
 

April 9, 2024 Personnel Committee Meeting Agenda 

 
VILLAGE OF JACKSON 

PERSONNEL COMMITTEE MEETING AGENDA 
Tuesday, April 9, 2024 at 5:30 PM 

Jackson Municipal Complex 
Village Board Room 

N168W19851 Main Street 
Jackson, WI 53037 

  
1. Call to Order and Roll Call 

2. Approval of Minutes for the Personnel Committee Meeting of March 12, 2024 

3. Review and Discussion of Chapters I, II, and III of the Village of Jackson Employee 
Handbook Regarding General Personnel Policies, Employment Policies, and Classification 
and Compensation Policies 

4. Review and Discussion of Professional Services Agreement with Washington County for 
Shared Planner Services 

5. Citizens/Village Staff to Address the Personnel Committee 

6. Adjourn 
 

Persons with disabilities requiring special accommodations for attendance at the meeting should contact the 
Administration Department at the Jackson Municipal Complex at least one (1) business day prior to the 
meeting. 
 
It is possible that members of the Village Board may attend the above meeting. No action will be taken by 
any governmental body at this meeting other than the governmental body specifically referred to in this 
meeting notice. This notice is given so that members of the Village Board may attend the meeting without 
violating the open meeting law. 
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MINUTES 
PERSONNEL COMMITTEE MEETING  
Tuesday, March 12, 2024 at 6:30 PM  
Personnel Committee Meeting  

  
  

 

1. Call to Order and Roll Call  
   

The meeting was called to order at 6:30 PM by Pres. Heckendorf. 
 
Members Present: Pres. Heckendorf, Tr. Emmrich, Tr. Kruepke. 
Members Excused: None 
Members Absent: None 
Staff Present: Administrator Jen Keller, Police Chief Ryan Vossekuil, Treasurer Darlene 
Smith, and Clerk Anastasia Gonstead. 
Trustees Present in Audience: None 

2. Approval of Minutes for the Personnel Committee Meeting of January 18, 2024  
   

The motion to approve the minutes for the Personnel Committee meeting of January 18, 
2024, was made by Tr. Emmrich and seconded by Tr. Kruepke.   
 
Vote: 3 ayes, 0 nays.  Motion carried. 

3. Review and Discussion of Jackson Police Department Lieutenant Promotional Process  
   

Chief Vossekuil provided background regarding the agenda item, as well as a projected 
timeline.  Areas of material interest include benefits related to sick leave, sick leave accrual, 
and sick leave payout.  Administrator Keller provided a background on the proposed changes 
provided in the agenda material.   
 
Tr. Emmrich looked for terminology clarification of "CBU."  Chief Vossekuil explained 
"CBU" is the appreciation for collective bargaining unit.  He further went on to explain the 
differences between what the CBU is able to accumulate and get paid out for sick time vs. 
what is available to non-CBU employees.  He stated he preferred to see that an employee 
retain what they have already earned.  Tr. Emmrich expressed agreement, not wanting 
qualified internal applicants deterred from applying for the position by losing benefits they 
had otherwise earned.  Pres. Heckendorf asked for clarification on numbers, going from an 
existing position to a lieutenant position.  Chief Vossekuil provided additional information, 
pointing out the loss of overtime as well.  The difference between lieutenant position vs. 
highest ranking patrol officer with overtime pay was stated to be minimal. 
 
The motion to recommend Village Board approve the 2024 Lieutenant job posting and future 
off of employment to the successor lieutenant to include deviating from the Employee 
Handbook leave policy language and allowing up to 100% sick leave contribution from the 
Village upon retirement, not to exceed 1,020 hours conditioned upon the following: 1) The 
offer will be reduced to 960 hours should the selected candidate not have accrued more than 
that amount upon the date the offer is made, and, 2) The offer may be amended could the 
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most current CBA of WPPA JPD reduce the retirement/sick leave benefit language prior to 
the successor lieutenant's retirement date, if applicable, was made by Tr. Emmrich and 
seconded by Tr. Kruepke.   
 
Vote: 3 ayes, 0 nays.  Motion carried. 
  

4. Closed Session Pursuant to Wis. Stats. § 19.85(1)(c) “considering employment, promotion, 
compensation or performance evaluation data of any public employee over which the 
governmental body has jurisdiction or exercises responsibility.” 
 
The closed session is for the purpose of:  

1. Discussing the 2024 Jackson Police Department Lieutenant Promotional Process 
 
   

This item was not needed, as a decision was made in open session. 

5. Reconvene in Open Session with Possible Action Related to the Subject of the Preceding 
Closed Session  

   
This item was not needed, as a decision was made in open session. 

6. Citizens/Village Staff to Address the Personnel Committee  
   

None. 

7. Adjourn  
   

A motion to adjourn the meeting was made by Tr. Kruepke and seconded by Tr. Emmrich. 
 
Vote: 3 ayes, 0 nays.  Motion carried.  The meeting was adjourned at 6:43 PM. 
 
Respectfully Submitted, 
Anastasia Gonstead - Village Clerk 
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Taking the lead in Washington County.

MEMO

TO: Brian Heckendorf, Village President; Personnel Committee

FROM: Jen Keller, Village Administrator, Darlene Smith, Village Treasurer

RE: Proposed Changes to 2013 Employee Handbook – Chapters 1-3 Regarding 
General Personnel Policies, Employment Policies, and Classification and 
Compensation Policies

DATE: April 2, 2024

Background
Based upon organizational needs, Staff and the Board commenced the review of the
Employee Handbook with the leave policies in November and December of 2023. 
Since that time, Staff have reviewed and revised language found in sections of the 
Handbook pertaining to Personnel Policies, Employment Policies and Classification 
and Compensation Policies. Generally, changes were made to update references to 
state statutes, references to the correct staff member/title, and replacing gender 
pronounce such as her/him with “their”. Changes are summarized by section, below.

SECTION 1 – General Personnel Policies
Updates were made to travel reimbursement language, vehicle use restrictions, and 
facility use. We’ve also cleaned up which personnel files are retained in administrative
offices and which files are retained by managers, and record keeping policies.

SECTION 2 – Employment Policies
Most revisions in this section were from the Village labor attorney. Clarifications may 
be necessary related to “probationary periods” which seem to no longer be advisable. 
Instead, “at will” employment status is relied up on in most circumstances. Needed 
clarifications were also made in 2.18 regarding notice of resignation requirements.

SECTION 3 – Classification and Compensation Policies
No major changes, cleaned up overtime, weekend, and holiday pay guidelines. 

Potential Motion:
Recommendation for Village Board authorization to the Village Attorney and Village 
Administrator to review, revise, and distribute to employees the updated Section 1-3 
of the Employee Handbook, effective May 1, 2024.

Attachments:
1. Adopted Section 1-3 Policies – 2013 Employee Handbook
2. Redline Copy of Proposed Section 1-3 Policies – 2013 Employee Handbook
3. Proposed Section 1-3 Policies – 2024 Draft Employee Handbook

N168 W19851    
Main Street 

Jackson, WI 53037  
Phone:  262-677-9001 

Fax:  262-677-1710
  

www.villageofjacksonwi.gov
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SECTION 1: GENERAL PERSONNEL POLICIES  
 

1.01 Open Door Policy  

1.02 Policy Development and Administration  

1.03 Health-Related Privacy Policy  
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1.04 Drug and Alcohol-Free Workplace  

-
-
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1.05 Harassment and Discrimination  

-

-

-

Definitions  

I. Verbal Harassment

II. Non-Verbal Harassment

-
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III. Physical Harassment

IV. Unwelcome Harassment

Prohibited Activity  

I. Sexual Harassment  

II. Harassment  

Complaint Procedu e 
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Confidentiality  

Retaliation  

 

1.06 Health and Safety Policy  
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1.07 Internet and E-mail Policy 

-

-
-
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Violations of this policy may warrant discipline, up to and including termination. 

 

1.08 Personnel Files  

 

1.09 Privacy in Locker Rooms Policy 
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1.10 Reference and Background Check Policy  

I. Reference Checks  

II. Driving Records  

III. Required Qualifications  

-

IV. Background Investigations  
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V. Credit Checks  

VI. Record Keeping  

-
-

1.11 Employment Eligibility Documents  

-

-
-

-
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1.12 Social Networking Policy  

™

I. Definitions  

– -

-

–
-

-

–
-

–

–
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II. Acceptable Use  

-

 
 
 

-
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III. Terms of Service  

IV. Content of Posts and Comments  
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-

V. Posts, Comments, and Public Records  

-

-

VI. Security  

VII. Records Management and Preservation  

-
-

VIII. Breach of Policy  
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1.13 Travel Policy  

I. Transportation  

II. Lodging  

-

III. Meal, Entertainment, and Miscellaneous Expenses  
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-
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IV. Registration and/or Tuition Fees  

-

V. Travel with Spouse and/or Family  

VI. Code of Conduct  

VII. Expense Report  

-

1.14 Use of Village Equipment  

-

-
-

I. Office Equipment  
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II. Telephone/Cell Phone Use  

III. Computer Use  

IV. Vehicle Use  
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V. Return of Equipment  

1.15 Violence in the Workplace Policy  

-

-

I. Prevention Techniques  
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 -
 -

 

 

 -

 

 - -

 

 
II. Responsibilities and Reporting Procedures  
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III. Retaliation  

IV. Restraining Orders  

-

1.16 Non-Fraternization  
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1.17 Outside Employment 
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SECTION 2: EMPLOYMENT POLICIES  
 

2.01 Chain of Command 
 Operation of any government agency depends on an effective chain of command. The 
ultimate decision concerning policy in the Village resides by law with the Village Board under the 
leadership of the Village Administrator. The Village Administrator, as the chief administrative 
officer of the Village, is the primary professional advisor to the Board and head of the Village 
Management Team. The Department Heads – Village Clerk/Treasurer, Police Chief, Fire Chief, 
Director of Public Works, Joint Parks and Recreation Director, and Building Inspector – comprise 
The Village Management Team and report to the Village Administrator. Superintendents and 
supervisors subordinate to the Department Heads are a subgroup of the Village Management 
Team. This management team concept is the process by which a recommendation for Village 
Board action is developed and the decision implemented. This system represents a means of 
establishing orderly lines of organization and communication as management personnel unite 
with the Board to promote effective services for the community. 

 The overall authority and responsibility for the general day-to-day administration of the 
personnel program, rests with the Village Administrator for its non-protective service employees, 
and with the Police Chief and Fire Chief for protective services employees under their respective 
jurisdictions. Employees have the obligation to further the professional advisement of the Board 
through the chain of command. The Village Administrator is given the latitude to determine the 
best method of implementing the policy decisions of the Village Board. 

 All staff members and supervisors shall be responsible to the Village Board through the 
Village Administrator. Each shall refer matters requiring administrative attention to his/her 
supervisor, who shall refer such matters to the next higher authority when necessary, and 
through the Village Administrator to the Village Board. Each employee is to keep the person that 
he/she reports to, informed of his/her activities by whatever means the supervisor deems 
appropriate. It is the responsibility of the employee’s supervisor to assign his/her duties. 

 If an employee has any questions, opinions, or suggestions about the information 
contained in this handbook or about any other aspect of his/her job, those questions, opinions, 
or suggestions must be directed through the chain of command. 

 The Village Administrator and the Department Heads (and their subordinates, if 
necessary) shall attend Village meetings relevant to their departments, when feasible. 
Administrative participation shall be by professional counsel, guidance, and recommendation as 
distinct from the deliberation, debate, and voting of Village Board members. 

 Generally, if an employee has a problem with an individual, the employee is encouraged 
to approach that person first and attempt to resolve the conflict. If that does not resolve the 
issue, the employee must address the problem through his/her immediate supervisor and 
onward through the chain of command. In some cases, the employee’s supervisor may decide to 
refer the problem through the chain of command where it can be addressed by another 
supervisor or the Village Administrator. If the employee feels harassed by another person, he/she 
is directed to follow the harassment reporting policy in this handbook. 
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2.02 Authority 
 The Village Administrator is employed by the Village Board and acts as agent of the Board 
in the selection, employment, and termination of staff in compliance with approved personnel 
policies, procedures, and Wisconsin State Statutes. In this capacity, the Village Administrator 
recommends candidates for Department Head positions to the Board for the Board's approval. 
The Village Administrator also is responsible for creating and implementing an effective 
organizational plan for all departments. The Village Administrator is responsible for screening 
and interviewing applicants for Department Head positions and for identifying the best qualified 
applicant. Following the interview process, the Village Administrator will recommend to the 
Village Board the best qualified candidate, whose appointment will then be subject to its 
approval. The appointment is subject to majority approval of the Board.  

 The Department Head will screen and interview applicants for positions under his/her 
jurisdiction and review the information with the Village Administrator. After consultation with 
and approval by the Village Administrator, the Department Head will make the appointment. The 
Village Administrator will report the selection to the Village Board for its information. Candidates 
not selected for a position will be notified that the position has been filled.  

 

2.03 Appearance and Dress Code  
 It is the expectation of the Village that each employee’s dress, grooming and personal 
hygiene should be appropriate to the work situation.  

1. Employees are expected at all times to present a professional, business-like image 
to the public. Acceptable personal appearance is an ongoing requirement of 
employment.  

2. Office workers and any employees who have regular contact with the public must 
comply with the following personal appearance standards:  

Employees are expected to dress in a manner that is normally acceptable in 
business establishments. Employees should not wear suggestive attire, spaghetti 
straps, backless clothing, clothes printed with slogans, jeans, athletic clothing, 
shorts, T-shirt, baseball hats, and similar attire that do not present a business-like 
appearance. 

3. Employees who do not regularly meet the public should follow basic requirements 
of safety and comfort, but should still be as neat and business-like as working 
conditions permit. 

4. Certain employees may be required by the Village to wear specific clothing 
depending on the nature of their job. Uniforms will be properly maintained and 
worn where required by department policy. 

5. At the discretion of the Village Administrator or designee, on certain occasions, 
employees may be allowed to dress in a more casual fashion than normally 
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required. On these occasions, employees are still expected to present a neat 
appearance and are not permitted to wear ripped or disheveled clothing, athletic 
wear, or similarly inappropriate clothing. 

 
 Any employee who does not meet the standards of this policy will be required to take 
corrective action, which may include leaving the premises. Violations of this policy also will result 
in disciplinary action. 
 
