that is threatening, humiliating, intimidating, interferes with a 

person’s ability to complete their work, and/or verbal abuse. 

• Physical contact of a degrading, demeaning, or sexual nature, which 

includes, but is not limited to, punching, hitting, slapping, rape, battery, 

molestation or attempts to commit any such assaults; intentional physical 

conduct that is offensive or sexual in nature, such as touching, pinching, 

patting, grabbing, brushing against another’s body, or poking another’s 

body.  

• Propositions, unwanted sexual advances or other sexual comments, 

which includes, but is not limited to, sexually oriented gestures, remarks, 

noises, jokes or comments; preferential treatment or promises of 

preferential treatment in exchange for sexual favors; subjecting, or 

threatening to subject anyone to unwelcome sexual attention; displaying or 

distributing materials that may be offensive to others because they may be 

viewed as being sexually suggestive, demeaning or pornographic; bringing 

into the workplace or possessing any such material to read, display or view 

at work, except as required by the criminal justice system. 

 

• Assault. 

• Possessing alcohol or illegal drugs in the workplace. 

 

• Bringing weapons into the work place (except as required by the criminal 

justice system). 

 

• Reporting to work under the influence of alcohol or illegal drugs. 

 

• Misappropriation of County funds or property. 

 

• Use of County property or resources for personal gain. All records of 

the County’s business, its income/receipts, expenditures/outlay, operations, 

projects, plans and employees are the property of the County and cannot be 

removed from County-owned or leased property. 
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• Falsification of County records or causing County records to be 

falsified. 

 

• Disclosure of confidential records or information. 

 

• Willful misconduct or insubordination. 

 

• Hindrance of the regular operation of his/her department because of 

unauthorized absence or tardiness. 

 

• Refusing to take a required drug and/or alcohol test, or providing false 

information in connection with such a test of falsifying test results 

through tampering, contamination, adulteration or substitution. 

 

• Fraudulent use or abuse of sick leave benefits. 

 

• Failure to notify his/her supervisor or manager of absence or tardiness. 

 

• Taking for personal use a fee, gift or other thing of value in connection 

with his/her job responsibilities. 

 

• Theft of goods from any other employee or client with whom the 

employee has contact. 

 

• Endangering his or her own safety or that of others through non-

compliance with established safety procedures or carelessness in the 

performance of his/her job responsibilities. 

 

• Abusive behavior toward other employees or the public. 

 

• Willful misconduct or the refusal to carry out the work assignments or 

instructions given by the work unit supervisor, department head, or a 

County official who has lawful authority over the employee. 

 

• Providing incorrect or fraudulent information on any County forms, 

including (but not limited to) all those associated with employment, 

Workers’ Compensation reports, or medical/dental information that 

may result in unwarranted benefit payments. 

 

• Drinking intoxicating beverages, using controlled substances, or 

engaging in illegal gambling while on the job or on County property. 

 

• Destruction or waste of County property, either intentionally or as the 

result of engaging in unlawful or hazardous activity. 
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• Aiding or abetting another employee who engages in any form of 

prohibited conducted. 

 

B. Prohibited Conduct for Commercial Motor Vehicle Operators 

 

In addition to the prohibited conduct listed above, all employees who operate a commercial 

motor vehicle on a full time, casual, intermittent or occasional basis are prohibited from engaging 

in the following conduct, pursuant to Federal Regulations (49 C.F.R. Parts 40 & 381) of the 

Omnibus Transportation Testing Act of 1991: 

 

1. Reporting for duty or remaining on duty requiring the performance of safety-sensitive 

functions while having an alcohol concentration of 0.02 grams of alcohol in 210 liters of 

that person’s breath or greater; 

 

2. Being on duty or operating a commercial motor vehicle while possessing alcohol, or using 

alcohol while performing safety-sensitive functions. Note: Federal Regulations include 

non-prescription and prescription medications containing alcohol in the substances banned 

from use or possession in the workplace. Therefore, employees should not report for duty 

while using or possessing prescription medication if such medication contains any 

measurable amount of alcohol; 

 

3. Performing safety-sensitive functions within four (4) hours after using alcohol; 

 

4. Using alcohol within eight (8) hours following an accident, if the employee was required 

to be tested, unless an earlier test results in a reading of less than 0.02 grams of alcohol in 

210 liters of that person’s breath; 

 

5. Reporting for duty or remaining on duty requiring the performance of safety-sensitive 

functions when using any controlled substance, unless the use is pursuant to the instructions 

of physician who has advised the driver that the substance does not adversely affect the 

driver’s ability to safely operate a commercial motor vehicle; 

 

6. Reporting for duty, remaining on duty or performing a safety-sensitive function if the 

employee tests positive for controlled substances; or 

 

7. Refusing to submit to any alcohol or drug testing required by this policy. Note: A “safety-

sensitive function” is defined as any of the following on-duty functions: 

 

a. All time waiting to be dispatched. 

 

b. All time inspecting, servicing or conditioning any commercial motor vehicle. 

 

C. Penalties for Misconduct 

 

Any employee who has threatened to assault or actually assaulted another individual, 

whether or not that assault is of a sexual nature, will be suspended immediately, without pay and 
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an investigation into the circumstances will be conducted. Upon completion of the investigation, 

if the allegations prove to be true, the employee will be discharged for misconduct immediately. 

 

An employee who is in possession of, uses, or is under the influence of alcohol, illegal 

drugs, or any controlled substance other than his/her own prescription medication on County time 

or premises will face immediate dismissal. 

 

An employee who brings alcohol, illegal drugs, or weapons in to the workplace (except as 

required by the criminal justice system) will be suspended immediately, without pay and an 

investigation into the circumstances will be conducted. Upon completion of the investigation, if 

the allegations prove to be true, the employee will be discharged for misconduct, unless there are 

extenuating circumstances. 

 

The disciplinary steps taken for any other acts of misconduct will depend on the nature and 

severity of the misconduct. Disciplinary steps can include, but are not limited to: verbal warnings, 

written warnings, suspensions with or without pay, and/or termination of employment with the 

County. Department heads and management reserve the right to skip any and all steps, and move 

directly to termination, if they deem such action as necessary, and the Human Resources 

Department agrees with that decision. 

 

D. Reporting Prohibited Conduct 

 

If any employee feels he or she has been subjected to any type of prohibited conduct or has 

witnessed such conduct, the employee should immediately report the incident to management. This 

policy applies even if it was not specifically directed toward the employee. If the complaint is 

against the employee’s immediate supervisor, the incident may be reported to the Human 

Resources Director, or to another member of management with whom the employee feels 

comfortable. Anyone who is aware of an incident of harassment or discrimination is responsible 

for reporting it to the Human Resources Director, who will immediately investigate the matter. If 

such conduct is not reported by either the employee who was subjected to it or an employee who 

witnessed such conduct both/all parties may be disciplined.  

 

Records of oral and written warnings will become a permanent part of the employee’s 

personnel file and will be removed only upon termination, retirement, or death. 

 

IX. Personnel Records *†‡ 

 

Most employee records are kept in the Human Resources Department. These personnel files 

are available only to the employee, the employee’s supervisors and department management, and 

the Human Resources Department. Employees may, upon written request, review their files on an 

annual basis. The file includes: 

 
*CHCC personnel records are stored at its business location. 
†The Highway and Transportation Department retains each employee’s D.M.V. records, drug testing data and health 

records, all other records are kept with the Human resources department. 
‡SO retains employee health, training, and internal investigation records, all other records are kept with the Human 

Resources Department. 
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• Application for Employment 

• Performance Evaluations 

• Applications for various benefits, such as health insurance 

• Payroll and tax information 

• Disciplinary records 

 

X. Employment Verifications, Reference or Credit Checks 

 

All requests for employment information or verification of employment, whether made by 

telephone or in writing, must be referred to the Human Resources Department. This policy applies 

to inquiries regarding both present and former employees. 

 

It is the County’s policy to release only the individual’s dates of employment and job title. 

No information regarding performance evaluations or reasons for termination (if applicable) will 

be made available. 

 

If a current or former employee wishes to have additional information regarding his/her 

employment history released, he/she must submit a written authorization to that effect, to the 

Human Resource Department. 

 

XI. Job Opportunities Within the County 

 

Available positions for employment are posted across the County, including on the 

County’s website. External recruiting for those positions will also be conducted.  

 

All qualified applicants will undergo the same hiring process which will include: 

 

• The submission of an application or resume; 

• Interviews; 

• Applicable testing; and 

• Background/reference checks. 

 

If an internal candidate is selected for the position and accepts the job, it is with the 

understanding that there will be a new introductory period of employment in the new position, and 

that there will be no guaranteed option of returning to the employee’s former position. The length 

of the introductory period is based on the complexities of the position, and will be the same for 

whoever is selected for the position. 

 

XII. Technology in the Workplace 

 

All employees are expected to become familiar with the resources available to them and to 

participate in internally offered training courses that will enhance skills and job performance. 

 

For specific policies regarding access to the County’s computer system, internet access, 

and email, contact Management Information Services. 
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A. Telecommuting 

 

Columbia County is local government entity and as such is primarily an in-person, service 

orientated organization. Columbia County does consider telecommuting to be a viable, flexible 

work option when both the employee and the job are suited to such an arrangement. Telecommuting 

may be appropriate for some employees and jobs but not for others. Accordingly, telecommuting 

is not available on a regularly scheduled basis and is not an option available to every employee. 

Occasional telecommuting may be allowed; employees may work at home or in a satellite location 

for part of their workweek with prior approval from their Department Head.  If an employee needs 

to work from home for three (3) days or more in a pay period, they must also get approval from the 

Human Resources Committee. The County Board Chair may also approve remote work requests in 

emergency situations. Occasional work off-site, including work while traveling on County business, 

does not constitute telecommuting. Telecommuting is not an entitlement and in no way changes the 

terms and conditions of employment with Columbia County.  

 

Eligibility: 

 

Before entering into any telecommuting agreement, the employee and supervisor, must 

receive written approval from their Department Head. Once approval has been received the 

employee and supervisor will evaluate the suitability of such an arrangement, taking into 

consideration the criteria outlined below. 

 
Generally, requests to telecommute may be considered when: 

 

• The employee's duties may be fulfilled within the telecommuting structure. 

• Telecommuting fits with the needs of the department. 

• The employee has demonstrated sustained high performance, and the manager 

believes the employee can maintain the expected quantity and quality of work 

while telecommuting. 

• The department can maintain quality of service and operations for clients, 

employees, and members of the community. 

 

Generally, requests to telecommute should not be considered when: 

 

• The job requires the employee's physical presence or telecommuting would 

impair the department's efficiency. 

• The employee's current job duties require frequent supervision, direction or input 

from others who are onsite. 

• The employee's job duties require that the employee provide frequent 

supervision, direction or input to other employees who are onsite. 

• The employee's performance appraisals do not indicate sustained high 

performance or the ability to work independently. 

• The employee is on a Performance Improvement Plan (PIP), Corrective Action 

Plan, or has any verbal or written warnings within the past two (2) years. 
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Telecommuting Agreement: 

 

Employees interested in telecommuting should review Management Information Services 

(MIS) Telecommuting policy and complete the “Telecommuting Request/ Agreement Form.” The 

form can be found in the Telecommuting policy or by requesting one from the Human Resources 

Office.  

 

Employees should discuss the policy with their direct supervisor and Department Head. 

The employee and supervisor will complete the Telecommuting Request/Agreement Form and 

return a copy to Human Resources and Management Information Services (MIS).  The Human 

Resources department will work with the Department Head and Management Information Services 

(MIS) when reviewing the request.  The request must be approved by the Department Head, 

Human Resources, and Management Information Services (MIS) prior to remote access or 

telecommuting.  Under no circumstances is a person permitted to work remotely without prior 

permission. 

 

The Telecommuting Request/Agreement Form is required and will be placed in the 

employee’s personnel file. 

 

The telecommuting agreement may be modified or terminated at any time.  Every effort 

will be made to provide 30 days’ notice of such change to accommodate commuting, childcare 

and other issues that may arise from the termination of a telecommuting arrangement. There may 

be instances, however, when no notice is possible. 

 

Telecommuting agreements must be renewed annually, and an updated agreement will be 

placed in the employee’s personnel file. 

 

Expectations: 

 

Employees telecommuting are expected to follow all County and departmental policies and 

procedures. 

 

Employees who telecommute are expected to work their agreed upon hours and schedule, 

to be fully accessible during those hours, and to attend meetings and appointments in person as 

necessary or required. 

 

Columbia County will not be responsible for costs associated with the setup or 

maintenance of the employee’s home office, such as remodeling, furniture, lighting, 

heating/cooling, nor for repairs or modifications to the home office space. The County will not 

be responsible for operating costs, home maintenance, or any other incidental costs associated 

with the use of the employee's residence for a telecommuting location. 

 

The County will not be liable for damages to the employee's property resulting from 

participation in the telecommuting program. 
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Telecommuting is not designed to be a replacement for appropriate childcare. Although an 

individual employee’s schedule may be modified to accommodate childcare needs, the focus of 

the arrangement must remain on job performance and meeting department demands. 

 

Employees agree to not perform non-work activities, including basic homemaking tasks 

such as dishes, laundry, etc. during the times defined as when the employee is participating in the 

county’s telecommuting program.  The employee agrees to take personal leave time to 

accommodate personal activities at his/her home and must notify the supervisor of this leave time. 

 

Equipment:   

 

The County will maintain equipment supplied by the County. The employee will maintain 

equipment supplied by the employee, if deemed appropriate by Columbia County.  Columbia 

County accepts no responsibility for damages or repairs to employee-owned equipment. The 

County reserves the right to make determinations as to appropriate equipment, subject to change 

at any time. Equipment supplied by the organization is to be used for business purposes only.  

 

Employees are required to provide broadband internet connectivity at their own expense.  

If technical support is needed, please know, the Helpdesk may not be able to support your home 

network/wireless/Internet. 

 

The employee shall use a county-provided VPN account while telecommuting. 

 

The employee may connect to their normal office PC from a County issued PC via VPN 

while telecommuting. 

 

Columbia County will supply the employee with appropriate office supplies (pens, paper, 

etc.) as deemed necessary. 

 

Security: 

 

Consistent with the organization’s expectations of information security for employees 

working at the office, telecommuting employees will be expected to ensure the protection of 

confidential and citizen information accessible from their home office. Steps include the use of 

locked file cabinets and desks, regular password maintenance, and any other measures appropriate 

for the job and the environment. 

 

Safety: 

 

Employees are expected to maintain their home workspace in a safe manner, free from 

safety hazards. Injuries sustained by the employee in a home office location and in conjunction 

with their regular work duties are normally covered by the Columbia County’s workers’ 

compensation policy. Telecommuting employees are responsible for notifying the County of such 

injuries in accordance with Columbia County’s Accident Reporting Policy.  

 

The employee is liable for any injuries sustained by visitors to their home worksite. 
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Meetings with clients and or visitors conducting business will not be held in the 

employee's telecommuting location. 

 

By participating in the telecommuting arrangement, the employee agrees to hold the 

County harmless against any and all claims including injuries to others at the telecommuting 

location. 

 

Time Worked: 

 

Telecommuting employees who are not exempt from the overtime requirements of the Fair 

Labor Standards Act will be required to accurately record all hours worked using their 

department’s standard procedure.  Hours worked in excess of those scheduled per day and per 

workweek require the advance approval of the telecommuter’s supervisor. Failure to comply with 

this requirement may result in the immediate termination of the telecommuting agreement. 

 

B. Sanctions for Noncompliance of Information Systems Technology Policies 

 

All County employees are required to adhere to the County’s information technology 

policies published on the County’s intranet, located at myCCG, and is provided to all employees 

during orientation. 

 

Any County employee violating these policies while using the County’s information 

systems network may be subject to loss of their network privileges, in addition to any other 

disciplinary actions deemed appropriate by the Human Resources Department and governing 

committees, including termination and criminal and/or civil prosecution. Any user who is aware 

of violations of any of the policies defined within this document is required to report such 

violations to either the Human Resources or the MIS Department. 

 

XIII. Loss of Driver’s License, Professional License, and/or Certifications 

 

A. Driver’s License 

 

Some jobs within the County require a valid Wisconsin driver’s license or a Commercial 

Driver’s License in order to perform all the essential functions of the position. If, for any reason, 

an employee’s driver’s license is revoked and their position is one that requires a valid Wisconsin 

driver’s license, then that employee is no longer legally able to fully perform the functions of their 

job. As such, unless a position is available in his or her unit that does not require a valid driver’s 

license, the employee will be terminated. Upon reinstatement of their license, the individual may 

re-apply for a position with the County; however, re-employment is not guaranteed.  

 

All employees who operate a commercial vehicle must conform with all current Federal 

Regulations (49 C.F.R. parts 40 & 381) of the Omnibus Transportation Testing Act of 1991, as 

well as all State of Wisconsin supplements. 
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B. Professional License and/or Certifications 

 

In other cases, professional licensure or certification may be required. If an employee no 

longer qualifies for such licensure or certification, it is understood that the employee is no longer 

legally able to perform the requirements of her/his position and employment will be terminated 

immediately, as outlined in the preceding paragraph. 

 

XIV. Personal Use of County Property and Resources  

 

All employees will be provided with the tools necessary to perform the tasks to which 

he/she is assigned. The use of County owned property for personal use is prohibited. This policy 

also applies to County vehicles.  

 

Personnel are responsible for complying with all Columbia County policies when using 

Columbia County Property and Resources.  County-wide policies are available on myCCG or via 

request. 

 

Department specific policies have superseding authority over this section, if applicable.  It 

is every employee’s responsibility to verify which applies to them. 

 

XV. Use of Personal Cell Phones* 

 

It is recognized that the majority of the County employees have their own, personal, non-

County issued cell phones. In most cases, it is inappropriate to engage in personal telephone calls 

while at work. However, management in each department is responsible for setting appropriate 

guidelines for use of personal cell and business telephones. It is recognized that in many 

departments, cell phone usage is integral to the conduct of County business. 

 

XVI. Dress Code 

 

County employees are required to dress appropriately for their position and to always maintain 

a professional attitude while carrying out their duties. 