2.04 Attendance and Punctuality  
 Employees are expected to be dedicated to their work and to be at work on time each 
work day. Any employee who knows or suspects that he/she may, for any reason including but 
not limited to sickness, be unable to report to work on time or unable to be at work for any part 
of his/her shift should notify his/her Department Head (or, in the case of a Department Head, 
the Village Administrator or designee) as soon as possible prior to the employee's starting time 
and no later than one hour prior to the starting time. This requirement applies for each separate 
day of absence or tardiness, except for employees who (1) are hospitalized, (2) instructed by an 
attending physician that absence from work of more than the present day is medically advisable 
(or required), or (3) have a sickness or condition clearly requiring an absence of more than the 
present day. Employees need to give notice only at the outset of such an event/circumstance, 
providing that such notice expressly refers to that event/circumstance as one which is expected 
to cause an extended absence. Any absence or tardiness must be justified by a sufficient reason. 
In the case of any claimed sickness, the Village may at its sole discretion require medical 
certification from a physician and/or other evidence of actual sickness. An employee's failure to 
give advance notice of an absence or tardiness and/or failure to present a legitimate reason for 
an absence or tardiness may result in discipline, up to and including suspension or dismissal. Poor 
attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to 
and including termination of employment.  

 

2.05 Lunch Periods  
 For employees working eight (8) or more hours in a day, the employee must take one 
unpaid thirty (30) minute lunch period during the middle of the working day. For employees 
working from zero (0) to five (5) hours, no lunch period is granted. The precise timing of the lunch 
periods is at the discretion of the Department Head or other supervisory staff and should not 
interfere with work duties. Lunch periods may not be foregone in order for employees to leave 
early at the end of the work day, unless specifically authorized by the employee’s supervisor.  

2.06 Gifts and Gratuities  
 Employees are prohibited from accepting any gift, gratuity, favor, loan, or anything of 
more than nominal value from any person, directly or indirectly, which could reasonably be 
expected to influence an employee’s action or inaction or could reasonably be considered as a 
reward for any official action or inaction on the part of the employee. Any questions regarding 
what is proper and acceptable should be immediately discussed with the employee’s supervisor.  
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 Unsolicited gifts of nominal value (total value of $50.00 or less in any one year from any 
individual or organization) may be permissible.  

 

2.07 Tobacco Use  
 This policy is in conformance with Wisconsin State Statute 101.23, which prohibits 
smoking in public buildings and in other Village property. Accordingly, smoking and/or the use of 
tobacco products is prohibited in Village buildings, Village vehicles, while operating any 
equipment, and inside any roofed, permanent structures in Village parks. Smoking will be 
permitted only outside of Village buildings in designated areas and in accordance with State law.  

 

2.08 Contact with News Media  
 It has always been the Village’s policy to cooperate as fully as possible with news media 
inquiries and to communicate truthfully with the media on Village matters appropriate for public 
knowledge. With the exception of the public officials of the Village, to ensure accuracy regarding 
the organization or its actions, the Village Administrator or designee will serve as the only 
authorized media spokesperson for the organization. No employees other than the Village 
Administrator or designee may grant an interview concerning Village business to any form of 
media without prior written permission from the Village Administrator.  

 

2.09 Citizen Complaint Policy  
 It is the Village’s policy to accept, investigate, and attempt to resolve all complaints 
received. In the event an issue cannot be resolved, the complainant shall be notified by the 
appropriate Village personnel as to why a resolution cannot occur and what decision has been 
made regarding the complaint.  

The following procedures shall be followed by all Village employees upon receipt of a 
citizen complaint: 

1. A complainant should be encouraged to file his or her complaint in person by 
completing the Citizen Complaint Form, including the complainant’s signature. 

2. If a complaint is received verbally, over the telephone, or in any other form (i.e. 
mail, e-mail), the Citizen Complaint Form should be completed by the employee 
receiving the complaint, with the following information: 
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a. Date complaint was received. 

b. (Referral): The department that will address the concern. 

c. (Referred by): The name of the person who received the complaint. 

d. Name of complainant. 

e. Address of complainant. 

f. Telephone/e-mail of complainant. 

g. Nature of complaint, concern, or request, providing as much detail as 
possible to assist the department that will work to resolve the issue. 

h. The complaint should be forwarded to the Village Clerk/ Treasurer for 
logging and filing. A copy of the complaint will be forwarded to the 
appropriate department(s) for resolution. 

i. A letter or email will be sent to the complainant by the Village 
Clerk/Treasurer to confirm receipt of the complaint and identify which 
department will be working with the complainant to resolve his/her 
concern. 

j. The involved department should investigate or review the identified 
concern and take appropriate action. 

k. The employee who resolves the concern should indicate the resolution on 
the Citizen Complaint Form, and obtain approval and signature from the 
Department Head.  

l. A copy of the letter, if applicable, and completed Citizen Complaint Form 
should be returned to the Village Clerk/Treasurer to log into the computer 
and documentation file. 

m. A follow-up letter, email, or telephone call should be made by the Village 
Clerk/Treasurer to the complainant, informing him/her of the action that 
was taken regarding his/her request or concern. 

 

2.10 Employee Evaluation and Appraisal  
 It is the goal of the Village that all full-time and part-time employees be evaluated on an 
annual basis by their Department Head; the Department Heads by the Village Administrator; and 
the Village Administrator by the Village Board. An employee is evaluated according to how he/she 
performs activities in his/her job description. Employee evaluations allow an opportunity for both 
employees and the Village Administrator or Department Head to provide each other feedback 
regarding work issues, with the exception of issues subject to the Grievance Procedure set forth 
in this handbook. 
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2.11 Employment of Relatives, Anti-Nepotism  
 No employees from the same immediate family will hold jobs which involve supervision 
of, or being supervised by an immediate relative. “Immediate relative” is defined as the 
employee’s spouse, child, parent, brother, sister, grandparent, grandchild, brother-in-law, sister-
in-law, father-in-law, mother-in-law, son-in-law, daughter-in-law, uncle, aunt, niece, nephew, or 
first cousin. 

 

2.12 Employment Status  
 All employees are either full-time, part-time, paid-on-call firefighters, or 
temporary/seasonal employees. 

 A full-time employee is one who is regularly scheduled to work at least forty (40) hours 
per week for fifty-two (52) consecutive weeks (including any vacation or sick leave already 
earned). 

 A part-time employee is one who works more than 1,200 hours per year, and less than 
forty (40) hours per week, for fifty-two (52) consecutive weeks (including any vacation or sick 
leave already earned). 

 A paid-on-call firefighter is one who works in the Jackson Fire Department. 

 A temporary or seasonal employee is ordinarily employed only for a specific period or 
season and/or work on a specific project until the project is completed. Temporary or seasonal 
employees are not eligible for any fringe benefits.  

 For the first six months of employment in any particular position (assuming any 
employment lasts for six months), an employee is considered an "employee in orientation." The 
Village may, at its discretion, extend the orientation period beyond six months. Prior to the start 
of the orientation period, a physical examination may be required of the employee.  

 Both during and after completion (if any completion occurs) of the six-month orientation 
period, all employees remain employees-at-will, whose employment may be terminated at any 
time. Whether an employee is in the orientation period or not, full-time, part-time, paid-on-call 
firefighter, temporary, or seasonal, he/she remains an employee-at-will. In other words, the 
employment relationship may be ended at any time by either party, with or without notice for 
any reason.  

 

2.13 Expectations for Employee Conduct  
 All Village employees are expected to meet a standard of conduct appropriate to the 
reputation of the Village. While at work, employees are responsible to be aware of and abide by 
existing rules and regulations. It is also the responsibility of employees to perform their job duties 
to the best of their abilities and to the standards set forth in their job descriptions, or as otherwise 
established.  
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 Employees, while on Village property, while performing their duties throughout the 
Village or representing the Village elsewhere and in the conduct of their work, are expected to 
demonstrate proper regard for the standards of the community and to show respect for the law 
and for the rights of others. The behavior of employees while not at work or representing the 
Village is for the individual to regulate. However, when illegal and/or inappropriate activity is 
engaged in which relate to an employee’s job duties and/or which raise doubts as to the 
employee’s ability to carry out their duties, the activity will be reviewed and appropriate action 
may be taken.  

I. Expected Conduct  

A. Employees are expected to conduct themselves in a positive manner in order to 
promote the best interests of the Village. Examples of appropriate employee 
conduct include the following (this list is NOT intended to be all-inclusive):  

1. Treating all citizens, visitors and co-workers with respect and in a 
courteous manner;  

2. Refraining from conduct that is offensive;  

3. Reporting to management suspicious, unethical, or illegal conduct by co-
workers, citizens, or business associates of the Village;  

4. Cooperating with any Village investigation;  

5. Complying with all Village safety and security regulations;  

6. Wearing clothing appropriate for the work being performed;  

7. Performing assigned tasks efficiently and in accord with established 
standards;  

8. Reporting to work punctually as scheduled and being at the proper work 
station, ready for work, at the assigned starting time;  

9. Giving proper advance notice whenever unable to work or report on time; 

10. Smoking only at times and in places not prohibited by Village rules or local 
ordinances;  

11. Maintaining cleanliness and order in the workplace and work areas.  

II. Attendance  

It is expected that all Village employees will arrive at their workplace on time, work all 
scheduled hours and authorized overtime as required by business necessity, and are 
dependable with regard to attendance. Employees who are frequently away from the 
premises for business reasons are required to inform their supervisor of their 
whereabouts during working hours. Unauthorized or excessive absences or tardiness will 
result in disciplinary action, up to and including discharge.  
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Employees who are absent from work for three (3) consecutive days without giving proper 
notice to the Village will be considered as having abandoned the job and terminated 
employment.  

III. Drugs and Alcohol in the Workplace  

Failure to abide by the Drug-Free Workplace policy or the Controlled Substances and 
Alcohol Testing Policy, or a criminal drug statute conviction for a drug violation in the 
workplace will cause disciplinary action to be taken, up to and including termination.  

IV. Gambling  

Gambling constitutes a threat to the Village’s security, and can interfere with employee 
productivity and morale. Therefore, any gambling on the part of Village employees while 
at work is strictly prohibited. Gambling includes placing, accepting, recording or 
registering bets, or otherwise carrying on a game of chance for money, property, or any 
other item of value. This prohibition includes all gambling operations, even if and where 
such activities do not constitute illegal activity. Employees involved in gambling while at 
work will be subject to discipline, up to and including termination.  

V. Insubordination  

Insubordination, defined as an employee’s failure or refusal to recognize or submit to the 
authority of a supervisor, or open defiance of authority or resistance to control (i.e. 
refusing to obey instructions), is strictly prohibited. Insubordination may result in 
discipline, up to and including termination.  

VI. Other Prohibited Conduct  

A. Any conduct that interferes with operations, discredits the Village, or is offensive 
to citizens or co-workers will not be tolerated. The following are examples of 
conduct that is strictly prohibited (this list is NOT intended to be all-inclusive). 
Employees engaged in prohibited conduct will be subject to discipline, up to and 
including termination. At management’s discretion, any violation of Village policy 
or any conduct considered inappropriate or unsatisfactory may subject an 
employee to discipline: 

1. Possession of firearms or other weapons in violation of the Violence in the 
Workplace policy;  

2. Fighting with or assaulting a co-worker or citizen; 

3. Threatening or intimidating co-workers, citizens, business associates, or 
guests;  

4. Engaging in any form of sexual or other harassment;  

5. Violating the Drug-Free Workplace policy or the Alcohol and Controlled 
Substances Testing policy;  

6. Disclosing confidential Village information;  
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7. Falsifying or altering any Village record or report, such as an employment 
application, medical reports, production records, time records, expense 
accounts, absentee reports, or shipping and receiving records;  

8. Stealing, destroying, defacing, or misusing Village property or another 
employee’s or citizen’s property;  

9. Misusing Village communications systems, including electronic mail, 
computers, internet, and telephones;  

10. Refusing to follow management’s instructions concerning a job-related 
matter or being insubordinate;  

11. Failing to wear assigned safety equipment or failing to abide by safety rules 
and policies;  

12. Smoking where prohibited by local ordinance or Village rules;  

13. Using profanity or abusive language;  

14. Sleeping on the job without authorization;  

15. Engaging in pranks or horseplay;  

16. Wearing improper attire or having an inappropriate personal appearance;  

17. Accepting tips or gifts of more than nominal value in the course of work;  

18. Engaging in outside employment while on an unpaid leave of absence;  

19. Claiming sick leave under false pretenses;  

20. Working unauthorized overtime;  

21. Deliberately restricting work output or encouraging another employee to 
do so;  

22. Engaging in illegal or unethical conduct during the workday or on Village 
property;  

23. Gambling while at work as defined in this policy  

Employment with the Village is at-will and of mutual consent of the Village and the 
employee, and either party may terminate that relationship at any time, with or without 
cause, and with or without advance notice. 

 

2.14 Grievance Procedure  

I. Discipline. 

Discipline may result when an employee’s actions do not conform with generally accepted 
standards of good behavior, when an employee violates a policy or rule, when an 
employee’s performance is not acceptable, or when the employee’s conduct is 
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detrimental to the interests of the Village of Jackson. Disciplinary action may call for any 
of four steps – verbal warning, written warning, suspension (with or without pay), or 
termination of employment – depending on the problem and the number of occurrences. 
There may be circumstances when one or more steps are bypassed. Certain types of 
employee problems are serious enough to justify either a suspension or termination of 
employment without going through progressive discipline steps. The Village of Jackson 
reserves the right, in its sole discretion, to impose disciplinary action as may be 
appropriate to the particular circumstances. 

Written grievances may be filed under this policy only for suspension (with or without 
pay), or termination of employment. Written grievances for verbal or written warnings 
will not be allowed. 

II. Grievance Procedure. 

This policy is intended to comply with Section 66.0509, Wis. Stats., and provides a 
grievance procedure addressing issues concerning workplace safety, discipline and 
termination. This policy applies to all employees covered under Section 66.0509, Wis. 
Stats., other than police and fire employees subject to Section 62.13(5), Wis. Stats. An 
employee may appeal any level of discipline under this grievance procedure. For purposes 
of this policy, the following definitions apply:  

A. "Employee discipline" includes all levels of progressive discipline, but shall not 
include the following items:  

1. Placing an employee on paid administrative leave pending an internal 
investigation;  

2. Counseling, meetings, or other pre-disciplinary action;  
3. Actions taken to address work performance, including use of a 

performance improvement plan or job targets;  
4. Demotion, transfer, or change in job assignment; 
5. Other personnel actions taken by the employer that are not a form of 

progressive discipline;  
6. Layoffs; or 
7. Evaluations. 

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

1. Voluntary quit;  
2. Layoff or failure to be recalled from layoff at the expiration of the recall 

period;  
3. Retirement;  
4. Job abandonment, “no-call, no-show”, or other failure to report to work; 

or  
5. Termination of employment due to lack of qualification or license, or other 

inability to perform job duties. 
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C. "Workplace safety” is defined as conditions of employment affecting an 
employee’s physical health or safety, the safe operation of workplace equipment 
and tools, safety of the physical work environment, personal protective 
equipment, workplace violence, and training related to same.  

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

1. The name and position of the employee filing it,  
2. A statement of the issue involved,  
3. A statement of the relief sought,  
4. A detailed explanation of the facts supporting the grievance;  
5. The date(s) the event(s) giving rise to the grievance took place,  
6. The identity of the policy, procedure or rule that is being challenged;  
7. The steps the employee has taken to review the matter, either orally or in 

writing, with the employee’s supervisor; and  
8. The employee’s signature and the date.  

III. Steps of the Grievance Procedure  

Employees should first discuss complaints or questions with their immediate supervisor. 
Every reasonable effort should be made by supervisors and employees to resolve any 
questions, problems or misunderstandings that have arisen before filing a grievance.  

A. Step 1 – Written Grievance Filed with the Department Head. The employee must 
prepare and file a written grievance with the Department Head within five (5) 
business days of when the employee knows, or should have known, of the events 
giving rise to the grievance. The Department Head or his/her designee will 
investigate the facts giving rise to the grievance and inform the employee of 
his/her decision, if possible within ten (10) business days of receipt of the 
grievance. In the event the grievance involves the Department Head, the 
employee may initially file the grievance with the Village Administrator, who shall 
conduct the Step 1 investigation.  

B. Step 2 – Review by Village Administrator. If the grievance is not settled at Step 1, 
the employee may appeal the grievance to the Village Administrator within five 
(5) business days of the receipt of the decision of the department head at Step 1. 
The Village Administrator or his/her designee will review the matter and inform 
the employee of his/her decision, if possible within ten (10) business days of 
receipt of the grievance.  

C. Step 3 – Impartial Hearing Officer. If the grievance is not settled at Step 2, the 
employee may request in writing, within five (5) business days following receipt 
of the Village Administrator’s decision, a request for written review by an impartial 
hearing officer. The Village shall select the impartial hearing officer. The hearing 
officer shall not be a Village employee. In all cases, the grievant shall have the 
burden of proof to support the grievance. The impartial hearing officer will 
determine whether the Village acted in an arbitrary and capricious manner. This 
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process does not involve a hearing before a court of law; thus, the rules of 
evidence will not be followed. Depending on the issue involved, the impartial 
hearing officer will determine whether a hearing is necessary, or whether the case 
may be decided based on a submission of written documents. The impartial 
hearing officer shall prepare a written decision.  

D. Step 4 – Review by the Governing Body. If the grievance is not resolved after Step 
3, the employee or the Village Administrator shall request within five (5) business 
days of receipt of the written decision from the hearing officer a written review 
by the Governing Body. For all employees, the appeal shall be filed with the Village 
Board. The Village Board shall not take testimony or evidence; it may only 
determine whether the hearing officer reached an arbitrary or incorrect result 
based on a review of the record before the hearing officer. The matter will be 
scheduled for the Village Board’s next regular meeting. The Village Board will 
inform the employee of its findings and decision in writing within ten (10) business 
days of the Village Board meeting. The Village Board shall decide the matter by 
majority vote and this decision shall be final and binding.  

An employee may not file a grievance outside of the time limits set forth above. If the 
employee fails to meet the deadlines set forth above, the grievance will be considered 
resolved. If it is impossible to comply with the deadlines due to meeting notice 
requirements or meeting preparation, the grievance will be reviewed at the next possible 
meeting date. An employee must process his/her grievance outside of normal work hours 
unless the employee elects to use accrued paid time (vacation, compensatory time, etc.) 
in order to be paid for time spent processing his/her grievance through the various steps 
of the grievance procedure. 

 

2.15 Restricted/Modified Duty Policy  
 The Purpose of this policy is to establish a uniform policy and procedure for the 
administration of a Village-wide restricted/modified duty assignment program for employees 
who are temporarily disabled from performing the essential duties of their regularly assigned 
positions due to injury or illness. This program is intended to provide temporary reassignment of 
an injured employee only until such time as:  

1. The employee is medically released to perform the full range of duties of his/her 
position;  

2. The restricted/modified duty assignment is discontinued at the request of the 
attending physician;  

3. The employee is medically determined to be permanently disabled and 
consideration is given to modification, transfer, termination, or retirement; or  

4. The restricted/modified duty assignment is discontinued at the option of the 
Village.  
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 Restricted/modified duty assignment, if available, is a special short term temporary work 
assignment provided for employees who have temporary medical restrictions that prevent them 
from performing some or all of their normal duties. In all cases, a restricted/modified duty 
assignment is temporary, will have a defined beginning and ending date.  

 This program shall be administered by the Village Administrator or designee. All 
employees and departments are required to cooperate fully with the Village Administrator or 
designee in administration of this program.  

 The restricted/modified duty assignment will be based on a qualified medical assessment 
of the employee. It is mandatory for the employee to provide all necessary medical information 
concerning the extent of his/her work restrictions and the probable duration of his/her 
restrictions. The employee is also required to submit updated work restrictions to the Village 
Administrator or designee after every doctor visit.  

 There is no guarantee of restricted/modified duty assignments. All requests for 
restricted/modified duty assignments shall be reviewed on a case by case basis. It is at the 
discretion of the Village Administrator or designee to determine the duty assignment. Such 
assignments shall depend in part on the medical limitations of the individual, the availability of 
suitable work, adequate funding, and the needs of the Village. At no time shall a position be 
created for an employee who has requested and/or accepted a restricted/modified duty 
assignment. A restricted/modified duty assignment may be altered to comply with any applicable 
state and/or federal law.  

 An employee’s return to work in a restricted/modified duty assignment shall comply with 
all applicable state and/or federal laws, including but not necessarily limited to the Family and 
Medical Leave Act (FMLA), the American’s with Disabilities Act (ADA), and the state Worker’s 
Compensation laws. All requests and/or assignments for restricted/modified duty shall be 
reviewed by the Village Administrator or designee to ensure all requirements are being met.  

 If the employee is unable to perform the essential functions of his/her job because of a 
serious health condition, he/she may be qualified for family and medical leave under the Village’s 
FMLA policy rather than accept a restricted/modified duty assignment. If the employee elects to 
turn down the restricted/modified duty assignment and take leave under the Village’s FMLA 
policy, he/she may no longer be eligible for Worker’s Compensation benefits. That determination 
will be made at the time the employee takes leave under the Village’s FMLA policy. If an 
employee accepts a restricted/modified duty assignment, that time will not be counted against 
the employee’s leave entitlement under the Village’s FMLA policy.  

I. Definitions  

A. Restricted/modified duty assignment: This is a temporary assignment, which shall 
have a defined beginning and ending date.  

B. Transitional job tasks: These are job assignments that may or may not normally be 
performed by the employee but fall within the restrictions as outlined by the 
employee’s physician.  

II. Procedure for Policy  
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A. The following procedure is set forth to assist employees and supervisors in clearly 
understanding the requirements of the restricted/modified duty assignment 
policy. It is important that appropriate communications be established at all times 
between the employee, his/her supervisor, his/her physician, the Village and the 
Village’s Worker’s Compensation insurance carrier.  

1. An employee who has a work-related injury/illness must have his/her 
treating physician complete the Village’s “Medical Status Report” form. 
(This form may be obtained from the employee’s supervisor or from the 
Deputy Village Clerk/Treasurer.) This report provides the Village with the 
physician’s diagnosis and the following information:  

a. Can the employee return to work with no limitations? If no:  

b. Can the employee return to work on restricted/modified duty 
assignment and if so, what are his/her limitations?  

c. If the employee cannot return to work at this time, when is it 
expected the employee may be able to return to 
restricted/modified duty assignment?  

2. The completed form is to be returned to the Deputy Treasurer as soon as 
possible after the employee’s doctor’s visit. This form along with all other 
medical information will be held in confidence in accordance with 
applicable law.  

3. The Village Administrator or designee will then make a determination if 
there are sufficient transitional job tasks available to return the employee 
to restricted/modified duty assignment. A restricted/modified duty 
assignment must be in writing and must specify a starting and ending date. 
Any extension of an original restricted/modified duty assignment must be 
approved by the Village Administrator and must also be done in writing.  

4. The employee is also required to submit updated work restrictions to the 
Village Administrator or designee after every doctor visit, detailing the 
extent of their work restrictions and the probable duration of these 
restrictions. Any modifications to an original restricted/modified duty 
assignment must also be done in writing.  

5. At no time should an employee exceed the medical restrictions of his/her 
physician or perform transitional job tasks that are outside of the scope of 
the employee’s physician’s recommendations. Employees should not 
attempt tasks that exceed their restrictions. If an employee has questions 
about the task(s) at hand and his/her restrictions, he/she should talk to the 
Village Administrator or designee immediately. Employees must also 
comply during non-work hours to ensure that restrictions are maintained.  
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6. Upon full release to return to work without restrictions, the employee 
must submit the proper return to work authorization from his/her treating 
physician.  

 

2.16 Physical Examinations for Employment Candidates  
 The Village will pay the cost of any required physical examination. In accordance with the 
Americans with Disabilities Act, all physical examinations will occur after a conditional offer of 
employment. The Village will determine which examining physician shall be used for any such 
required examination. Candidates should understand that passing a required physical 
examination is a part of the employment process. In the event that the candidate does not 
successfully pass a required physical examination, the offer of employment will be revoked.  

 

2.17 Employee Medical Examinations  
 Current employees may be required to take medical examinations to determine fitness 
for duty. Such examinations will be scheduled at reasonable times and intervals and performed 
at the Village’s expense. Information on an employee’s medical condition or history will be kept 
separate from other employee information and maintained confidentially. Access to this 
information will be limited to those who have a legitimate need to know. Prior to any fitness for 
duty examination, the Village Administrator will consult with legal counsel to ensure compliance 
relating to all applicable laws. 

 

2.18 Termination of Employment  

I. Resignation Notice 

The Village requests that any employee who intends to resign his/her employment give 
written notice thereof to the Department Head at least two (2) weeks prior to the 
resignation date; thirty (30) days in the case of a Department Head, who should give 
written notice to the Village Administrator. An employee who resigns and gives the 
appropriate prior written notice will be paid his/her remaining accrued but unused 
vacation and personal time in accord with the Village’s policy on payouts for vacation and 
personal time. The Village also requests that an employee who is resigning, discuss with 
the employee's Department Head (or the Village Administrator) the employee's reasons 
for resigning.  

An employee who voluntarily terminates employment without giving two (2) weeks prior 
notice automatically waives his/her right to payout of any accrued leave. Employees 
wishing to resign in good standing shall give written notice to the Department Head not 
less than two (2) weeks before such resignation shall be effective. Department Heads, 
Superintendents, and Supervisors shall give not less than three (3) weeks written 
resignation notice. The time specified for written notice of resignation shall not include 
paid time not worked, such as vacation or sick leave benefits. Unauthorized absence of 
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an employee for three (3) consecutive workdays may be considered by the Village as a 
resignation of such employee. The Department Head shall notify the Village Administrator 
of any resignation in the department when the resignation is received. From time to time, 
it may be mutually beneficial for both the Village and employee to waive these 
notification requirements to allow the employee to depart expeditiously, yet under good 
standing. 

II. Notification of Termination 

The Department Head shall notify the Village Administrator as soon as he/she learns that 
an employee is leaving. Employees may be abruptly terminated for gross misconduct, 
serious violation of safety or work rules, failure to follow instructions, or any other reason, 
or no reason. Except for contractual and employees under labor agreements, 
employment is considered “at will”. 

 

2.19 Reductions in Workforce  
 On occasion, areas may be forced to reduce staff. Some business reasons for this may be 
economic need, consolidation of facilities, restructuring of operations, combining of departments 
or functions, and streamlining or elimination of departments, functions, or jobs. If a reduction in 
staff is deemed necessary, the Department Head of the area to be affected will work with the 
Village Administrator to document the business reason and process for the restructuring. This 
may include an analysis of business needs to determine the appropriate criteria to use, 
development of a communication plan, job re-evaluations, salary administration, and/or 
outplacement services.  

 In selecting the employees who will remain with the organization, only job-related criteria 
will be used. The criteria used will be determined based on the reason for the reduction in force 
and the determination of the business area’s needs. Job-related criteria may include the 
employee’s current performance, competencies, skills, responsibilities, experience, leadership, 
education and training, personal commitment, and length of service with the Village. 
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SECTION 3: CLASSIFICATION AND COMPENSATION  
 

3.01 At-Will Employment Policy  
 -

- -  

 

 

 

3.02 Classification of Positions  
 

 

 

3.03 Compensation Policy  
 

 

 

3.04 Elimination, Change, and Creation of Positions  
 

 

3.05 Pay Period  
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3.06 Payroll Deductions  
 

 

 

3.07 Working Hours  
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3.08 Overtime Pay  
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3.09 Pay for Holidays Worked 
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3.10 Weekend and Holiday Rotation Pay 
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3.11 Emergency Closings  
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SECTION 1: GENERAL PERSONNEL POLICIES  
 

1.01 Open Door Policy  
-

- -

1.02 Policy Development and Administration  

1.03 Health-Related Privacy Policy  
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1.04 Drug and Alcohol-Free Workplace  

-
-

c
 

Page 48 of 191



-
2024

1.05 Anti-Harassment,  Anti-Discrimination, and Anti-Retaliation 

—

—  

-
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I. Understanding Unlawful Harassment, Including Sexual Harassment, Discrimination, and 
Retaliation 

Discrimination

Retaliation

Prohibited Harassment, including Sexual Harassment
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II. Responsibilities
Responsibilities of All Employees and Officeholders

 

 

 

 

 

Responsibilities of Supervisors 

-
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III. Procedures
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IV. Retaliation
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V. Training 
 

 

VI. Outside Agencies 
 

-
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1.06 Health and Safety Policy  
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1.07 Electronic Communications Systems, Services, and Devices Policy 

-

-

-
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Violations of this policy may warrant discipline, up to and including termination. 