 

XVII. The Columbia County Grievance Procedure 

 

A grievance is a dispute regarding an employee’s discipline or termination of employment, or 

a dispute concerning workplace safety. To encourage that grievances are addressed in a prompt 

manner, the time limits set forth below this procedure will be strictly observed and may not be 

extended without the express written consent of the County Board Chair. Failure on the part of the 

grievant to process a grievance within the time limits set forth in this procedure shall constitute 

waiver of the grievance, which will then be considered resolved. This procedure constitutes the 

exclusive process for the redress of any employee grievances as defined herein. Any grievance 

must be submitted to the Human Resources Department. 

 

 

 
*SO employees are prohibited from having personal cell phones. 
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Procedure 

 

1. Filing a Grievance. Within ten (10) days after the facts upon which a grievance is based 

are known, or should have reasonably become known, an employee shall present a 

written grievance to the Human Resources Department.  

 

No grievance shall be processed under this procedure unless it is in writing and contains 

all of the following: 

 

i. The name and position of the grievant; 

ii. A clear and concise statement of the grievance; 

iii. The issue involved; 

iv. The relief sought; 

v. The date the incident or alleged violation took place; 

vi. The specific section of County policy or workplace safety rule alleged to 

have been violated; and 

vii. The signature of the grievant and the date. 

 

2. The County HR Department shall determine if the grievance is timely, if the subject 

matter of the grievance is within the scope of this procedure, and if the grievance has 

been otherwise properly processed. 

 

3. HR Committee Review. A grievance that the County HR Department determines to be 

properly and timely filed will be reviewed by the HR Committee of the Columbia 

County Board of Supervisors during a regularly scheduled monthly HR Committee 

meeting. Grievances shall be scheduled at the discretion of the HR Committee Chair. 

The grievant may request that the Human Resources Committee review the grievance 

in a closed session. The Human Resources Committee has the discretion to grant or 

deny that request. If the grievance is reviewed in a closed session, the Committee’s 

decision will be made in open session. The Human Resources Committee may take one 

of three actions: 
 

i. Uphold the action taken by department management; 

ii. Reverse the decision made by department management; or 

iii. Refer the grievance to the department’s governing committee for review. 

That committee’s recommendation will be referred back to the Human 

Resources Committee for final action. 

 

The HR Committee’s decision concerning a grievance will be recorded in the HR 

Committee meeting minutes.  

 

4. Review by Impartial Hearing Officer (“IHO”). Five (5) days following the final 

approval of the HR Committee meeting minutes containing a grievance decision, a 

grievant may file a written request with the County HR Department seeking IHO 

review of the grievance.  
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An IHO shall be appointed by the County Board Chair or designee. The grievant shall 

pay a nonrefundable fee of Fifteen Hundred Dollars ($1,500.00) per grievance to the 

IHO in advance of any hearing. The remainder of the IHO’s fees and expenses shall be 

divided equally between the grievant and the County, with each party paying fifty 

percent (50%) in a timely manner. Should the grievant fail to pay as provided herein, 

thereby requiring the County to pay the IHO’s fees and expenses, the County has the 

specific right to seek its reimbursement of that amount in whatever means legally 

available to it, including by private action and through the Wisconsin Tax Refund 

Interception Program.  

 

The IHO shall convene a hearing at a date and time mutually convenient to all parties. 

Unless otherwise agreed to by the parties, the hearing shall not commence before 8:00 

a.m., may not extend after 4:30 p.m., and will be limited to one (1) day. The IHO shall 

be provided the authority to organize the matter as is necessary and customarily done 

in administrative matters like these. Such authority includes requiring the parties to 

submit grievance documents and witness lists in advance of the hearing and to 

otherwise comply with other scheduling orders. Prior to the commencement of the 

hearing, the IHO shall limit the number of witnesses and exhibits permitted in order to 

complete the hearing within the eight (8) hour/one (1) day time limit established in this 

procedure. The IHO shall direct the hearing so that the grievant and the County are 

provided with approximately equal time to present their cases and any rebuttal; by the 

parties’ agreement, the parties may choose to divide the time differently. The IHO may 

apply relaxed standards for the admission of evidence, including allowing the 

admission of hearsay specifically including those applicable to other administrative 

matters. The IHO shall provide the parties with a written decision within thirty (30) 

days following the hearing.      

 

The grievance shall have the burden of proof in all cases. The IHO shall only consider 

the matters presented in the initial grievance filed by the employee with Human 

Resources. The IHO shall have no power to add to, subtract from, or modify the terms 

of any County policy, statute, or work rule. The IHO shall deny the grievance if a 

rational basis exists for the County’s action.  

 

5. Appeal to the County Board. Either party may appeal an adverse determination by an 

IHO to the Columbia County Board of Supervisors. A written notice appealing an 

IHO’s decision shall be filed in the County Clerk’s Office within ten (10) days 

following the date of the IHO’s written decision. The IHO's decision shall be reviewed 

at a regular monthly County Board meeting, which will be scheduled at the discretion 

of the County Board Chair. 

 

The County Board will consider grievance appeals in open session and will make its 

decision based on the written decision of the IHO. The County Board will not conduct 

a new hearing or examine the records, evidence and testimony that were produced at 

the hearing before the IHO. The County Board shall decide the appeal by a simple 

majority vote of the members present, either affirming or reversing the IHO’s written 
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decision. The County Board’s decision concerning an appeal will be recorded in the 

monthly Proceedings of the County Board and shall be binding on all parties. 

 

Definitions 

 

1. Days. Means all calendar days, Sunday through Saturday, including weekends and 

holidays regardless of whether the employee is scheduled to work. The time within 

which an act is to be done under this procedure shall be computed by excluding the 

first day and including the last day. 

 

2. Grievant. An employee as defined by Wisconsin Statutes governing this grievance 

procedure. A grievant shall personally present his or her case at each stage of this 

procedure. A grievant may select one (1) other person to assist in processing a 

grievance.  

 

3. Workplace safety. Those conditions related to physical health and safety of 

employees enforceable under Federal or State law, or County rule related to: Safety 

of the physical work environment; Safe operation of workplace equipment and 

tools; Provision of protective equipment, training and warning requirements; 

Workplace violence and accident risk.  

 

4. Discipline. A suspension or demotion resulting in loss of pay or benefits. Discipline 

does not include oral or written reprimands, performance reviews, work plans or 

other employment action that does not result in loss of pay or benefits.  

 

5. Termination. Discharge from employment; layoffs (a reduction in workforce) are 

not considered terminations and are not subject to this procedure. 

 

XVIII. Complaint Procedure 

 

The County recognizes that all employees should have access to a process to resolve any issues 

that they may have in conjunction with their job. To address that, a complaint procedure has been 

established that provides employees with an avenue to resolve any issues which impede his/her 

ability to perform his/her job duties. The process outlined below does not apply situations 

involving harassment, discrimination, retaliation, or other prohibited conduct, or those covered by 

the Grievance Procedure. Any complaint should be submitted in writing and include as much detail 

as possible. 

 

Procedure 

 

1. An employee who has a complaint about any aspect of his or her employment should 

submit a written complaint to their immediate supervisor.  

 

2. In the event that the complaint is related to the employee’s immediate supervisor, or if 

the complaint submitted to the employee’s immediate supervisor is found to lack merit 
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and the employee is unsatisfied with that determination, the employee should submit a 

written complaint to their department head. 

 

3. In the event that the complaint is related to the employee’s department head or if the 

complaint submitted to the employee’s department head is found to lack merit and the 

employee is unsatisfied with that determination, the employee should submit a written 

complaint to the Human Resources Department. 

 

All of the reviews must all be scheduled within sixty (60) days of the filing of the complaint 

and resolved within ninety (90) days. 

 

XIX. Intellectual Property Policy 

 

County employees are encouraged to use their creative skills to develop work products and 

procedures that contribute to the efficiency of the department in which they work and enhance the 

services provided to the community. Those products and procedures remain the property of the 

County. 

 

XX. Mileage Reimbursement for County Business 

 

See Columbia County Ordinance Chapter 6 for information on mileage reimbursement policies 

and rates. County employees will be reimbursed for mileage on personal vehicles when mileage is 

related to County business. 

 

XXI. Reimbursement for Loss of Personal Items 

 

The County will not reimburse, in any manner or form, an employee for any personal objects, 

possessions or clothing, that are lost or damaged, either while on duty or off duty, as an employee 

of the County, unless the employee can prove liability rests with the County, or the items are 

covered by the County’s insurance. Personal objects, possessions and clothes are items purchased 

and maintained by the employee and not purchased or maintained by the County. Requests for 

exceptions to this policy shall by submitted, in writing, to the Human Resources Committee.  

 

XXII. Special Provisions for CHCC 

 

In addition to this handbook and these special provisions, the CHCC has its own policies and 

procedures, which located in the Charge Nurse Office. 

 

A. Standards of Care for Residents 

 

The dedication and cooperation of each and every staff member at the Columbia Health Care 

Center is necessary to ensure that its residents enjoy a safe and comfortable environment in an 

atmosphere of warmth and friendliness. 

 

Each of the residents will be treated with honor, dignity and respect, and the staff will work 

together to meet the physical, emotional, spiritual and psychological needs of those entrusted to 
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the care of the Columbia Health Care Center. Each employee is responsible for protecting and 

improving the quality of care and life of those who have chosen to live with us. 

 

Any employee who fails to adhere to these standards of service and care will be subject to 

disciplinary action, up to and including termination. 