 

1.08 Personnel Files  
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1.09 Privacy in Locker Rooms Policy 

1.10 Reference and Background Check Policy  

I. Reference Checks  

II. Driving Records  

III. Required Qualifications  

-

-

IV. Background Investigations  
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V. Credit Checks  

VI. Record Keeping  

-
-

The
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1.11 Employment Eligibility Documents  

-

-
-

-
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1.12 Social Networking Policy  

I. Definitions  

–
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II. Acceptable Use  

-
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III. Terms of Service  

 

IV. Content of Posts and Comments  

-

V. Posts, Comments, and Public Records  

-

-

VI. Security  
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VII. Records Management and Preservation  

 

-
-

VIII. Breach of Policy  

 

1.13 Travel Policy  

I. Transportation  

II. Lodging  
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III. Meal 

$
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III. Entertainment 
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-
 

IV.         Registration and/or Tuition Fees  

-

V. Travel with Spouse and/or Family  

VI. Code of Conduct  

VII. Expense Report  

 

-
- - -
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1.14    Expense Reimbursement Policy  
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-

–
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1.15 Use of Village Equipment  
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I. Office Equipment  

-

II. Telephone/Cell Phone Use  

 

III. Computer Systems Use  

- -
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IV. Vehicle Use  
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V. Facility Use 
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VI. Return of Equipment  

 

1.16 Violence in the Workplace Policy  

-

I. Prevention Techniques  
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II. Responsibilities and Reporting Procedures  
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III. Retaliation  

IV. Restraining Orders  

-

1.17 Non-Fraternization  

1.18   Outside Employment 
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SECTION 2: EMPLOYMENT POLICIES  
 

2.01 Chain of Command 
 Operation of any government agency depends on an effective chain of command. The 
ultimate decision concerning policy in the Village resides by law with the Village Board under the 
leadership of the Village Administrator. The Village Administrator, as the chief administrative 
officer of the Village, is the primary professional advisor to the Board and head of the Village 
Management Team. The Department Heads – Treasurer/HR Assistant, Clerk, Village 
Clerk/Treasurer, Police Chief, Fire Chief, Director of Public Works, Joint Parks and Recreation 
Director, and Director of Inspections/Zoning Assistant Building Inspector – comprise The Village 
Management Team and report to the Village Administrator. Superintendents and supervisors 
subordinate to the Department Heads are a subgroup of the Village Management Team. This 
management team concept is the process by which a recommendation for Village Board action 
is developed and the decision implemented. This system represents a means of establishing 
orderly lines of organization and communication as management personnel unite with the Board 
to promote effective services for the community. 

 The overall authority and responsibility for the general day-to-day administration of the 
personnel program, rests with the Village Administrator for its non-protective service employees, 
and with the Police Chief and Fire Chief for protective services employees under their respective 
jurisdictions. Employees have the obligation to further the professional advisement of the Board 
through the chain of command. The Village Administrator is given the latitude to determine the 
best method of implementing the policy decisions of the Village Board. 

 All non-protective staff members employees and supervisors shall be responsible to the 
Village Board through the Village Administrator. All protective staff members and supervisors 
shall be responsible to the Village Board through the Police Chief or Fire Chief, as applicable. Each 
shall refer matters requiring administrative attention to their his/her supervisor, who shall refer 
such matters to the next higher authority when necessary, and through the Village Administrator, 
Police Chief, or Fire Chief to the Village Board. Each employee is to keep the person that they 
he/she report to, informed of their his/her activities by whatever means the supervisor deems 
appropriate. It is the responsibility of the employee’s supervisor to assign their his/her duties. 

 If an employee has any questions, opinions, or suggestions about the information 
contained in this handbook or about any other aspect of their his/her job, those questions, 
opinions, or suggestions must be directed through the chain of command. 

 The Village Administrator and the Department Heads (and their subordinates, if 
necessary) shall attend Village meetings relevant to their departments, when feasible. 
Administrative participation shall be by professional counsel, guidance, and recommendation as 
distinct from the deliberation, debate, and voting of Village Board members. 

 Generally, if an employee has a problem with an individual, the employee is encouraged 
to approach that person first and attempt to resolve the conflict. If that does not resolve the 
issue, the employee must address the problem through their his/her immediate supervisor and 
onward through the chain of command. In some cases, the employee’s supervisor may decide to 
refer the problem through the chain of command where it can be addressed by another 
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supervisor or the Village Administrator, Police Chief, or Fire Chief. If the employee feels harassed 
by another person, they are he/she is directed to follow the harassment reporting policy in this 
handbook. 

 

2.02 Authority 
 The Village Administrator is employed by the Village Board and acts as agent of the Board 
in the selection, employment, and termination of staff in compliance with approved personnel 
policies, procedures, and Wisconsin State Statutes. In this capacity, the Village Administrator 
recommends candidates for Department Head positions to the Board for the Board's approval. 
The Village Administrator also is responsible for creating and implementing an effective 
organizational plan for all departments. The Village Administrator is responsible for screening 
and interviewing applicants for Department Head positions and for identifying the best qualified 
applicant. Following the interview process, the Village Administrator will recommend to the 
Village Board the best qualified candidate, whose appointment will then be subject to its 
approval. The appointment is subject to majority approval of the Board.  

 The Department Head will screen and interview applicants for positions under their 
his/her jurisdiction and review the information with the Village Administrator. After consultation 
with and approval by the Village Administrator, the Department Head will make the 
appointment. The Village Administrator will report the selection to the Village Board for its 
information. Candidates not selected for a position will be notified that the position has been 
filled.  

 

2.03 Appearance and Dress Code  
 It is the expectation of the Village that each employee’s dress, grooming and personal 
hygiene should be appropriate to the work situation. Employees should consult with their 
Immediate Supervisor regarding any departmental additions or deviations from the language 
below. 

1. Employees are expected at all times to present a professional, business-like image 
to the public. Acceptable personal appearance is an ongoing requirement of 
employment.  

2. Office workers and any employees who have regular contact with the public must 
comply with the following personal appearance standards:  

Employees are expected to dress for their day in a manner that is normally 
acceptable in business establishments. Employees should not wear suggestive 
attire, spaghetti straps, backless clothing, clothes printed with slogans, jeans, 
athletic clothing, shorts, T-shirt, baseball hats, and similar attire that do not 
present a business-like appearance. 

3. Employees who do not regularly meet the public should follow basic requirements 
of safety and comfort but should still be as neat and business-like as working 
conditions permit. 

Page 77 of 191



Section 2-1 
2024 

4. Certain employees may be required by the Village to wear specific clothing 
depending on the nature of their job. Uniforms will be properly maintained and 
worn where required by department policy. 

5. At the discretion of the Village Administrator or designee, on certain occasions, 
employees may be allowed to dress in a more casual fashion than normally 
required. On these occasions, employees are still expected to present a neat 
appearance and are not permitted to wear ripped or disheveled clothing, athletic 
wear, or similarly inappropriate clothing. 

 
 Any employee who does not meet the standards of this policy will be required to take 
corrective action, which may include leaving the premises. Violations of this policy also will result 
in disciplinary action. 
 
2.04 Attendance and Punctuality  
 All Village employees are expected to arrive at their workplace on time, work all schedule 
hours and authorized overtime as required by necessity, and are dependable in regard to 
attendance. Employees are expected to be dedicated to their work and to be at work on time 
each work day.  

Any employee who knows or suspects that they he/she may, for any reason including but 
not limited to sickness, be unable to report to work on time or unable to be at work for any part 
of their his/her shift must notify their his/her immediate supervisor as soon as possible prior to 
the employee's starting time and no later than one hour prior to the starting time. This 
requirement applies for each separate day of absence or tardiness, except for employees who 
(1) are hospitalized, (2) instructed by an attending physician that absence from work of more 
than the present day is medically advisable (or required), or (3) have a sickness or condition 
clearly requiring an absence of more than the present day. Employees need to give notice only 
at the outset of such an event/circumstance, providing that such notice expressly refers to that 
event/circumstance as one which is expected to cause an extended absence. Any absence or 
tardiness must be justified by a sufficient reason. In the case of any claimed sickness, the Village 
may at its sole discretion require medical certification from a physician and/or other evidence of 
actual sickness. An employee's failure to give advance notice of an absence or tardiness and/or 
failure to present a legitimate reason for an absence or tardiness may result in discipline, up to 
and including suspension or dismissal. Poor attendance and excessive tardiness are disruptive. 
Either may lead to disciplinary action, up to and including termination of employment.  

Employees who are frequently away from the premises for business reasons are required 
to inform their supervisor of their whereabouts during working hours. Unauthorized or excessive 
absences or tardiness will result in disciplinary action, up to and including discharge.  
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2.05 Lunch Periods  
 For employees working eight (8) or more hours in a day, the employee must take one 
unpaid thirty (30) minute lunch period during the middle of the working day. For employees 
working from zero (0) to five (5) hours, no lunch period is granted. The precise timing of the lunch 
periods is at the discretion of the Department Head or other supervisory staff and should not 
interfere with work duties. Lunch periods may not be foregone in order for employees to leave 
early at the end of the workday, unless specifically authorized by the employee’s supervisor.  

2.06 Gifts and Gratuities  
 Employees are prohibited from accepting any gift, gratuity, favor, loan, or anything of 
more than nominal value from any person, directly or indirectly, which could reasonably be 
expected to influence an employee’s action or inaction or could reasonably be considered as a 
reward for any official action or inaction on the part of the employee. Any questions regarding 
what is proper and acceptable should be immediately discussed with the employee’s supervisor.  
 Unsolicited gifts of nominal value (total value of $50.00 or less in any one year from any 
individual or organization) may be permissible.  
 

2.07 Tobacco Use  
 This policy is in conformance with Wisconsin State Statute 101.123, which prohibits 
smoking in public buildings and in other Village property. Accordingly, smoking and/or the use of 
tobacco products (defined to include any form of tobacco or any form of nicotine-based products 
for ingestion, such as vaping) is prohibited in Village buildings, Village vehicles, while operating 
any equipment, and inside any roofed, permanent structures in Village parks. Smoking will be 
permitted only outside of Village buildings in designated areas and in accordance with State law.  
 

2.08 Contact with News Media  
 It has always been the Village’s policy to cooperate as fully as possible with news media 
inquiries and to communicate truthfully with the media on Village matters appropriate for public 
knowledge. With the exception of the public officials of the Village, to ensure accuracy regarding 
official Village business related to the organization or its actions, the Village Administrator, 
Department Head, or designee will serve as the only authorized media spokesperson(s) for the 
organization on such matters. No employees other than the Village Administrator, Department 
Head, or designee may grant an interview concerning official Village business to any form of 
media without prior written permission from the Village Administrator. The Village Administrator 
may rescind these authorities from time-to-time in writing. 

 

2.09 Citizen Complaint Policy  
 It is the Village’s policy to accept, investigate, and attempt to resolve all complaints 
received. In the event an issue cannot be resolved, the complainant shall be notified by the 
appropriate Village personnel as to why a resolution cannot occur and what decision has been 
made regarding the complaint.  
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The With the exception of the Police Department, which has its own citizen complaint 
procedure as required by Section 66.0511, Wis. Stats., the following procedures shall be 
followed by all Village employees upon receipt of a citizen complaint: 

1. A complainant should be encouraged to file their his or her complaint in person 
by completing the Citizen Complaint Form, including the complainant’s signature. 

2. If a complaint is received verbally, over the telephone, or in any other form (i.e. 
mail, e-mail), the Citizen Complaint Form should be completed by the employee 
receiving the complaint and directed to their Immediate supervisor or applicable 
Department Head. with the following information: 

a. Date complaint was received. 

b. (Referral): The department that will address the concern. 

c. (Referred by): The name of the person who received the complaint. 

d. Name of complainant. 

e. Address of complainant. 

f. Telephone/e-mail of complainant. 

g. Nature of complaint, concern, or request, providing as much detail as 
possible to assist the department that will work to resolve the issue. 

h. The complaint should be forwarded to the Village Clerk/Treasurer for 
logging and filing. A copy of the complaint will be forwarded to the 
appropriate department(s) for resolution. 

i. A letter or email will be sent to the complainant by the Village 
Clerk/Treasurer to confirm receipt of the complaint and identify which 
department will be working with the complainant to resolve his/her 
concern. 

j. The involved department should investigate or review the identified 
concern and take appropriate action. 

k. The employee who resolves the concern should indicate the resolution on 
the Citizen Complaint Form and obtain approval and signature from the 
Department Head.  

l. A copy of the letter, if applicable, and completed Citizen Complaint Form 
should be returned to the Village Clerk/Treasurer to log into the computer 
and documentation file. 

m. A follow-up letter, email, or telephone call should be made by the Village 
Clerk/Treasurer to the complainant, informing him/her of the action that 
was taken regarding his/her request or concern. 
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2.10 Employee Evaluation and Appraisal  
 It is the goal of the Village that all full-time and part-time employees be evaluated on an 
annual basis by their Immediate Supervisor Department Head; the Department Heads by the 
Village Administrator; and the Village Administrator by the Village Board. An employee is 
evaluated according to how they he/she perform duties activities in their his/her job description. 
Employee evaluations allow an opportunity for both employees and the Village Administrator or 
Department Head to provide each other feedback regarding work issues, with the exception of 
issues subject to the Grievance Procedure set forth in this handbook. 
 

2.11 Employment of Relatives, Anti-Nepotism  
 No employees from the same immediate family will may hold jobs which involve 
supervision of or being supervised by an immediate relative family . “Immediate family” is 
defined as the employee’s father, father-in-law, mother, mother-in-law, spouse, child or 
stepchild, brother, sister, brother-in-law, sister-in-law, grandparent, or grandchild. “Immediate 
relative family” is defined as the employee’s spouse, child, parent, brother, sister, grandparent, 
grandchild, brother-in-law, sister-in-law, father-in-law, mother-in-law, son-in-law, daughter-in-
law, uncle, aunt, niece, nephew, or first cousin. 

 If a person is already employed, the employee cannot be transferred into a position that 
is directly or indirectly supervised by or directly or indirectly supervises a relative of the 
employee.  If a supervisory relationship that is prohibited by this policy is established after an 
individual is employed, the individuals affected may decide who is to be transferred subject to 
final approval of the Administrator.  If the affected individuals are unable or unwilling to decide 
within 30 calendar days, the Village Administrator or his/her designee will decide. 

2.12 Employment Status  
 All employees are either full-time, part-time, paid-on-call firefighters, or 
temporary/seasonal employees. 

 A full-time employee is one who is designated by the Board as a full-time employee and 
regularly scheduled to work at least forty (40) hours per week for fifty-two (52) consecutive 
weeks (including the use of any vacation or sick leave already earned). 

 A part-time employee is one who is designated by the Board as a part-time employee and 
works more than 1,200 hours per year, and less than forty (40) hours per week, for fifty-two (52) 
consecutive weeks (including the use of any vacation or sick leave already earned). A part-time 
employee is not eligible for any fringe benefits unless specifically required by law or as specifically 
identified herein. 

 A paid-on-call firefighter is one who works in the Jackson Fire Department in the capacity 
of a paid-on-call firefighter. A paid-on-call firefighter is not eligible for any fringe benefits unless 
specifically required by law or as specifically identified herein. 

 A temporary or seasonal employee is ordinarily employed only for a specific period or 
season and/or work on a specific project until the project is completed. Temporary or seasonal 
employees are not eligible for any fringe benefits unless specifically required by law or as 
specifically identified herein..  
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 For the first six months of employment in any particular position (assuming any 
employment lasts for six months), an employee is considered an "employee in orientation." The 
Village may, at its discretion, extend the orientation period beyond six months. Prior to the start 
of the orientation period, a physical examination may be required of the employee.  

 Both during and after completion (if any completion occurs) of the six-month orientation 
period, all employees remain employees-at-will, whose employment may be terminated at any 
time. Whether an employee is in the orientation period or not, full-time, part-time, paid-on-call 
firefighter, temporary, or seasonal, he/she remains an employee-at-will. In other words, the 
employment relationship may be ended at any time by either party, with or without notice for 
any reason.  

2.12 Employment Status  
 All employees are either full-time, part-time, paid-on-call EMT’s/Firefighters, or 
temporary/seasonal employees. 

 Benefited Full-Time – an employee who is regularly scheduled to work a 40-hour work 
week throughout the year. A benefited full-time employee is eligible for those benefits described 
in this handbook as well as any that are required by law. 

 Benefited Part-Time – an employee who is regularly scheduled to work 20 or more hours 
each work week throughout the year. A benefited part-time employee is eligible for those 
benefits described in this handbook on a pro-rated basis as well as any that are required by law. 

 Non-benefited Part-Time – an employee who is generally scheduled to work less than 20 
hours per week throughout the year. Non-benefited part-time employees are only eligible for 
benefits required by law. 

 Temporary/Seasonal/Casual – an employee who works full-time or part-time hours on a 
temporary, sporadic, varying, seasonal, or as-needed basis. These employees are only eligible for 
benefits required by law. 

 Exempt – an employee whose position meets the overtime exemption requirements 
established by the Fair Labor Standards Act (FLSA). These employees must be paid on a salary 
basis and are exempt from overtime pay requirements. 

 Non-Exempt – an employee whose position does not meet FLSA overtime exemption 
requirements. Non-exempt employees are paid on an hourly basis and are eligible for overtime 
pay. 

 Represented – employees who are represented by a labor association and covered under 
a collective bargaining agreement with the Village of Jackson. 

 Non-Represented – employees not covered by a collective bargaining agreement. 

 

 

2.13 Expectations for Employee Conduct  
 All Village employees are expected to meet a standard of conduct appropriate to the 
reputation of the Village, regardless of whether employees are on- or off-duty. While at work,       
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eEmployees are responsible to be aware of and abide by existing rules and regulations. It is also 
the responsibility of employees to perform their job duties to the best of their abilities and to the 
standards set forth in their job descriptions, or as otherwise established.  

 Employees while on Village property, while performing their duties throughout the Village 
or representing the Village elsewhere and in the conduct of their work, are expected to 
demonstrate proper regard for the standards of the community and to show respect for the law 
and for the rights of others. The Although off-duty behavior of employees while not at work or 
representing the Village is for the individual to regulate cannot always be dictated by the Village, 
However, when illegal and/or inappropriate activity is engaged in which relates to an employee’s 
job duties and/or which raise doubts as to the employee’s ability to carry out their duties, the 
activity will be reviewed and appropriate action may be taken.  

I. Expected Conduct  

A. Employees are expected to conduct themselves in a positive, professional manner 
in order to promote the best interests of the Village. Examples of appropriate 
employee conduct include the following (this list is NOT intended to be all-
inclusive):  

1. Treating all citizens, visitors and co-workers with respect and in a 
courteous manner;  

2. Refraining from conduct that is offensive;  

3. Reporting to management suspicious, unethical, or illegal conduct by co-
workers, citizens, or business associates of the Village;  

4. Cooperating with any Village investigation;  

5. Complying with all Village safety and security regulations;  

6. Wearing clothing appropriate for the work being performed;  

7. Performing assigned tasks efficiently and in accord with established 
standards;  

8. Reporting to work punctually as scheduled and being at the proper work 
station, ready for work, at the assigned starting time;  

9. Giving proper advance notice whenever unable to work or report on time; 

10. Smoking only at times and in places not prohibited by Village rules or local 
ordinances;  

11. Maintaining cleanliness and order in the workplace and work areas.  

 

II. Attendance  

It is expected that all Village employees will arrive at their workplace on time, work all 
scheduled hours and authorized overtime as required by business necessity, and are 
dependable with regard to attendance. Employees who are frequently away from the 
premises for business reasons are required to inform their supervisor of their 

Page 83 of 191



Section 2-1 
2024 

whereabouts during working hours. Unauthorized or excessive absences or tardiness will 
result in disciplinary action, up to and including discharge.  

Employees who are absent from work for three (3) consecutive days without giving proper 
notice to the Village will be considered as having abandoned the job and terminated 
employment.  

III. Drugs and Alcohol in the Workplace  

Failure to abide by the Drug-Free Workplace policy or the Controlled Substances and 
Alcohol Testing policy, or a criminal drug statute conviction for a drug violation in the 
workplace will cause disciplinary action to be taken, up to and including termination.  

III. Gambling  

Gambling constitutes a threat to the Village’s security and can interfere with employee 
productivity and morale. Therefore, any gambling on the part of Village employees while 
at work or via the use of Village property (e.g., a Village computer or database) is strictly 
prohibited. Gambling includes placing, accepting, recording, or registering bets, or 
otherwise carrying on a game of chance for money, property, or any other item of value. 
This prohibition includes all gambling operations, even if and where such activities do not 
constitute illegal activity. Employees involved in gambling while at work will be subject to 
discipline, up to and including termination.  

IV. Insubordination  

Insubordination, defined as an employee’s failure or refusal to recognize or submit to the 
authority of a supervisor, or open defiance of authority or resistance to control (i.e. 
refusing to obey instructions or directives), is strictly prohibited. Insubordination may 
result in discipline, up to and including termination.  

V. Other Prohibited Conduct  

A. Any conduct, whether on-duty or off-duty, that interferes with operations or 
discredits the Village, or is offensive to citizens or co-workers will not be tolerated 
inconsistent with the Village’s rules, policies, procedures, and general 
expectations of conduct will not be tolerated. The following are examples of 
conduct that is strictly prohibited (this list is NOT intended to be all-inclusive). 
Employees engaged in prohibited conduct will be subject to discipline, up to and 
including termination. At management’s discretion, any violation of Village rules, 
policies, procedures, general expectations of conduct policy or any conduct 
considered inappropriate or unsatisfactory may subject an employee to discipline: 

1. Possession of firearms or other weapons in violation of the Violence in the 
Workplace policy;  

2. Fighting with or assaulting a co-worker or citizen; 

3. Threatening or intimidating co-workers, citizens, business associates, or 
guests;  

4. Engaging in any form of sexual or other harassment;  
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5. Violating the Drug-Free Workplace policy or the Alcohol and Controlled 
Substances Testing policy;  

6. Disclosing confidential Village information;  

7. Falsifying or altering any Village record or report, such as an employment 
application, medical reports, production records, time records, expense 
accounts, absentee reports, or shipping and receiving records;  

8. Stealing, destroying, defacing, or misusing Village property or another 
employee’s or citizen’s property;  

9. Misusing Village communications systems, including electronic mail, 
computers, internet, and telephones;  

10. Refusing to follow management’s instructions concerning a job-related 
matter or being insubordinate;  

11. Failing to wear assigned safety equipment or failing to abide by safety rules 
and policies;  

12. Smoking where prohibited by local ordinance or Village rules;  

13. Using profanity or abusive language;  

14. Sleeping on the job without authorization;  

15. Engaging in pranks or horseplay;  

16. Wearing improper attire or having an inappropriate personal appearance;  

17. Accepting tips or gifts of more than nominal value in the course of work;  

18. Untruthful, dishonest or deceptive conduct, including the failure to be 
forthright or withholding of material information;  Engaging in outside 
employment while on an unpaid leave of absence; 

19. Claiming sick leave under false pretenses;  

20. Working unauthorized overtime;  

21. Deliberately restricting work output or encouraging another employee to 
do so;  

22. Engaging in illegal or unethical conduct during the workday or on Village 
property;  

23. Gambling while at work as defined in this policy;  

24. Disrespectful behavior toward professional colleagues or the public; 

25. Conduct unbecoming of an employee based on off-the job or on-the job 
conduct that brings the employee or the Village into disrepute . 

Employment with the Village is at-will and of mutual consent of the Village and the 
employee, and either party may terminate that relationship at any time, with or without 
cause, and with or without advance notice. 
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2.14 Grievance Procedure  

I. Discipline. 

Discipline may result when an employee’s actions do not conform with generally accepted 
standards of good behavior, when an employee violates a policy or rule, when an 
employee’s performance is not acceptable, or when the employee’s conduct is 
detrimental to the interests of the Village of Jackson. Disciplinary action may call for any 
of four steps – verbal warning, written warning, suspension (with or without pay), or 
termination of employment – depending on the problem and the number of occurrences. 
There may be circumstances when one or more steps are bypassed. Certain types of 
employee problems are serious enough to justify either a suspension or termination of 
employment without going through progressive discipline steps. The Village of Jackson 
reserves the right, in its sole discretion, to impose disciplinary action as may be 
appropriate to the particular circumstances. 

Written grievances may be filed under this policy only for suspension (with or without 
pay), or termination of employment. Written grievances for verbal or written warnings 
will not be allowed. 

II. Grievance Procedure. 

This policy is intended to comply with Section 66.0509, Wis. Stats., and provides a 
grievance procedure addressing issues concerning workplace safety, discipline and 
termination. This policy applies to all employees covered under Section 66.0509, Wis. 
Stats., other than police and fire employees subject to Section 62.13(5), Wis. Stats. An 
employee may appeal any level of discipline under this grievance procedure. For purposes 
of this policy, the following definitions apply:  

A. "Employee discipline" includes all levels of progressive discipline, but shall not 
include the following items:  

1. Placing an employee on paid administrative leave pending an internal 
investigation;  

2. Counseling, meetings, or other pre-disciplinary action;  
3. Actions taken to address work performance, including use of a 

performance improvement plan or job targets;  
4. Demotion, transfer, or change in job assignment; 
5. Other personnel actions taken by the employer that are not a form of 

progressive discipline;  
6. Layoffs; or 
7. Evaluations. 

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

1. Voluntary quit;  
2. Layoff or failure to be recalled from layoff at the expiration of the recall 

period;  
3. Retirement;  
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4. Job abandonment, “no-call, no-show,” or other failure to report to work; 
or  

5. Termination of employment due to lack of qualification or license, or other 
inability to perform job duties. 

C. "Workplace safety” is defined as conditions of employment affecting an 
employee’s physical health or safety, the safe operation of workplace equipment 
and tools, safety of the physical work environment, personal protective 
equipment, workplace violence, and training related to same.  

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

1. The name and position of the employee filing it,  
2. A detailed statement of the issue involved,  
3. A detailed statement of the relief sought,  
4. A detailed explanation of the facts supporting the grievance;  
5. The date(s) the event(s) giving rise to the grievance took place;  
6. The identity of the policy, procedure or rule that is being challenged;  
7. The steps the employee has taken to review the matter, either orally or in 

writing, with the employee’s supervisor; and  
8. The employee’s signature and the date.  

III. Steps of the Grievance Procedure  

Employees should first discuss complaints or questions with their immediate supervisor. 
Every reasonable effort should be made by supervisors and employees to resolve any 
questions, problems or misunderstandings that have arisen before filing a grievance.  

A. Step 1 – Written Grievance Filed with the Department Head. The employee must 
prepare and file a written grievance with the Department Head within five (5) 
business days of when the employee knows, or should have known, of the events 
giving rise to the grievance. The Department Head or their his/her designee will 
investigate the facts giving rise to the grievance and inform the employee of their 
his/her decision, if possible within ten (10) business days of receipt of the 
grievance. In the event the grievance involves the Department Head, the 
employee may initially file the grievance with the Village Administrator, who shall 
conduct the Step 1 investigation.  

B. Step 2 – Review by Village Administrator. If the grievance is not settled at Step 1, 
the employee may appeal the grievance to the Village Administrator within five 
(5) business days of the receipt of the decision of the department head at Step 1. 
The Village Administrator or their his/her designee will review the matter and 
inform the employee of their his/her decision, if possible within ten (10) business 
days of receipt of the grievance.  

C. Step 3 – Impartial Hearing Officer. If the grievance is not settled at Step 2, the 
employee may request in writing, within five (5) business days following receipt 
of the Village Administrator’s decision, a request for written review by an impartial 
hearing officer. The Village shall select the impartial hearing officer. The hearing 
officer shall not be a Village employee. In all cases, the grievant shall have the 
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burden of proof to support the grievance. The impartial hearing officer will 
determine whether the Village acted in an arbitrary and capricious manner. This 
process does not involve a hearing before a court of law; thus, the rules of 
evidence will not be followed. Depending on the issue involved, the impartial 
hearing officer will determine whether a hearing is necessary, or whether the case 
may be decided based on a submission of written documents. The impartial 
hearing officer shall prepare a written decision.  The impartial hearing officer’s 
decision shall only be based on the facts set forth at the hearing and within the 
written grievance.  