 

B. Employee Classifications at the CHCC 

 

There are four (4) different classifications of employees at the CHCC: 

 

1. Management 

 

The Administrator of the Health Care Center and the following department managers:  

 

Accounting Supervisor  Life Enrichment Director 

Director of Environmental Services  Director of Nursing 

Director of Social Services  Director of Dietary Services 

 

2. Regular Full Time Employees 

 

Individuals who work 40 hours a week; regular full-time employees are eligible for all 

benefit of any regular full-time employee of the County. 

 

3. Regular Part Time Employees 

 

Individuals who are scheduled to work 832 or more hours annually in a permanent position. 

Regular part time employees receive benefits on a prorated basis; the proration is based on the 

number of total paid hours worked in relationship to 2080 hours per year (the number of scheduled 

work hours for full time employees). 

 

4. Casual Employees 

 

Individuals who are on call or on standby to replace regular employees who are unavailable 

to work, or when there is insufficient staff on a shift. Casual employees commit to working every 

other weekend, two shifts per weekend. In addition, casual employees commit to work two 

holidays per year, plus Christmas or Thanksgiving, as assigned by the Director of Nursing.  

 

C. Schedule and Compensation 

 

1. The Work Week 

 

Regular full-time employees at the CHCC have a work week of 40.0 hours per week (8.0 

hours per day). Some C.N.A. positions will work twelve (12) hours per day. Shift hours will be set 

by management. The twelve (12) hour full time positions will be paid at straight time only. 

Vacation, holiday and sick pay is based on the number of hours the employee is regularly 
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scheduled to work on that shift. Individual work schedules are determined by department 

management.  

 

Part time work schedules vary by assignment and department. Part time and Casual 

employees’ schedules are subject to change; however, any changes will be discussed with the 

employee prior to implementation. 

 

2. Weekend Work Schedules 

 

Regular full time, part-time and casual employees who do not report to work on scheduled 

weekends must make up the missed weekends on a subsequent weekend as assigned. Make-up 

weekends will be scheduled so no overtime hours are necessary. Friday and Saturday are 

considered weekends for employees who work the 11:00 p.m. to 7:30 a.m. shift. 

 

3. Overtime 

 

Upon occasion, management may find it necessary to extend the work day of CHCC 

employees. Only a supervisor can authorize overtime hours. An employee’s hourly rate of pay will 

apply to each hour worked to a maximum of 40 hours per week, unless they are in a twelve (12) 

hour position. Any hours worked in excess of forty (40) hours in any given week will be 

compensated at time and one-half. Twelve (12) hour positions will be compensated at time and 

one-half for any hours worked in excess of eighty (80) hours in a pay period. This compensation 

may come in the form of compensatory time off or in pay, as determined by department 

management. 

 

4. Mandated Overtime Hours 

 

Anyone on the staff of CHCC can be mandated to work the overtime hours required to 

meet the needs of the residents. Employees can be mandated to work up to eight (8) hours 

following his/her regular shift. Refusing to work the mandated hours may result in immediate 

termination. 

 

5. Compensatory Time Off 

 

Compensatory time off must be approved by department management. A maximum of 

forty (40) hours of compensatory time may be “banked” in an employee’s account to be used at a 

later time. 

 

Compensatory time must be taken in 15-minute increments, up to the allowed maximum 

of forty (40) hours, but compensatory time off must be approved by the department management. 

Compensatory time off may be used in conjunction with other paid time off, with the approval of 

department management. Compensatory time may not be used on the weekends. Management has 

the right to direct employees to use accumulated compensatory time. 
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6. Temporary Assignment Pay 

 

An employee in the dietary department who is assigned by management to fill a position 

in a higher pay grade for a period of at least one (1) full shift shall receive additional compensation 

as follows: 

 

(a) For an employee who is on Step 1 of the salary scale – Step 1 of the higher pay grade; 

 

(b) For an employee who is beyond Step 1 of the salary scale: 

 

i. For an assignment one (1) salary grade above the employee’s position – at least 

5% over the employee’s current rate of pay or the minimum of the higher grade, 

whichever is greater; and 

 

ii. For an assignment two (2) or more salary grades above the employee’s position 

the increase will be at least 8%, but not to exceed 10% over the employee’s 

current rate of pay or the minimum of the higher grade, whichever is greater. 

 

D. Employee Benefits 

 

1. Insurance  

 

All employees who average at least thirty (30) hours per week will receive health insurance 

on the same basis as full-time employees. Employees who average a minimum of twenty (20) 

hours per week, but less than thirty (30) hours will receive benefits on a pro-rata basis; the average 

hours will be reviewed annually. 

 

2. Retirement 

 

Casual employees will be enrolled in Wisconsin Retirement based on the Department of 

Employee Trust Funds rules. 

 

3. Holidays 

 

Since the CHCC is an around-the-clock operation, it has a different holiday schedule than 

the rest of the County. Paid holidays for regular full time CHCC employees are as follows: 

 

New Year’s Day  Memorial Day 

Independence Day  Labor Day 

Thanksgiving Day  Christmas Day 

Five (5) Personal Holidays   

 

An employee who is required to work on any of the designated holidays named above will 

be paid time and one-half for hours worked, and shall be granted, at the employee’s option, holiday 

pay or, in lieu of holiday pay, employees have the option of receiving compensatory time off on a 

straight-time basis. 
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In the event that one of the designated holidays falls on an employee’s day off or during an 

employee’s vacation, another day off with pay shall be granted in lieu of said holiday, and 

scheduled with the approval of department management. 

 

Employees who call in on a scheduled work day before or after a holiday must provide a 

physician’s certificate in order to be paid for the holiday. 

  

Regular part time employees receive paid holiday benefits on a pro-rata basis, determined 

by the percentage of hours they work in relation to a full year’s work schedule of 2080 hours. 

 

An employee of the CHCC is not entitled to any personal holidays until their six (6) month 

anniversary. Personal holidays must be approved by department management and scheduled in 

advance. 

 

4. Vacation 

 

Employees of the CHCC accrue vacation on the same schedule as the rest of the County 

and are bound by the same usage timelines laid out on page 8 of this handbook. Vacation pay is 

equal to the pay that the employee would have received while working his/her normal schedule 

for the week. A vacation week is equal to seven (7) days off, five (5) of which are considered to 

be paid vacation days. Vacation periods may be split in the following way: 

 

One (1) week may be taken in two (2) weekends; (4 days) 

Two (2) weeks may be taken in three (3) weekends; (6 days) 

Three (3) weeks may be taken in five (5) weekends; (10 days) 

 

“Weekend” is defined as a Saturday and a Sunday for those on the day shifts; and Friday 

and Saturday for those on the night shift.  

 

Vacation scheduling is done between November 15 and December 31 for the following 

year. Department management is responsible for scheduling vacations and personal holidays for 

the department’s staff and for them to ensure the most efficient operation of the department. Length 

of employment shall not be used to schedule vacations or personal holidays in such a way that 

advantages some employees over others.  

 

By work area or unit, each CHCC employee will be given the opportunity to schedule 

his/her first week of vacation, with the selection being based on each employee’s length of service. 

When every employee has scheduled his/her first week of vacation, the second week will be 

scheduled in the same manner, and so on with those eligible for additional vacation. Personal 

holidays will be scheduled in the same manner. 

 

CHCC employees must be employed at least six (6) months and give proper written notice 

to be eligible for vacation payout upon resignation. Department heads, Supervisors, and Nurses 

are required to give one (1) month notice of resignation. All hourly employees and other exempt 

employees must give notice at least 14 calendar days prior to the effective date of their resignation. 

Day one will start 24 hours after HR receives written notice.   



35 | P a g e  

 

5. Leave of Absence 

 

 The Columbia County Health Care Center Administrator shall have the authority to 

approve an unpaid leave of absence of up to thirty (30) days. 

 

E. Attendance Standard 

 

The CHCC maintains an attendance standard for all employees, and employee attendance 

records are reviewed on a quarterly basis to ensure that employees are in compliance with the 

facility standard of less than 6 (six) occurrences of absence in a twelve (12) month period. An 

“occurrence” might be a one-day absence for the flu, or an absence of several consecutive days for 

a more serious condition. Failure to meet the standard will result in progressive disciplinary action. 

 

1. Absences 

 

Employees on the AM shift must call his/her supervisor or the supervisor’s designee no 

later than one hour before the start of his/her shift that he/she will be absent from work for any 

reason. Employees on other shifts must notify supervision of his/her absence at least two hours 

prior to the scheduled start of his/her shift. Along with his/her name, the employee is to provide 

the scheduled hours of work, the area in which he/she works and the reason for the absence, as 

well as the medical symptoms that are responsible for the absence. Unless department management 

has been provided with a statement from a licensed medical practitioner to explain the medical 

reason for the absence and an anticipated date of return to work, the employee must call in each 

day of absence and shall indicate to his/her supervisor if he/she will return to work on the next 

scheduled work day.  

 

An employee who uses three or more days of consecutive sick leave is required to submit 

a written statement issued by a licensed medical practitioner to substantiate the medical reason for 

the absence. An employee who has been hospitalized for any reason or who has undergone a 

surgical procedure is required to submit a release from a licensed medical practitioner that indicates 

the employee is able to return to work with no restrictions. 

 

Absences which are the result of an injury at work which is covered by Worker’s 

Compensation and approved leaves of absence are exempt from this attendance standard. 