D. Step 4 – Review by the Governing Body. If the grievance is not resolved after Step 
3, the employee or the Village Administrator shall request within five (5) business 
days of receipt of the written decision from the hearing officer a written review 
by the Governing Body. For all employees, the appeal shall be filed with the Village 
Board. The Village Board shall not take testimony or evidence; it may only 
determine whether the hearing officer reached an arbitrary or incorrect result 
based on a review of the record before the hearing officer. The matter will be 
scheduled for the Village Board’s next regular meeting. The Village Board will 
inform the employee of its findings and decision in writing within ten (10) business 
days of the Village Board meeting. The Village Board shall decide the matter by 
majority vote and this decision shall be final and binding.  

An employee may not file a grievance outside of the time limits set forth above. If the 
employee fails to meet the deadlines set forth above, the grievance will be considered 
resolved. If it is impossible to comply with the deadlines due to meeting notice 
requirements or meeting preparation, the grievance will be reviewed at the next possible 
meeting date. An employee’s grievance must contain all of the information required by 
this Grievance Procedure.  Failure to include all required information under this 
Procedure will result in a refusal to process the grievance under this Procedure.  An 
employee must process their his/her grievance outside of normal work hours unless the 
employee elects to use accrued paid time (vacation, compensatory time, etc.) in order to 
be paid for time spent processing their his/her grievance through the various steps of the 
grievance procedure. 

 

2.15 Restricted/Modified Duty Policy  
 The Purpose of this policy is to establish a uniform policy and procedure for the 
administration of a Village-wide restricted/modified duty assignment program for employees 
who are temporarily disabled from performing the essential duties of their regularly assigned 
positions due to injury or illness. This program is intended to provide temporary reassignment of 
an injured employee only until such time as:  

1. The employee is medically released to perform the full range of duties of their 
his/her position;  

2. The restricted/modified duty assignment is discontinued at the request of the 
attending physician;  
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3. The employee is medically determined to be permanently disabled and 
consideration is given to modification, transfer, termination, or retirement; or  

4. The restricted/modified duty assignment is discontinued at the option of the 
Village.  

 Restricted/modified duty assignment, if available, is a special short term temporary work 
assignment provided for employees who have temporary medical restrictions that prevent them 
from performing some or all of their normal duties. In all cases, a restricted/modified duty 
assignment is temporary, will have a defined beginning and ending date.  

 This program shall be administered by the Village Administrator or designee. All 
employees and departments are required to cooperate fully with the Village Administrator or 
designee in administration of this program.  

 The restricted/modified duty assignment will be based on a qualified medical assessment 
of the employee. It is mandatory for the employee to provide all necessary medical information 
concerning the extent of their his/her work restrictions and the probable duration of their his/her 
restrictions. The employee is also required to submit updated work restrictions to the Village 
Administrator or designee after every doctor visit.  

 There is no guarantee of restricted/modified duty assignments. All requests for 
restricted/modified duty assignments shall be reviewed on a case-by-case basis. It is at the 
discretion of the Village Administrator or designee to determine the duty assignment. Such 
assignments shall depend in part on the medical limitations of the individual, the availability of 
suitable work, adequate funding, and the needs of the Village. At no time shall a position be 
created for an employee who has requested and/or accepted a restricted/modified duty 
assignment. A restricted/modified duty assignment may be altered to comply with any applicable 
state and/or federal law.  

 An employee’s return to work in a restricted/modified duty assignment shall comply with 
all applicable state and/or federal laws, including but not necessarily limited to the Family and 
Medical Leave Act (FMLA), the Americans with Disabilities Act (ADA), and the state Worker’s 
Compensation laws. All requests and/or assignments for restricted/modified duty shall be 
reviewed by the Village Administrator or designee to ensure all requirements are being met.  

 If the employee is unable to perform the essential functions of their his/her job because 
of a serious health condition, they he/she may be qualified for family and medical leave under 
the Village’s FMLA policy rather than accept a restricted/modified duty assignment. If the 
employee elects to turn down the restricted/modified duty assignment and take leave under the 
Village’s FMLA policy, they he/she may no longer be eligible for Worker’s Compensation benefits. 
That determination will be made at the time the employee takes leave under the Village’s FMLA 
policy. If an employee accepts a restricted/modified duty assignment, that time will not be 
counted against the employee’s leave entitlement under the Village’s FMLA policy.  

I. Definitions  

A. Restricted/modified duty assignment: This is a temporary assignment, which shall 
have a defined beginning and ending date.  
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B. Transitional job tasks: These are job assignments that may or may not normally be 
performed by the employee but fall within the restrictions as outlined by the 
employee’s physician.  

II. Procedure for Policy  

A. The following procedure is set forth to assist employees and supervisors in clearly 
understanding the requirements of the restricted/modified duty assignment 
policy. It is important that appropriate communications be established at all times 
between the employee, their his/her supervisor, their his/her physician, the 
Village and the Village’s Worker’s Compensation insurance carrier.  

1. An employee who has a work-related injury/illness must have their his/her 
treating physician complete the Village’s “Medical Status Report” form. 
(This form may be obtained from the employee’s supervisor or from the 
Treasurer/HR Assistant Deputy Village Clerk/Treasurer.) This report 
provides the Village with the physician’s diagnosis and the following 
information:  

a. Can the employee return to work with no limitations? If no:  

b. Can the employee return to work on restricted/modified duty 
assignment and if so, what are their his/her limitations?  

c. If the employee cannot return to work at this time, when is it 
expected the employee may be able to return to 
restricted/modified duty assignment?  

2. The completed form is to be returned to the Deputy Treasurer/HR 
Assistant as soon as possible after the employee’s doctor’s visit. This form 
along with all other medical information will be held in confidence in 
accordance with applicable law.  

3. The Village Administrator or designee will then decide if there are 
sufficient transitional job tasks available to return the employee to 
restricted/modified duty assignment. A restricted/modified duty 
assignment must be in writing and must specify a starting and ending date. 
Any extension of an original restricted/modified duty assignment must be 
approved by the Village Administrator and must also be done in writing.  

4. The employee is also required to submit updated work restrictions to the 
Village Administrator or designee after every doctor visit, detailing the 
extent of their work restrictions and the probable duration of these 
restrictions. Any modifications to an original restricted/modified duty 
assignment must also be done in writing.  

5. At no time should an employee exceed the medical restrictions of their 
his/her physician or perform transitional job tasks that are outside of the 
scope of the employee’s physician’s recommendations. Employees should 
not attempt tasks that exceed their restrictions. If an employee has 
questions about the task(s) at hand and their his/her restrictions, they 
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he/she should talk to the Village Administrator or designee immediately. 
Employees must also comply during non-work hours to ensure that 
restrictions are maintained.  

6. Upon full release to return to work without restrictions, the employee 
must submit the proper return to work authorization from their his/her 
treating physician.  

 

2.16 Physical Examinations for Employment Candidates  
 The Village will pay the cost of any required physical examination required of a candidate 
for employment. In accordance with the Americans with Disabilities Act, all physical examinations 
will occur after a conditional offer of employment. The Village will determine which examining 
physician shall be used for any such required examination. Candidates should understand that 
passing a required physical examination is a part of the employment process. In the event that 
the candidate does not successfully pass a required physical examination, the offer of 
employment will be revoked.  
 

2.17 Employee Medical Examinations  
 Current employees may be required to take medical examinations to determine fitness 
for duty or as otherwise permitted by law. Such examinations will be scheduled at reasonable 
times and intervals and, if required by law, performed at the Village’s expense. Information on 
an employee’s medical condition or history will be kept separate from other employee 
information and maintained confidentially in accordance with law. Access to this information will 
be limited to those who have a legitimate need to know.  Prior to any fitness for duty 
examination, the Village Administrator will consult with legal counsel to ensure compliance 
relating to all applicable laws. = 

 

2.18 Termination of Employment  

I. Resignation Notice 

The Village requests that any employee who intends to resign their his/her employment 
give written notice thereof to the Department Head at least two (2) weeks prior to the 
resignation date; thirty (30) days in the case of a Department Head, who should give 
written notice to the Village Administrator. An employee who resigns and gives the 
appropriate prior written notice will be paid their his/her remaining accrued but unused 
vacation and personal time in accord with the Village’s policy on payouts for vacation and 
personal time. The Village also requests that an employee who is resigning, discuss with 
the employee's Department Head (or the Village Administrator) the employee's reasons 
for resigning.  

An employee who voluntarily terminates employment without giving two (2) weeks prior 
notice automatically is not eligible for and waives their his/her right to payout of any 
accrued leave. Employees wishing to resign in good standing shall give written notice to 
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the Department Head not less than two (2) weeks before such resignation shall be 
effective. Department Heads, Superintendents and Supervisors shall give not less than 
three (3) weeks written resignation notice. The time specified for written notice of 
resignation shall not include paid time not worked, such as vacation or sick leave benefits. 
Unauthorized absence of an employee for three (3) consecutive workdays may be 
considered by the Village as a resignation of such employee. The Department Head shall 
notify the Village Administrator of any resignation in the department when the 
resignation is received. From time to time, it may be mutually beneficial for both the 
Village and employee to waive these notification requirements to allow the employee to 
depart expeditiously, yet under good standing. 

II. Notification of Termination 

The Department Head shall notify the Village Administrator as soon as he/she learns that 
an employee is leaving. Employees may be abruptly terminated for gross misconduct, 
serious violation of safety or work rules, failure to follow instructions, or any other reason, 
or no reason. Except for contractual and employees under labor agreements, 
employment is considered “at will”. 
 

2.19 Reductions in Workforce  
 On occasion, areas may be forced to reduce staff. Some business reasons for this may be 
economic need, consolidation of facilities, restructuring of operations, combining of departments 
or functions, and streamlining or elimination of departments, functions, or jobs. If a reduction in 
staff is deemed necessary, the Department Head of the area to be affected will work with the 
Village Administrator to document the business reason and process for the restructuring. This 
may include an analysis of business needs to determine the appropriate criteria to use, 
development of a communication plan, job re-evaluations, salary administration, and/or 
outplacement services.  

 In selecting the employees who will remain with the organization, only job-related criteria 
will be used. The criteria used will be determined based on the reason for the reduction in force 
and the determination of the business area’s needs. Job-related criteria may include the 
employee’s current performance, competencies, skills, responsibilities, experience, leadership, 
education and training, personal commitment, and length of service with the Village. 
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SECTION 3: CLASSIFICATION AND COMPENSATION  
 

3.01 At-Will Employment Policy  
 Unless specifically prohibited by law, all Village employees are at-will employees and, 
accordingly, are free to resign at any time without reason. The Village also retains the right to 
terminate an employee’s employment at any time with or without reason or notice if it is not an 
illegal reason. Nothing contained in any Village policy, handbook, rule, document, 
communication, or practice is intended to be, create, or imply a, or guarantee that employment 
or any Village benefit will be provided for any period. The promise Village’s provision of certain 
benefits now and in the future does not change the fundamental employment-at-will 
relationship.  

 Compensation figures provided in annual or monthly terms to employees are stated as 
such for convenience or to aid in salary comparison and are not intended to create an 
employment contract or a guarantee of employment or compensation for a specific period.  
 

3.02 Classification of Positions  
 The Village classifies all positions based on several factors, including but not limited to, 
the degree of responsibility, level or training required, complexity of relationship, supervisory 
responsibility, and necessity for exercising independent judgment. A job description exists for 
each position and sets forth duties, responsibilities, and authority of that position. All Village 
positions will be classified according to the guidelines of the Department of Labor. 
 

3.03 Compensation Policy  
 It is the policy of the Village of Jackson to compensate its employees in a manner which it 
deems equitable and commensurate with the degree of responsibility corresponding to the 
position. The Village will periodically review wages and salaries and in doing so will undertake 
and consider the employee’s performance, level of responsibility and studies comparing wages 
and salaries for similar positions in communities of a similar size and nature. Any adjustment to 
wages and salaries will be at the Village’s sole discretion and will be based primarily upon the 
Village's financial situation and ability to pay.  
 

3.04 Elimination, Change, and Creation of Positions  
 If a Department Head desires that the duties corresponding to a departmental position 
be eliminated, decreased, increased, or otherwise changed, or if a Department Head desires the 
establishment of a new position, the Department Head should consult with the Village 
Administrator. The Village Administrator will investigate the matter and report his/her their 
findings to the Village Board, which will take whatever action (if any) it may consider appropriate 
regarding the position. 
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3.05 Pay Period  
 The payroll period is every two (2) workweeks, except for the Fire Department paid-on-
call firefighters who are paid monthly, and Village Board members who are paid semi-annually. 
The defined workweek, established by the Village, is from Monday at 12:01 a.m. through Sunday 
at 11:59 p.m. unless specified via collective bargaining agreement or for shift 
firefighter/paramedic positions. Employees will receive their pay Payroll will be processed every 
other Monday unless a holiday falls on a Monday.1 Then they The employee will receive their pay 
on the next regular workday. There are no salary advance provisions for any employee. 
Employees should notify their immediate supervisor and the Treasurer/HR Assistant if they 
believe there are errors in their paychecks. 
 

3.06 Payroll Deductions  
 The Village will make mandatory deductions from paychecks in accordance with federal 
and state laws and regulations. Voluntary deductions may be made upon written authorization 
of the employee and approval of the Village Administrator or designee.  If an exempt employee 
believes the Village made an improper deduction to their pay, that employee should refer to the 
Good Faith Safe Harbor policy contained in this handbook and follow the policy’s reporting 
procedure. 
 

3.07 Working Hours  
 For all full-time general administrative employees, a regular workweek shall consist of 
forty (40) hours per week, Monday through Friday. For general administrative employees, normal 
working hours shall be from 8:00 a.m. to 4:30 p.m., with one thirty (30) minute unpaid lunch 
period during the middle of the workday. For non-represented employees of the Police and Fire 
Departments, working hours will be established by their respective Chiefs and overtime for sworn 
law enforcement officers and fire protection personnel is based on a 28-day work period. For all 
employees of the Water Utility, Wastewater Utility, and Public Works Department, working hours 
will be established by the Department Head(s). 
 

3.08 Overtime Pay  
 Overtime is any time earned worked by a nonexempt employee more than forty (40) 
hours per week.2 Overtime shall be compensated at a rate of one and one-half times the 
employee’s base rate of pay. All overtime must be expressly authorized by the employee's 
Department Head. The Village may require employees to work overtime to ensure efficient 

 
1 Public safety employees in the Village’s Police and Fire Departments may operate under a 207(k)-work period, as 
permitted by the FLSA. 
2 Public safety employees in the Village’s Police and Fire Departments may operate under a 207(k)-work period, as 
permitted by the FLSA.  To the extent a 207(k)-work period is utilized, that work period will dictate overtime pay. 
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operations. Refusal to work required overtime or to work any non-overtime assignment may 
result in disciplinary action.  