 

2. Misuse of Sick Leave 

 

If an employee has established an irregular pattern of attendance, the topic will be discussed 

with the employee by his/her supervisor so that the employee clearly understands his/her 

responsibility to serve the needs of the residents of the CHCC. Once the employee has been 

counseled regarding this concern, he/she should be aware that a statement from a physician or a 

licensed medical practitioner may be required for any absence, including those of less than three 

days. 

 

Failure to comply with this absence/sick leave policy will result in the denial of sick pay benefits. 

Two “no call/no show” occurrences will result in the employee’s immediate termination. 
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3. Reporting to Work and Tardiness 

 

Employees are not to report to work more than 15 minutes before the start of their 

scheduled shift. However, all employees are expected to report for work by that scheduled shift 

start.  

 

An excused tardiness is one in which the employee has informed his/her supervisor that 

he/she will be late.  

An unexcused tardiness is one in which an employee does not give notice that he/she will 

be late, and the employee punches in five (5) or more minutes after his/her designated start time. 

 

Employees must call their supervisor or the supervisor’s designee as soon as the employee 

realizes, but no later than the scheduled start of his/her shift, to report that he/she will be reporting 

to work late. When calling, the employee is to provide his/her name, scheduled hours of work, 

work area, the reason for the tardiness and his/her expected time of arrival. 

 

When the tardy employee arrives at work, they are to punch in and notify the supervisor 

that they have arrived for work. The employee and the supervisor must determine how the lost 

time is to be recorded: personal holiday time, vacation time or compensatory time. Sick time may 

not be used when employees are tardy. Failure to arrive at the expected time shall result in a “no 

call/no show” status. Two “no call/no show” occurrences will result in immediate termination. 

 

The CHCC’s standard is no more than one (1) incident of excused tardiness per quarter and 

not more than one (1) incident of unexcused tardiness per quarter. Failure to meet the standard will 

result in progressive disciplinary action. 

 

F. Scheduled Hours 

 

Employees will report promptly at the starting time of his/her shift and shall not leave the 

premises before the ending time of his/her shift without the approval of his/her supervisor.  

 

An employee who work less than a six (6) hour shift shall be entitled to one (1) fifteen (15) 

minute break. 

 

An employee who work six (6) or more hours per day is granted an unpaid meal break of 

thirty (30) minutes.  

 

If an employee wants to leave the building during their unpaid meal break, they must 

inform their supervisor that they are leaving and must report back to their supervisor when they 

return. In that case, the employee shall punch out at the time of departure and punch back in at the 

time of return. Employees who do not punch in or out will be in violation of the County’s work 

rules.  

 

Employees who are required to leave the premises in conjunction with work 

responsibilities and who desire to complete those duties in conjunction with a meal break are not 
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required to punch out or in, provided that his/her supervisor has been notified and has given his/her 

approval to the employee. 

 

Employees who work at least eight (8) hours are also entitled to two (2) fifteen (15) minute 

rest periods in an eight (8) hour day; these are scheduled at the discretion of the supervisor in order 

to provide the most efficient and continuous service by each employee.  

 

All employees must observe the time limits and scheduling of meal and rest breaks. 

 

XXIII. Special Provisions for Health and Human Services 

 

A. Telecommuting 

 

Columbia County is a local government entity and as such is primarily an in-person, service 

orientated organization; however, many positions at Health and Human Services function 

differently. Core responsibilities involve meeting clients in the field, which leads to time spent away 

from the office. Additionally, some positions function as part of a call center operation. As such, 

the requirement to be physically present in the office on a regularly scheduled basis does not align 

with the nature of the work. Columbia County does consider telecommuting to be a viable, flexible 

work option when both the employee and the job are suited to such an arrangement. Telecommuting 

may be appropriate for some employees and jobs but not for others and is not an option available 

to every employee. Employees may work at home or in a satellite location for part of their 

workweek with prior approval from their Department Head.  If an employee needs to work from 

home for three (3) days or more in a pay period, they must also get approval from the Human 

Resources Committee. The County Board Chair may also approve remote work requests in 

emergency situations. Occasional work off-site, including work while traveling on County business, 

does not constitute telecommuting. Telecommuting is not an entitlement and in no way changes the 

terms and conditions of employment with Columbia County.  

 

Note: Eligibility and all other requirements remain the same as outlined in section XII. – 

Technology in the Workplace. 

 

XXIV. Special Provisions for the Highway and Transportation Department 

 

A. Schedule and Compensation 

 

1. The Work Week 

 

Regular full-time employees will normally have a forty (40) hour work week (eight (8) 

hours per day). The anticipated, normal work schedule for all employees, except those classified 

as Ferry Operators, will be eight (8) hours per day, Monday through Friday. The anticipated daily 

work hours will commence at 7:00 a.m. include a fifteen (15) minute paid morning rest period and 

a paid fifteen (15) minute meal break and the normal work day will end at 3:00 p.m. Employees’ 

actual work hours will vary depending on road and weather conditions as well as staffing 

requirements.  

 



38 | P a g e  

 

Ferry Operators will work twelve (12) hours per day, three (3) days on and three (3) days 

off throughout the ferry season. Shift hours will be set by management. No one classified as a 

Ferry Operator will be eligible to participate in the Four/Ten Seasonal Schedule. 

 

The Ferry Mechanic will work a minimum of eight (8) hours per day, forty (40) hours per 

week. The hours will be paid at straight time only. The normal work week will be Monday through 

Friday from 7:00 a.m. to 3:00 p.m., include a fifteen (15) minute paid morning rest period and a 

paid fifteen (15) minute meal break.  

 

Management of the Highway and Transportation Department may choose to change the 

majority of the department’s operations to a “Four/Ten Seasonal Schedule” at the discretion of the 

Highway Commissioner. This includes all Highway and Transportation Department employees 

except ferry operators, ferry mechanics and any dispatching positions. During the term of the 

Four/Ten Seasonal Schedule, the anticipated normal work week will be Monday through 

Thursday. Each day’s work will commence at 6:00 a.m. and conclude at 4:00 p.m. with a fifteen 

(15) minute paid morning rest break and a fifteen (15) minute paid lunch break. 

 

2. Overtime 

 

Employees are paid at the rate of one and one-half (1.5) times the normal hourly rate for 

all hours worked in excess of eight (8) hours per day during an eight (8) hour day, five (5) day 

work week schedule, all hours worked in excess of ten (10) hours per day during a ten (10) hour 

day, four (4) day work week schedule, and for all hours worked in excess of forty (40) hours per 

week.  

 

However, with the exception of regular full-time Ferry Operators, all work performed on 

Saturdays, Sundays or holidays will be compensated at the overtime rate, regardless of the number 

of hours worked in that week. Overtime pay for holidays will be paid for the day on which the 

County observes the holiday, which may be different from the calendar day of the holiday.  

 

All overtime must be authorized by the Highway Commissioner or his/her designee. 

Overtime will not be paid twice for the same hours worked. Overtime pay will be included in the 

pay check following the pay period in which the overtime as worked. Vacation, paid holidays, 

personal holidays, and sick leave are not considered as time worked when overtime is computed. 

During the ferry season, Ferry Operators are paid at the regular rate for eight (8) hours and four 

(4) hours at the overtime rate for each shift worked. 

 

B. Employee Benefits 

 

1. Holidays 

 

The paid holiday schedule found on page 7 of this handbook and relevant provisions apply 

 to the Highway and Transportation Department as well, with the additional following provisions 

listed below. 
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Employees, excluding the Ferry Operators, may use Personal Holidays during the Four/Ten 

Seasonal Schedule. If a Personal Holiday is taken during this period of time, the employee will 

receive eight (8) hours of pay for the holiday and will also be required to use two (2) hours of 

vacation time. 

 

Holidays that fall during the Four/Ten Seasonal Schedule (Memorial Day, Independence 

Day and Labor Day) will cause the normal workweek to be altered. In those weeks, employees 

will work three (3) ten (10) hour days and receive ten (10) hours holiday pay. 

 

Ferry Operators who work on the actual holiday, not the County-observed holiday, during 

the ferry season will be paid eight (8) hours regular pay, eight (8) hours holiday pay and four (4) 

hours overtime pay for the shifts that he/she worked. The Ferry Mechanic will be allowed holidays 

with the same stipulations as all other employees, excluding the Ferry Operators. 

 

2. Vacation 

 

Employees of the Highway and Transportation Department accrue vacation on the same 

schedule as the rest of the County and are bound by the same usage timelines and payout provision 

laid out on page 8 of this handbook. Earned vacation is converted to hours, so that each week of 

vacation is equal to forty (40) hours.  

 

Employees should schedule vacations as early as possible, and they must be scheduled at 

least 10 (ten) working days in advance. Employees are to complete an Application for Vacation, 

which can be obtained from management, and submit it at least ten (10) days prior to the planned 

vacation. All requests will be considered by the Highway Commissioner or his/her designee and a 

written response will be given to the employee. However, a supervisor has the discretion to 

approve a single day of vacation when those requests are made less than ten (10) days in advance. 

Vacation may be used, with the approval of management, in increments of four (4) hours; however, 

at the beginning or at the end of the day, vacation may be used in increments of two (2) hours. 

 

C. Personal Use of County Property and Resources 

 

Master Mechanics in the Highway and Transportation Department are responsible for 

providing their own tools to perform her or his job in accordance with the job description. Unless 

specifically detailed otherwise in the handbook, all other employees will be provided with the tools 

necessary to perform the tasks to which he/she is assigned, as outlined in Section XIV, Personal 

Use of County Property and Resources, of this handbook. 

 

Additionally, highway employees have a history of donating their own time and using 

County owned equipment for the benefit of non-profit civic causes and other governmental 

community benefit. Highway employees may use County-owned heavy equipment for the benefit 

of non-profit civic organizations where there is a residual public benefit, provided that: 

 

• Employee will be responsible for the equipment during use; 

• Employee or organization will be responsible for fuel used during effort; 
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• Fleet Manager will inspect equipment prior to and post activity usage to verify no 

damage has occurred (employee and organization will be responsible for repairs 

due to equipment damage); 

• Employee is volunteering labor and activity to the non-profit organization; 

• Only County Employees will operate borrowed equipment;  

• Use is limited to Columbia County locations and non-profits; and 

• Subject to the discretion of the Highway Commissioner. 

 

D. Dress Code 

 

Master mechanics, mechanics and working mechanic’s foreman in the Highway and 

Transportation Department will be provided with uniforms, which must be worn. They will be 

cleaned and repaired at the county’s expense. Required safety equipment is provided for all 

employees and must be worn when required to do so. 

 

Employees must wear full length shirts, tee-shirts or shirts that cover the edge of the 

shoulder blades at all times. Either full length pants, blue jeans or coveralls must be worn. Steel-

toed or approved safety footwear are the only allowed foot gear. Under no circumstances will 

clothing that is ill-fitting, baggy, dirty, ripped or torn be considered appropriate. 

 

Inappropriate apparel includes, but is not limited to: advertising tee-shirts; sports gear; tank 

tops; spaghetti strap or halter tops or tops that expose midriffs; shorts; cut-offs; flip-flops; canvas 

shoes; slippers; and/or sports footgear. 

 

Employees working in Traffic Control or Construction activity on Federal Highways and 

State Highways are required to wear Class II or III, full length, reflective pants at all times. During 

the summer months (May through August), these employees may wear shorts under the reflective 

pants provided that: 

 

• Reflective pants are worn at all times during hours of employment; 

• Gym shorts, cut-offs are not acceptable; 

• Subject to concurrence of Highway Department management; and 

• Any employee that does not adhere to this policy shall be sent home until the proper 

attire policy is adhered to, which will be without pay.  

 

E. Additional Special Provisions for Field Employees 

 

1. Four/Ten Seasonal Schedule 

 

This schedule is in effect at the discretion of the Highway Commissioner. 

 

Work Week: During the term of the Four/Ten Seasonal Schedule, the normal work week 

will be Monday through Thursday.  
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Work Day: During the Four/Ten Schedule the anticipated work day will commence at 

6:00 a.m. and conclude at 4:00 p.m. with a fifteen (15) minute paid morning rest period 

and a paid fifteen (15) minute meal break.  

Pay: Overtime pay will be earned only for hours worked in excess of forty (40) hours per 

week.  

 

Holidays: During the term of the Four/Ten Schedule employees will work three (3) ten 

(10) hour days, and receive ten (10) hours of holiday pay. If the holiday falls on a Friday 

or Saturday, the previous Thursday will be treated as the holiday; if the holiday falls on a 

Sunday, the following Monday will be treated as the holiday. 

 

Vacation: The vacation time of all employees is converted to hours, with each week of 

vacation equaling forty (40) hours. Vacation time used during the Four/Ten Schedule will 

be deducted from the employee’s vacation accumulation, not to exceed ten (10) hours per 

workday. The maximum vacation paid in one week will be forty (40) hours. With the 

approval of management, vacation may be taken in four (4) hour increments; however, at 

the end of the day, vacation may be used in increments of (2) hours. 

 

Sick Leave: During the term of the Four/Ten Schedule, sick leave will continue to 

accumulate at the rate of eight (8) hours per month. During this term, employees, not 

including employees classified as Ferry Operators, will be paid for time lost, up to a 

maximum of ten (10) hours per day. The hours paid will be deducted from the employee’s 

sick leave accumulation. Ferry Operators but not the Ferry Mechanic will be paid twelve 

(12) hours regular pay for each day of sick leave used during the ferry operating season. 

The Ferry Mechanic will be paid eight (8) hours regular pay for each day of sick leave used 

during the ferry operating season. 

 

Bereavement Leave: In the event that a Bereavement Leave is necessary during the term 

of the Four/Ten Schedule, the employee will be paid for the time missed from work for a 

period not to exceed ten (10) hours in one work day, or forty (40) hours in one work week. 

 

Jury Duty: In the event that an employee is called for Jury Duty during the Four/Ten 

Schedule, he/she will be paid for time lost from work for a period not to exceed ten (10) 

hours per day as long as the employee turns his/her jury duty pay (not including the mileage 

reimbursement) over to the County. 

 

Subpoenas: If an employee is summoned to testify in conjunction with his/her job, during 

the Four/Ten Schedule either as a witness to an incident occurring on the job or because 

his/her job was responsible for his/her involvement in an incident, the employee will be 

paid for time lost from work in the same manner as an employee being called for Jury Duty.  

 

2. Temporary Assignments for Retirees 

 

If a retiree is asked to return to work because of an emergency situation, he/she will be paid 

the appropriate rate for the work that is to be performed. Any work done by a retiree that is not 

related to an emergency situation will be paid at the seasonal employee rate. 
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3. Relief from Long Hours 

 

There will be occasions when it is necessary for management to extend the normal work 

hours of the employees in the Department. However, it is recognized that long hours of continuous 

work are hazardous to the safety of the Department’s staff and to the public.  

 

• Employees who have worked twelve (12) continuous hours may request relief with 

no fear of retaliation. 

• Management will make every effort to relieve employees who have worked sixteen 

(16) continuous hours, with or without a request for such relief. 

• No employee will be required to return to work with less than six (6) hours of relief 

between shifts.  

 

4. Purchase and Use of Safety Equipment 

 

The County will annually supply a limited amount of certified safety apparel to all field 

employees. The type and amount of supplied certified safety apparel shall be at the discretion of 

the Highway Commissioner and shall not exceed a cost of $100 per employee without the prior 

approval of the Highway Committee. The safety apparel will be distributed prior to the start of the 

four/ten seasonal schedule. The safety apparel shall not be modified by the employee (e.g. cutting 

off sleeves) without the prior consent of a Highway Supervisor. Master mechanics, parts room 

employees, working mechanic’s foreman and management are excluded from this policy. Failure 

to wear the provided safety apparel will result in disciplinary action up to and including 

termination. 

 

Upon the submission of an original receipt, the County will provide a reimbursement not 

to exceed one hundred dollars ($100.00) per calendar year for the purchase/replacement of one 

pair of prescription safety glasses with lenses that meet ANSI Standards as approved by an 

optometrist. 

 

Employees who are required to wear safety shoes will be reimbursed up to two hundred 

dollars ($200.00) per calendar year for the purchase of one pair of steel toed or steel toed equivalent 

safety shoes, upon the submission of an original receipt for the purchase and provided that a prior 

request for reimbursement of safety shoes has not occurred within the previous six (6) months. 

Safety shoe reimbursement for newly hired employees may not be paid until after the new 

employee has satisfactorily completed six (6) months of employment. Newly hired employees may 

purchase safety shoes at the beginning of their employment, hold the safety shoe purchase receipt, 

and submit the receipt for reimbursement after satisfactorily completing six (6) months of 

employment. 

 

5. Reimbursement for Commercial Driver’s License 

 

Employees will be reimbursed for the cost of renewing the required Commercial Driver’s 

License (“CDL”) Class A and all required endorsements. The County will pay only the difference 

between the cost of the renewal fees required for the CDL and endorsements and the renewal cost 
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for a general, non-commercial driver’s license. The County will not reimburse employees for the 

renewal cost of a general, non-CDL such as Class D and M licenses. 

 

6. Temporary Assignment Pay 

 

 Ferry Operator or Ferry Mechanic: An employee who is not classified as a Ferry 

Operator or Ferry Mechanic may receive temporary assignment pay for operating the ferry. 

Employees who are classified in positions listed in Grades below that of Ferry Operator or Ferry 

Mechanic in the Columbia County Compensation Schedule may receive temporary assignment 

pay as follows: 

 

• An employee will normally be placed on the minimum step of the higher grade. 

If the placement on the minimum step of the higher grade does not provide for 

an increase in salary from the employee’s current rate of pay, the employee will 

be placed on the step that provides an increase of not to exceed 5% over the 

employee’s current rate of pay. 

 

CDL Trainer Incentive Pay: An employee who is assigned as a Commercial Driver 

Licensure Trainer (CDL Trainer) will meet the minimum requirements of: 

 

• Two (2) years’ experience in the position for which he/she is providing the 

training, 

• Completed Columbia County CDL Trainer training program, and 

• Appointed at the discretion of the Highway Commissioner or designee. 

 

An employee who is assigned to perform in the capacity of CDL Trainer shall be 

compensated hourly as out of class pay (Foreman of the County Compensation Plan) for work 

conducting during the performance of the CDL training duties in accordance with compensation 

plan promotion guidelines and subject to Highway Commissioner concurrence. Additional 

compensation granted under this Article will terminate at such time as the employee is not actively 

performing CDL training or is no longer designated as a CDL Trainer by the Highway 

Commissioner or designee. 