3.09 Pay for Holidays Worked 

 Employees called in to work on holidays shall be compensated at a rate of one and one-
half times the employee’s base rate of pay, even if the employee has not exceeded forty (40) 
hours within the work week. 

 

3.10 Weekend and Holiday Rotation Pay 

 All full-time Water and Wastewater Utilities operations specialists and Public Works 
employees shall be required to be available to provide weekend and holiday rotation duty on a 
rotating basis. The employee on rotation for the weekend and/or holiday shall be compensated 
at a rate of one and one-half times the employee’s base rate of pay, even if the employee has 
not exceeded forty (40) hours within the work week. Weekend is defined as the forty-eight-hour 
timeframe from 12:01 a.m. Saturday through 11:59 p.m. Sunday. 
 

3.11 Emergency Closings  
 At times, emergencies such as severe weather, fires, power failures, or earthquakes can 
disrupt Village operations. In extreme cases, these circumstances may require the closing of a 
Village facility. When operations are officially closed due to emergency conditions, the time off 
from scheduled work will not be paid to the extent permitted by law, except that employees are 
allowed to substitute accrued vacation, compensatory time, or personal time to receive time off 
with pay, consistent with department policy. 

 Employees in essential operations may be required asked to work on a day when 
operations are officially closed. 
 

3.12 Coronavirus Workplace Policy  
The Village of Jackson goal is to prevent the spread of COVID-19 in the workplace and 

keep everyone healthy and safe.  
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SECTION 1: GENERAL PERSONNEL POLICIES  
 

1.01 Open Door Policy  
-

- -

1.02 Policy Development and Administration  

1.03 Health-Related Privacy Policy  
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1.04 Drug and Alcohol-Free Workplace  

-
-

c
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1.05 Anti-Harassment,  Anti-Discrimination, and Anti-Retaliation 

—

—  

-

-
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I. Understanding Unlawful Harassment, Including Sexual Harassment, Discrimination, and 
Retaliation 

Discrimination

Retaliation

Prohibited Harassment, including Sexual Harassment

 

 
 

 
 

 

-
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II. Responsibilities
Responsibilities of All Employees and Officeholders

 

 

 

 

 

Responsibilities of Supervisors 

-

 

 

 

 

III. Procedures
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IV. Retaliation

V. Training 
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VI. Outside Agencies 
 

-
-

 

1.06 Health and Safety Policy  

- -

1.07 Electronic Communications Systems, Services, and Devices Policy 

-
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Violations of this policy may warrant discipline, up to and including termination. 

 

1.08 Personnel Files  

 

1.09 Privacy in Locker Rooms Policy 
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1.10 Reference and Background Check Policy  

I. Reference Checks  

II. Driving Records  

III. Required Qualifications  

-

-

IV. Background Investigations  
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V. Credit Checks  

VI. Record Keeping  

-
-

The

1.11 Employment Eligibility Documents  

-

-
-

-
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1.12 Social Networking Policy  

I. Definitions  

–

-

–
-

-

–
-

–

–

-
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II. Acceptable Use  

-

-

 
 
 

-
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III. Terms of Service  

 

Page 111 of 191



-
2023

IV. Content of Posts and Comments  

-

V. Posts, Comments, and Public Records  

-

-

VI. Security  

VII. Records Management and Preservation  

 

-
-

Page 112 of 191



-
2023

VIII. Breach of Policy  

 

1.13 Travel Policy  

I. Transportation  

II. Lodging  

-

III. Meal 
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III. Entertainment 

 
-

-
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IV.         Registration and/or Tuition Fees  

-

V. Travel with Spouse and/or Family  

VI. Code of Conduct  

VII. Expense Report  

 

-
- - -

1.14    Expense Reimbursement Policy  

-

 
-

–
-
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1.15 Use of Village Equipment  

-

-
- -

I. Office Equipment  

-

II. Telephone/Cell Phone Use  
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III. Computer Systems Use  

- -

IV. Vehicle Use  
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V. Facility Use 

The

VI. Return of Equipment  

1.16 Violence in the Workplace Policy  

-
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I. Prevention Techniques  

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 -
 -
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II. Responsibilities and Reporting Procedures  

I S

III. Retaliation  

IV. Restraining Orders  
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1.17 Non-Fraternization  

1.18   Outside Employment 

ed
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SECTION 2: EMPLOYMENT POLICIES  
 

2.01 Chain of Command 
 Operation of any government agency depends on an effective chain of command. The 
ultimate decision concerning policy in the Village resides by law with the Village Board under the 
leadership of the Village Administrator. The Village Administrator, as the chief administrative 
officer of the Village, is the primary professional advisor to the Board and head of the Village 
Management Team. The Department Heads – Village Treasurer/HR Assistant, Village Clerk, Police 
Chief, Fire Chief, Director of Public Works, Parks and Recreation Director, and Director of 
Inspections/Zoning Assistant – comprise The Village Management Team and report to the Village 
Administrator. Superintendents and supervisors subordinate to the Department Heads are a 
subgroup of the Village Management Team. This management team concept is the process by 
which a recommendation for Village Board action is developed and the decision implemented. 
This system represents a means of establishing orderly lines of organization and communication 
as management personnel unite with the Board to promote effective services for the community. 

 The overall authority and responsibility for the general day-to-day administration of the 
personnel program, rests with the Village Administrator for its non-protective service employees, 
and with the Police Chief and Fire Chief for protective services employees under their respective 
jurisdictions. Employees have the obligation to further the professional advisement of the Board 
through the chain of command. The Village Administrator is given the latitude to determine the 
best method of implementing the policy decisions of the Village Board. 

 All employees and supervisors shall be responsible to the Village Board through the 
Village Administrator. Each shall refer matters requiring administrative attention to their 
supervisor, who shall refer such matters to the next higher authority when necessary, and 
through the Village Administrator, to the Village Board. Each employee is to keep the person that 
they report to, informed of their activities by whatever means the supervisor deems appropriate. 
It is the responsibility of the employee’s supervisor to assign their duties. 

 If an employee has any questions, opinions, or suggestions about the information 
contained in this handbook or about any other aspect of their job, those questions, opinions, or 
suggestions must be directed through the chain of command. 

 The Village Administrator and the Department Heads (and their subordinates, if 
necessary) shall attend Village meetings relevant to their departments, when feasible. 
Administrative participation shall be by professional counsel, guidance, and recommendation as 
distinct from the deliberation, debate, and voting of Village Board members. 

 Generally, if an employee has a problem with an individual, the employee is encouraged 
to approach that person first and attempt to resolve the conflict. If that does not resolve the 
issue, the employee must address the problem through their immediate supervisor and onward 
through the chain of command. In some cases, the employee’s supervisor may decide to refer 
the problem through the chain of command where it can be addressed by another supervisor or 
the Village Administrator. If the employee feels harassed by another person, they are directed to 
follow the harassment reporting policy in this handbook. 
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2.02 Authority 
 The Village Administrator is employed by the Village Board and acts as agent of the Board 
in the selection, employment, and termination of staff in compliance with approved personnel 
policies, procedures, and Wisconsin State Statutes. In this capacity, the Village Administrator 
recommends candidates for Department Head positions to the Board for the Board's approval. 
The Village Administrator also is responsible for creating and implementing an effective 
organizational plan for all departments. The Village Administrator is responsible for screening 
and interviewing applicants for Department Head positions and for identifying the best qualified 
applicant. Following the interview process, the Village Administrator will recommend to the 
Village Board the best qualified candidate, whose appointment will then be subject to its 
approval. The appointment is subject to majority approval of the Board.  

 The Department Head will screen and interview applicants for positions under their 
jurisdiction and review the information with the Village Administrator. After consultation with 
and approval by the Village Administrator, the Department Head will make the appointment. The 
Village Administrator will report the selection to the Village Board for its information. Candidates 
not selected for a position will be notified that the position has been filled.  
 

2.03 Appearance and Dress Code  
 It is the expectation of the Village that each employee’s dress, grooming and personal 
hygiene should be appropriate to the work situation.  

1. Employees are always expected to present a professional, business-like image to 
the public. Acceptable personal appearance is an ongoing requirement of 
employment.  

2. Office workers and any employees who have regular contact with the public must 
comply with the following personal appearance standards:  

Employees are expected to dress for their day in a manner that is normally 
acceptable in business establishments. Employees should not wear suggestive 
attire, spaghetti straps, backless clothing, clothes printed with slogans, athletic 
clothing, shorts, T-shirt, baseball hats, and similar attire that do not present a 
business-like appearance. 

3. Employees who do not regularly meet the public should follow basic requirements 
of safety and comfort but should still be as neat and business-like as working 
conditions permit. 

4. Certain employees may be required by the Village to wear specific clothing 
depending on the nature of their job. Uniforms will be properly maintained and 
worn where required by department policy. 

5. At the discretion of the Village Administrator or designee, on certain occasions, 
employees may be allowed to dress in a more casual fashion than normally 
required. On these occasions, employees are still expected to present a neat 
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appearance and are not permitted to wear ripped or disheveled clothing, athletic 
wear, or similarly inappropriate clothing. 

 

 Any employee who does not meet the standards of this policy will be required to take 
corrective action, which may include leaving the premises. Violations of this policy also will result 
in disciplinary action. 
 
 

2.04 Attendance and Punctuality  
 All Village employees are expected to arrive at their workplace on time, work all 
scheduled hours and authorized overtime as required by necessity, and are dependable 
regarding attendance.  

Any employee who knows or suspects that they may, for any reason including but not 
limited to sickness, be unable to report to work on time or unable to be at work for any part of 
their shift must notify their Immediate Supervisor as soon as possible prior to the employee's 
starting time and no later than one hour prior to the starting time. This requirement applies for 
each separate day of absence or tardiness, except for employees who (1) are hospitalized, (2) 
instructed by an attending physician that absence from work of more than the current day is 
medically advisable (or required), or (3) have a sickness or condition clearly requiring an absence 
of more than the current day. Employees need to give notice only at the outset of such an 
event/circumstance, providing that such notice expressly refers to that event/circumstance as 
one which is expected to cause an extended absence. Any absence or tardiness must be justified 
by a sufficient reason.  

In the case of any claimed sickness, the Village may at its sole discretion require a medical 
certification from a physician and/or other evidence of actual sickness. An employee's failure to 
give advance notice of an absence or tardiness and/or failure to present a legitimate reason for 
an absence or tardiness may result in discipline, up to and including suspension or dismissal. Poor 
attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to 
and including termination of employment. Employees who are absent from work for three (3) 
consecutive days without giving proper notice to the Village will be considered as having 
abandoned the job and terminated employment. 
 

2.05 Lunch Periods  
 For employees working eight (8) or more hours in a day, the employee must take one 
unpaid thirty (30) minute lunch period during the middle of the working day. For employees 
working from zero (0) to five (5) hours, no lunch period is granted. The precise timing of the lunch 
period is at the discretion of the Department Head or other supervisory staff and should not 
interfere with work duties. Lunch periods may not be foregone for employees to leave early at 
the end of the workday, unless specifically authorized by the employee’s supervisor.  
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2.06 Gifts and Gratuities  
 Employees are prohibited from accepting any gift, gratuity, favor, loan, or anything of 
more than nominal value from any person, directly or indirectly, which could reasonably be 
expected to influence an employee’s action or inaction or could reasonably be considered as a 
reward for any official action or inaction on the part of the employee. Any questions regarding 
what is proper and acceptable should be immediately discussed with the employee’s supervisor.  
 Unsolicited gifts of nominal value (total value of $50.00 or less in any one year from any 
individual or organization) may be permissible.  
 

2.07 Tobacco Use  
 This policy is in conformance with Wisconsin State Statute 101.123, which prohibits 
smoking in public buildings and other Village property. Accordingly, smoking and/or the use of 
tobacco products (defined to include any form of tobacco or any form of nicotine-based products 
for ingestion, such as vaping) is prohibited in Village buildings, Village vehicles, while operating 
any equipment, and inside any roofed, permanent structures in Village parks. Smoking will be 
permitted only outside of Village buildings in designated areas and in accordance with State law.  
 

2.08 Contact with News Media  
 It has always been the Village’s policy to cooperate as fully as possible with news media 
inquiries and to communicate truthfully with the media on Village matters appropriate for public 
knowledge. Except for the public officials of the Village, to ensure accuracy regarding official 
Village business related to the organization or its actions, the Village Administrator or designee 
will serve as the only authorized media spokesperson for the organization on such matters. No 
employees other than the Village Administrator or designee may grant an interview concerning 
official Village business to any form of media without prior written permission from the Village 
Administrator.  
 

2.09 Citizen Complaint Policy  
 It is the Village’s policy to accept, investigate, and attempt to resolve all complaints 
received. In the event an issue cannot be resolved, the complainant shall be notified by the 
appropriate Village personnel as to why a resolution cannot occur and what decision has been 
made regarding the complaint.  

With the exception of the Police Department, which has its own citizen complaint 
procedure as required by Section 66.0511, Wis Stats, the following procedures shall be followed 
by all Village employees upon receipt of a citizen complaint: 

1. A complainant should be encouraged to file their complaint online via “Report a 
Concern” module, or in person by completing the Citizen Complaint Form, 
including the complainant’s signature. 
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2. If a complaint is received verbally, over the telephone, or in any other form (i.e., 
mail, e-mail), the Citizen Complaint Form should be completed by the employee 
receiving the complaint, with the following information: 

a. Date complaint was received. 

b. (Referral): The department that will address the concern. 

c. (Referred by): The name of the person who received the complaint. 

d. Name of complainant. 

e. Address of complainant. 

f. Telephone/e-mail of complainant. 

g. Nature of complaint, concern, or request, providing as much detail as 
possible to assist the department that will work to resolve the issue. 

h. The involved department should investigate or review the identified 
concern and take appropriate action. 

i. The employee who resolves the concern should indicate the resolution on 
the Citizen Complaint Form and obtain approval and signature from the 
Department Head.  