 

Other Temporary Assignments: Other temporary assignments greater than four (4) 

weeks in duration may be approved for temporary assignment pay as determined by the Highway 

Commissioner or the Highway Committee on a case by case basis. 

 

7. Multi-Lane Road Incentive Pay 

 

Employees working on multi-lane roads in the County with a posted speed limit above 60  

miles per hour, will receive an incentive pay of $1.00 per hour for all hours worked on corridors 

that meet that definition. 
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8. Ferry Operators’ Job Classification 

 

Even though the ferry does not operate on a year-round basis, Ferry Operators are 

employed on a year-round basis. When the ferry is not in operation Ferry Operators will be 

employed in another job classification, however, they will continue to be paid at the Ferry Operator 

rate for all work performed. 

 

The Ferry Operator rate of pay shall be constant throughout the year and shall be the rate 

of pay earned while serving as a Ferry Operator. Sick leave compensation, during any time of year 

during which it might be used, shall be paid at the Ferry Operator pay rate. Ferry Operators shall 

be allowed to use vacation time just as all other Highway and Transportation Department 

employees, without any limitation of use during the part of the year when the ferry is in operation.  

 

9. Random Drug and Alcohol Testing 

 

Employees who perform safety-sensitive duties will be subjected to random drug and 

alcohol testing. Employees will be randomly selected for testing from a “pool” of employees who 

are subject to the testing. The testing dates and times are unannounced and will occur with 

unpredictable frequency throughout the year. The testing will be done on County time and will be 

paid for by the County. Refusal to participate in the random testing is grounds for immediate 

termination.  

 

XXV. Special Provisions for SO Non-sworn – Jailers, Dispatch, and Secretaries 

 

A. Additional Introductory Period Provisions 

 

The Sheriff may make office promotions or fill vacancies when approved positions are 

available; those selections will be made based on ability and experience and may be done without 

following the normal recruitment process for external applicants. The Sheriff is authorized to use 

promotional exams.  

 

An employee who transfers from one position to another one within their division will be 

subject to a twelve (12) month introductory period. With the approval of the Sheriff, the employee 

may return to his/her former position if the employee is dissatisfied with the new position or is 

unable to successfully complete the introductory period. However, this is at the sole discretion of 

the Sheriff and only considered if an opening in that division exists. 

 

B. Schedule and Compensation 

 

1. The Work Week 

 

The normal scheduled workday for all non-sworn employees in the SO will be determined 

by the Sheriff or his/her designee. The schedule may be changed as deemed necessary for the 

effective operations of the office.  
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Shift Trades: Employees may trade shifts with employees in the same classification after 

each employee has had eight (8) hours off. Such trades must be authorized by the Sheriff 

or the Sheriff’s designee. There shall be no shift trades with someone who is currently on 

FMLA leave. 

 

Voluntary and Mandatory Work Hours: Limits on voluntary and extra mandatory work 

hours will be equal. 

 

Swing Officer Schedule: The work schedules for swing officers will be posted at least 

thirty (30) days in advance.  

 

Shift Selections: Before October 1, employees will have the opportunity to select shifts 

for the following year. The order of the selections will be based on length of service in that 

division. Selections will be effective in the first pay period January of the following year. 

It is understood that the positions must be distributed equitably among all shifts and cannot 

create shortages on the shifts as required or create an inequity by having too many 

probationary employees on any one shift. If a shift change is requested it must be approved 

by the Sheriff or the Sheriff’s designee to ensure the equitable distribution of staff at all 

times. 

 

Rest and Lunch Breaks: A coffee break or rest period of 15 minutes for the first half of a 

shift and a 15-minute break for the second half of a shift may be taken by each employee. 

A one-half (.5) hour paid lunch break approximately midway through a shift shall be 

allowed for each jailer or dispatcher. Secretaries shall receive either a one-half (.5) hour or 

a one-hour lunch break that is unpaid approximately midway through the shift, as arranged 

by mutual agreement between the employee and the Sheriff or the Sheriff’s designee. Any 

employee required to extend their normal workday shift beyond 12.25 hours shall be 

entitled to a second meal break. 

 

Call-In Pay: An employee required to respond to a call to work outside his/her regular 

scheduled work days or week shall be paid time and one half (1½) for such call-in time 

with a minimum of two (2) hours. 

 

Court Time: An employee required to appear in any court of law (relating to matters 

arising out of his/her employment) outside his/her regular scheduled work day or week 

shall be paid time and one half (1½) for such court time with a minimum of two (2) hours. 

 

Subpoena: If an employee is subpoenaed to appear in Court as a result of his or her 

employment with the County, his or her supervisor should be notified immediately. Time 

off will be granted, and if the employee turns over the witness pay to the County, the 

employee will continue to receive their County pay. Additionally, employees are entitled 

to keep the portion of the check that covers mileage. Should an employee choose to use 

benefit time in order to appear for a subpoena, he/she may keep both the mileage and the 

witness pay of the check received for their service. If the employee receives notification 

that the subpoena has been canceled by 4:30 p.m. on the day before they are required to 
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appear in court, the employee must report to work as they normally would the following 

day. 

 

However, if an employee is subpoenaed as a witness for any reason other than a work-

related incident in which he/she was involved or witnessed as a result of his/her 

employment, the employee must take benefit time, excluding sick time, to comply with the 

subpoena. 

 

2. Work Schedule for Dispatchers 

 

The normal work schedule for Dispatchers will be twelve (12.00) hours per day with the 

exception of 2 shifts per month being eight (8.00) hours per day.  The normal shift rotation for 

Dispatchers will be: 

 

Two (2) days on 

Two (2) days off 

Three (3) days on 

Two (2) days off 

Two (2) days on 

Three (3) days off 

 

 The normal work schedule for Dispatch Supervisors will be eight (8) hours per day.  

Then normal rotation for Dispatch Supervisors will be five (5) days on and two (2) days off. 

 

3. Work Schedule for Jail Staff 

 

The normal work schedule for Jailers will be twelve and one quarter (12.25) hours per day. 

The normal work day will be divided into two (2) shifts, the Day Shift and the Night Shift. There 

will also be swing shift positions with fluctuating shifts and hours. The normal shift rotation for 

Jailers will be: 

 

Two (2) days on 

Two (2) days off 

Three (3) days on 

Two (2) days off 

Two (2) days on 

Three (3) days off 

 

4. Overtime – Jailers 

 

All work performed in excess of twelve and one quarter (12.25) hours per day will be 

paid at time and one half (1.5) the appropriate rate.  
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5. Overtime – Dispatch and Secretaries 

 

All work performed in excess of the normal work day shall be paid at time and one half 

(1.5) the appropriate rate.  

 

Employees who work in excess of the normal work day will be compensated at time and 

one-half. This compensation may come in the form of compensatory time off or in pay, as 

determined by department management. Overtime will be paid on the payday following the pay 

period in which the overtime was earned/authorized. All overtime must be pre-approved; overtime 

requests will be returned to employees when not approved in advance. 

 

C. Employee Benefits 

 

1. Clothing Allowance 

 

Those employees who are on the payroll will receive a uniform allowance paid in two (2) 

equal, separate payments. The first payment will be on the last payday in March. The second 

payment will be on the last payday in September. Jailers will receive three hundred seventy-five 

dollars ($375.00) per year, while secretaries and dispatchers will receive two hundred dollars 

($200.00) per year. 

 

New employees shall receive the initial clothing issue at the County’s expense, and after 

completing a twelve (12) month work period, shall then receive the appropriate uniform allowance 

outlined above.  

 

2. Holidays  

 

Holidays for the SO are front-end loaded; if a SO non-sworn employee leaves before six 

(6) months of service, or before their yearly anniversary date of hire, they will be required to 

reimburse the County on a pro-rated basis for those holidays that were paid out that they had not 

yet earned.  

 

Because the SO is an around-the-clock operation, the department has a different holiday 

schedule than the rest of the county. All SO non-sworn employees are entitled to compensatory 

time off or pay at straight time rates for the following holidays: 

 

New Year’s Day  Labor Day 

Easter  Veterans’ Day 

Memorial Day  Thanksgiving Day 

Independence Day  Christmas Day 

Three (3) Personal Holidays 

 

  

Personal Holidays for Employees within the First Calendar Year of Employment: A new 

employee whose start date is between January 1 and April 30 will be entitled to three (3) personal 

days. A new employee whose start date is between May 1 and August 31 will be entitled to two 
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(2) personal days. A new employee with a start date of September 1 and December 31 will be 

entitled to one (1) personal day. 

 

Use and Compensation: All holidays accumulated by the employee during a calendar year 

must be taken in that calendar year or paid for at the straight time rate on the first payday in 

December of each year.  

 

An employee who is scheduled to work on any of the designated holidays named above 

will be paid at one and one-half (1.5) times the employee’s hourly rate of pay. Holidays may be 

taken with the prior approval of department management and must be taken in full work day 

increments. 

 

Non-scheduled required work performed on the holidays listed below shall be paid at the 

rate of two (2.0) times the employee’s hourly rate of pay: 

 

New Year’s Day Labor Day 

Easter Thanksgiving 

Memorial Day Christmas Eve 

Independence Day Christmas Day 

 

Scheduling: Holiday and/or compensatory time may be taken with approval of the Sheriff 

or his/her designee one day at a time. Secretaries who are not required to work on a holiday may 

elect to use paid time off (vacation, holiday, compensatory time, or sick leave incentive day) on 

those named holidays. The Sheriff or his/her designee may allow more than one request to be 

approved, on the named holidays, if staffing allows. 

 

3. Vacation 

 

Vacation is front-end loaded. If a SO non-sworn employee leaves before their yearly 

anniversary date of hire, they will be required to reimburse the County on a pro-rated basis for 

those days that were paid out that they had not yet earned. 

 

Jailers and Dispatchers earn paid vacations based on his/her anniversary date in accordance 

with the following schedule: 

 

Full Years of Continuous Employment Hours of Vacation 

At hire 48 hours 

6 months 48 hours 

1-4 96 hours 

5-11 120 hours 

12-17 168 hours 

18-24 192 hours 

25+ 240 hours 
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Dispatch supervisors and secretaries earn paid vacations based on his/her anniversary date 

in accordance with the following schedule: 

 

Full Years of Continuous Employment Working Days of Vacation 

At hire 40 hours 

6 months 40 hours 

1-4 80 hours 

5-11 120 hours 

12-17 160 hours 

18-24 200 hours 

25+ 240 hours 

 

Vacation Pay: Will be based on the work week in effect at the time the vacation is taken. 

Unless otherwise specified, a vacation week will accrue at a rate of 40 hours per week. The 

vacation will be front loaded on January 1 of each year.  

 

Vacation Pay for Terminating Employees: Employees must be employed at least six (6) 

months and give two (2) weeks notice to be eligible for vacation payout upon resignation.  

All hourly employees and other exempt employees must give notice at least fourteen (14) 

days prior to the effective date of the resignation.   

 

All employees who terminate for any reason after completing one full year of continuous 

service will be paid for his/her earned vacation at the rate of 1/12 for each month worked 

in the year. 

 

Vacation Selection: There will be separate vacation calendars established for the Dispatch 

Center, the secretaries, and each shift in the jail. The calendar will be posted by October 

15th of each year. Employees must make their vacation week picks by November 15. All 

vacation time must be selected on the vacation calendar. The vacation schedule will be 

approved by management by December 15. Vacation picks will be made on the basis of 

the length of employment in that division. Three rounds of vacation picks will be made.  

 

The first round of vacation picks will consist of any consecutive vacation limited to one 

(1) vacation block of time.   

 

The second round of picks will consist of any consecutive vacation limited to two (2) 

vacation blocks of time.   

 

The third round of picks will select all remaining vacation time. The remaining vacation 

days may be supplemented with holidays to complete one consecutive block of time. 

Individual days may be selected in this third round of picks. 

 

Once the schedule is approved, no employee signed up will be bumped, as long as the 

employee remains in the same shift and in the same position. In an emergency the Sheriff 

may cancel vacations. 
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Vacation Carry-Over: Employees who earn 120 hours or more of vacation in the calendar 

year may carry-over up to 40 hours of vacation into the following year with the approval 

of the Sheriff or his/her designee. However, those days will be scheduled to be used in the 

last round of picks for that following year.  

 

An employee-initiated vacation cancellation request must be cancelled in its entirety; 

fractured vacation weeks are not permitted. These vacation cancellation requests are subject to 

approval by the sheriff or his/her designee. If approved, the vacation days must be immediately 

selected on the vacation calendar. 

 

Department management is responsible for approving and scheduling vacations, 

compensatory time off, and holidays to ensure the most efficient operation of the department.  

 

4. Compensatory Time Off 

 

Employees may elect to take compensatory time off in lieu of pay at the rate of one and 

one-half (1½) hours of compensatory time for every one (1) hour of overtime. However, employees 

who work less than one (1) hour of overtime shall receive a cash payment at the overtime rate and 

will not have the option of electing to accrue compensatory time in lieu of cash.  

 

Employees may accrue a maximum total of thirty-six (36) hours of compensatory time in 

any calendar year, and compensatory time cannot be replenished. The Sheriff may direct 

employees to take compensatory time off. Compensatory time that is not scheduled to be taken by 

December 31 of any calendar year will be paid to the employee on the first pay period during the 

month of December. 

 

Employees must request the use of compensatory time no less than thirty (30) days in 

advance of usage and requests for use of compensatory time will be approved on a “first come, 

first served basis.” Requests for compensatory time that are not received at least thirty (30) days 

prior to usage will be considered on a case-by-case basis. Compensatory time usage requests will 

not be unreasonably denied, but the Sheriff or his/her designee, has the right to deny a 

compensatory time off request if, in the opinion of the department head, that granting the request 

would be disruptive to the effective operations of the department or interfere with the minimum 

staffing of the department. Compensatory time usage requests that would require the department 

head or his/her designee to fill the position with another employee working overtime will not be 

granted. Compensatory time off in lieu of pay will normally be taken in no less than four (4) or six 

(6) hour time blocks depending on the eight (8) or twelve (12) hour scheduled work day. 

 

5. Five (5) Years’ Service Incentive Pay 

 

Jail staff who complete five (5) years of service in the Jail shall receive a one-time payment 

of Two Thousand Dollars ($2,000). 

 

 

 

 



51 | P a g e  

 

6. Sick Leave Payout at Death or Layoff 

 

Employees who terminate from service through death shall be entitled to any unused sick 

leave accumulation and earned vacation to be paid to the employee’s estate at the employee’s basic 

wage rate. Employees who terminate due to permanent layoff shall be entitled to any unused sick 

leave and earned vacation at the employee’s wage rate. 

 

7. Sick Leave Retirement Payout 

 

Unused sick time will accumulate from year to year in an employee’s sick leave account 

to a maximum of (960 hours). Employees who retire as an annuitant of the State Retirement Fund 

shall be paid 100 percent of the accumulated sick leave at his/her hourly rate. 

 

8. Retiree Health Insurance Stipend 

 

 Jail staff who retire from the County at age fifty-five (55) or above with at least twenty-

five (25) years of continuous service with the Sheriff’s Office shall receive Five Thousand Dollars 

($5,000) per year from the County to be used toward health insurance of the employee’s choice.  

In the year of retirement, individuals who retire from the County will receive a percentage of the 

amount listed above.  The prorated payment will be based on the total annual hours for the position 

less the number of hours paid prior to retirement.  The County shall pay the Retiree Health 

Insurance Stipend to the Health Reimbursement Account (HRA) established for the employee.  

The Retiree Health Insurance Stipend ends when the employee reaches age sixty-five (65). 

 

XXVI. Special Provisions for Solid Waste Department 

 

A. Holidays 

 

Paid holidays for regular Solid Waste Department employees are as follows: 

 

New Year’s Day  Memorial Day 

Independence Day  Labor Day 

Thanksgiving Day  Christmas Day 

Five (5) Personal Holidays   

 

Personal Holidays must be scheduled in advance and approved by the Solid Waste 

Director. Employees who are hired and begin their employment with the County on or after 

November 1 shall not be eligible for the five (5) personal holidays for the remainder of the calendar 

year. 

 

B. Reimbursement for Safety Equipment 

 

Upon the submission of an original receipt, the County will provide a reimbursement not 

to exceed one hundred dollars ($100.00) per calendar year for the purchase/replacement of one 

pair of prescription safety glasses with lenses that meet ANSI Standards as approved by an 

optometrist. 
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Employees who are required to wear safety shoes will be reimbursed up to two hundred 

dollars ($200.00) per calendar year for the purchase of one pair of steel toed or steel toed equivalent 

safety shoes, upon the submission of an original receipt for the purchase and provided that a prior 

request for reimbursement of safety shoes has not occurred within the previous six (6) months. 

Safety shoe reimbursement for newly hired employees may not be paid until after the new 

employee has satisfactorily completed six (6) months of employment. Newly hired employees may 

purchase safety shoes at the beginning of their employment, hold the safety shoe purchase receipt, 

and submit the receipt for reimbursement after satisfactorily completing six (6) months of 

employment. 

  

 

C. Reimbursement for Commercial Driver’s License 

 

Employees will be reimbursed for the cost of renewing the required Commercial Driver’s 

License (“CDL”) Class A and all required endorsements. The County will pay only the difference 

between the cost of the renewal fees required for the CDL and endorsements and the renewal cost 

for a general, non-commercial driver’s license. The County will not reimburse employees for the 

renewal cost of a general, non-CDL, such as Class D and M licenses. 

 

XXVII. Special Provisions for the Medical Examiner’s Office 

 

A. On-Call and Call-In Pay 

 

Employees shall receive compensation in addition to their regular salaries according to the 

following schedule: 

 

Weekend on-call duty  $70.00 per weekend 

 

Holiday on-call duty  $40.00 for a 1 to 2-day holiday that falls on Monday – Friday 

 

Weekday on-call duty  $20.00 per day 

 

Phone investigations  $10.00 per call.  Paid in addition to on-call pay listed above. 

 

Scene investigations An employee’s hourly rate of pay will apply to each hour 

worked to a maximum of forty (40) hours per week.  Any 

hours worked in excess of forty (40) hours in any given week 

will be compensated at one and one-half (1.5) times the 

employee’s hourly rate of pay.  Vacation, personal holidays, 

sick leave, paid holidays, and compensatory time used are 

not considered as time worked when overtime is computed.  

This compensation may come in the form of time off or in 

pay, as determined by department management. 