 

2.10 Employee Evaluation and Appraisal  
 It is the goal of the Village that all full-time and part-time employees be evaluated on an 
annual basis by their Immediate Supervisor; the Department Heads by the Village Administrator; 
and the Village Administrator by the Village Board. An employee is evaluated according to how 
they perform duties in their job description. Employee evaluations allow an opportunity for both 
employees and the Village Administrator or Department Head to provide each other feedback 
regarding work issues, except for issues subject to the Grievance Procedure set forth in this 
handbook. 
 

2.11 Employment of Relatives, Anti-Nepotism  
 No employees from the same immediate family may hold jobs which involve supervision 
of or being supervised by immediate family. “Immediate family” is defined as the employee’s 
father, father-in-law, mother, mother-in-law, spouse, child or stepchild, brother, sister, brother-
in-law, sister-in-law, grandparent, or grandchild. 

  If a person is already employed, the employee cannot be transferred into a position that 
is directly or indirectly supervised by or directly or indirectly supervises a relative of the 
employee.  If a supervisory relationship that is prohibited by this policy is established after an 
individual is employed, the individuals affected may decide who is to be transferred subject to 
final approval of the Village Administrator.  If the affected individuals are unable or unwilling to 
decide within 30 calendar days, the Village Administrator or their designee will decide. 
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2.12 Employment Status  
 All employees are either full-time, part-time, paid-on-call EMT’s/Firefighters, or 
temporary/seasonal employees. 

 Benefited Full-Time – an employee who is regularly scheduled to work a 40-hour work 
week throughout the year. A benefited full-time employee is eligible for those benefits described 
in this handbook as well as any that are required by law. 

 Benefited Part-Time – an employee who is regularly scheduled to work 20 or more hours 
each work week throughout the year. A benefited part-time employee is eligible for those 
benefits described in this handbook on a pro-rated basis as well as any that are required by law. 

 Non-benefited Part-Time – an employee who is generally scheduled to work less than 20 
hours per week throughout the year. Non-benefited part-time employees are only eligible for 
benefits required by law. 

 Temporary/Seasonal/Casual – an employee who works full-time or part-time hours on a 
temporary, sporadic, varying, seasonal, or as-needed basis. These employees are only eligible for 
benefits required by law. 

 Exempt – an employee whose position meets the overtime exemption requirements 
established by the Fair Labor Standards Act (FLSA). These employees must be paid on a salary 
basis and are exempt from overtime pay requirements. 

 Non-Exempt – an employee whose position does not meet FLSA overtime exemption 
requirements. Non-exempt employees are paid on an hourly basis and are eligible for overtime 
pay. 

 Represented – employees who are represented by a labor association and covered under 
a collective bargaining agreement with the Village of Jackson. 

 Non-Represented – employees not covered by a collective bargaining agreement. 
 

2.13 Expectations for Employee Conduct  
 All Village employees are expected to meet a standard of conduct appropriate to the 
reputation of the Village, regardless of whether employees are on- or off-duty. Employees are 
responsible to be aware of and abide by existing rules and regulations. It is also the responsibility 
of employees to perform their job duties to the best of their abilities and to the standards set 
forth in their job descriptions, or as otherwise established.  

 Employees are expected to demonstrate proper regard for the standards of the 
community and to show respect for the law and for the rights of others. Although off-duty 
behavior of employees cannot always be dictated by the Village, when illegal and/or 
inappropriate activity is engaged in which relates to an employee’s job duties and/or which raise 
doubts as to the employee’s ability to carry out their duties, the activity will be reviewed, and 
appropriate action may be taken.  
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I. Expected Conduct  

A. Employees are expected to conduct themselves in a positive, professional manner 
to promote the best interests of the Village. Examples of appropriate employee 
conduct include the following (this list is NOT intended to be all-inclusive):  

1. Treating all citizens, visitors, and co-workers with respect and in a 
courteous manner.  

2. Refraining from conduct that is offensive. 

3. Reporting to management suspicious, unethical, or illegal conduct by co-
workers, citizens, or business associates of the Village.  

4. Cooperating with any Village investigation. 

5. Complying with all Village safety and security regulations. 

6. Wearing clothing appropriate for the work being performed. 

7. Performing assigned tasks efficiently and in accord with established 
standards.  

8. Reporting to work punctually as scheduled and being at the proper 
workstation, ready for work, at the assigned starting time.  

9. Giving proper advance notice whenever unable to work or report on time. 

10. Smoking only at times and in places not prohibited by Village rules or local 
ordinances. 

11. Maintaining cleanliness and order in the workplace and work areas.  

II.  Gambling  

Gambling constitutes a threat to the Village’s security and can interfere with employee 
productivity and morale. Therefore, any gambling on the part of Village employees while 
at work or via the use of Village property (e.g., a Village computer or database) is strictly 
prohibited. Gambling includes placing, accepting, recording, or registering bets, or 
otherwise carrying on a game of chance for money, property, or any other item of value. 
This prohibition includes all gambling operations, even if and where such activities do not 
constitute illegal activity. Employees involved in gambling while at work will be subject to 
discipline, up to and including termination.  

III. Insubordination  

Insubordination, defined as an employee’s failure or refusal to recognize or submit to the 
authority of a supervisor, or open defiance of authority or resistance to control (i.e., 
refusing to obey instructions or directives), is strictly prohibited. Insubordination may 
result in discipline, up to and including termination.  
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IV. Other Prohibited Conduct  

A. Any conduct, whether on-duty or off-duty, that interferes with operations or 
discredits the Village, or is inconsistent with the Village’s rules, policies, 
procedures, and general expectations of conduct will not be tolerated. The 
following are examples of conduct that is strictly prohibited (this list is NOT 
intended to be all-inclusive). Employees engaged in prohibited conduct will be 
subject to discipline, up to and including termination. At management’s 
discretion, any violation of Village rules, policies, procedures, general expectations 
of conduct or any conduct considered inappropriate or unsatisfactory may subject 
an employee to discipline: 

1. Possession of firearms or other weapons in violation of the Violence in the 
Workplace policy.  

2. Fighting with or assaulting a co-worker or citizen. 

3. Threatening or intimidating co-workers, citizens, business associates, or 
guests.  

4. Engaging in any form of sexual or other harassment.  

5. Violating the Drug-Free Workplace policy or the Alcohol and Controlled 
Substances Testing policy.  

6. Disclosing confidential Village information. 

7. Falsifying or altering any Village record or report, such as an employment 
application, medical reports, production records, time records, expense 
accounts, absentee reports, or shipping and receiving records.  

8. Stealing, destroying, defacing, or misusing Village property or another 
employee’s or citizen’s property.  

9. Misusing Village communications systems, including electronic mail, 
computers, internet, and telephones.  

10. Refusing to follow management’s instructions concerning a job-related 
matter or being insubordinate.  

11. Failing to wear assigned safety equipment or failing to abide by safety rules 
and policies. 

12. Smoking where prohibited by local ordinance or Village rules. 

13. Using profanity or abusive language. 

14. Sleeping on the job without authorization. 

15. Engaging in pranks or horseplay. 

16. Wearing improper attire or having an inappropriate personal appearance. 

17. Accepting tips or gifts of more than nominal value in the course of work. 
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18. Untruthful, dishonest, or deceptive conduct, including the failure to be 
forthright or withholding of material information.   

19. Claiming sick leave under false pretenses. 

20. Working unauthorized overtime.  

21. Deliberately restricting work output or encouraging another employee to 
do so. 

22. Engaging in illegal or unethical conduct during the workday or on Village 
property. 

23. Gambling while at work as defined in this policy. 

24. Disrespectful behavior toward professional colleagues or the public. 

25. Conduct unbecoming of an employee based on off-the job or on-the job 
conduct that brings the employee or the Village into disrepute. 

 

Employment with the Village is at-will and of mutual consent of the Village and the 
employee, and either party may terminate that relationship at any time, with or without 
cause, and with or without advance notice. 

 

2.14 Grievance Procedure  

I. Discipline. 

Discipline may result when an employee’s actions do not conform with generally accepted 
standards of good behavior, when an employee violates a policy or rule, when an 
employee’s performance is not acceptable, or when the employee’s conduct is 
detrimental to the interests of the Village of Jackson. Disciplinary action may call for any 
of four steps – verbal warning, written warning, suspension (with or without pay), or 
termination of employment – depending on the problem and the number of occurrences. 
There may be circumstances when one or more steps are bypassed. Certain types of 
employee problems are serious enough to justify either a suspension or termination of 
employment without going through progressive discipline steps. The Village of Jackson 
reserves the right, in its sole discretion, to impose disciplinary action as may be 
appropriate to the circumstances. 

Written grievances may be filed under this policy only for suspension (with or without 
pay), or termination of employment. Written grievances for verbal or written warnings 
will not be allowed. 

II. Grievance Procedure. 

This policy is intended to comply with Section 66.0509, Wis. Stats., and provides a 
grievance procedure addressing issues concerning workplace safety, discipline, and 
termination. This policy applies to all employees covered under Section 66.0509, Wis. 
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Stats., other than police and fire employees subject to Section 62.13(5), Wis. Stats. An 
employee may appeal any level of discipline under this grievance procedure. For purposes 
of this policy, the following definitions apply:  

A. "Employee discipline" includes all levels of progressive discipline, but shall not 
include the following items:  

1. Placing an employee on paid administrative leave pending an internal 
investigation.  

2. Counseling, meetings, or other pre-disciplinary action.  
3. Actions taken to address work performance, including use of a 

performance improvement plan or job targets.  
4. Demotion, transfer, or change in job assignment. 
5. Other personnel actions taken by the employer that are not a form of 

progressive discipline.  
6. Layoffs. 
7. Evaluations. 
 

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

1. Voluntary quit.  
2. Layoff or failure to be recalled from layoff at the expiration of the recall 

period. 
3. Retirement.  
4. Job abandonment, “no-call, no-show,” or other failure to report to work.   
5. Termination of employment due to lack of qualification or license, or other 

inability to perform job duties. 
 

C. "Workplace safety” is defined as conditions of employment affecting an 
employee’s physical health or safety, the safe operation of workplace equipment 
and tools, safety of the physical work environment, personal protective 
equipment, workplace violence, and training related to same.  

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

1. The name and position of the employee filing it.  
2. A detailed statement of the issue involved.  
3. A detailed statement of the relief sought.  
4. A detailed explanation of the facts supporting the grievance. 
5. The date(s) the event(s) giving rise to the grievance took place. 
6. The identity of the policy, procedure or rule that is being challenged.  
7. The steps the employee has taken to review the matter, either orally or in 

writing, with the employee’s supervisor.  
8. The employee’s signature and the date.  
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III. Steps of the Grievance Procedure  

Employees should first discuss complaints or questions with their immediate supervisor. 
Every reasonable effort should be made by supervisors and employees to resolve any 
questions, problems or misunderstandings that have arisen before filing a grievance.  

A. Step 1 – Written Grievance Filed with the Department Head. The employee must 
prepare and file a written grievance with the Department Head within five (5) 
business days of when the employee knows, or should have known, of the events 
giving rise to the grievance. The Department Head or his/her designee will 
investigate the facts giving rise to the grievance and inform the employee of 
his/her decision, if possible, within ten (10) business days of receipt of the 
grievance. In the event the grievance involves the Department Head, the 
employee may initially file the grievance with the Village Administrator, who shall 
conduct the Step 1 investigation.  

 

B. Step 2 – Review by Village Administrator. If the grievance is not settled at Step 1, 
the employee may appeal the grievance to the Village Administrator within five 
(5) business days of the receipt of the decision of the department head at Step 1. 
The Village Administrator or his/her designee will review the matter and inform 
the employee of his/her decision, if possible, within ten (10) business days of 
receipt of the grievance.  

C. Step 3 – Impartial Hearing Officer. If the grievance is not settled at Step 2, the 
employee may request in writing, within five (5) business days following receipt 
of the Village Administrator’s decision, a request for written review by an impartial 
hearing officer. The Village shall select the impartial hearing officer. The hearing 
officer shall not be a Village employee. In all cases, the grievant shall have the 
burden of proof to support the grievance. The impartial hearing officer will 
determine whether the Village acted in an arbitrary and capricious manner. This 
process does not involve a hearing before a court of law; thus, the rules of 
evidence will not be followed. Depending on the issue involved, the impartial 
hearing officer will determine whether a hearing is necessary, or whether the case 
may be decided based on a submission of written documents. The impartial 
hearing officer shall prepare a written decision.  The impartial hearing officer’s 
decision shall only be based on the facts set forth at the hearing and within the 
written grievance.  

D. Step 4 – Review by the Governing Body. If the grievance is not resolved after Step 
3, the employee or the Village Administrator shall request within five (5) business 
days of receipt of the written decision from the hearing officer a written review 
by the Governing Body. For all employees, the appeal shall be filed with the Village 
Board. The Village Board shall not take testimony or evidence; it may only 
determine whether the hearing officer reached an arbitrary or incorrect result 
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based on a review of the record before the hearing officer. The matter will be 
scheduled for the Village Board’s next regular meeting. The Village Board will 
inform the employee of its findings and decision in writing within ten (10) business 
days of the Village Board meeting. The Village Board shall decide the matter by 
majority vote and this decision shall be final and binding.  

An employee may not file a grievance outside of the time limits set forth above. If the 
employee fails to meet the deadlines set forth above, the grievance will be considered 
resolved. If it is impossible to comply with the deadlines due to meeting notice 
requirements or meeting preparation, the grievance will be reviewed at the next possible 
meeting date. An employee’s grievance must contain all the information required by this 
Grievance Procedure.  Failure to include all required information under this Procedure 
will result in a refusal to process the grievance under this Procedure.  An employee must 
process his/her grievance outside of normal work hours unless the employee elects to 
use accrued paid time (vacation, compensatory time, etc.) to be paid for time spent 
processing his/her grievance through the various steps of the grievance procedure. 

 

2.15 Restricted/Modified Duty Policy  
 The Purpose of this policy is to establish a uniform policy and procedure for the 
administration of a Village-wide restricted/modified duty assignment program for employees 
who are temporarily disabled from performing the essential duties of their regularly assigned 
positions due to injury or illness. This program is intended to provide temporary reassignment of 
an injured employee only until such time as:  

1. The employee is medically released to perform the full range of duties of their 
position.  

2. The restricted/modified duty assignment is discontinued at the request of the 
attending physician.  

3. The employee is medically determined to be permanently disabled and 
consideration is given to modification, transfer, termination, or retirement; or  

4. The restricted/modified duty assignment is discontinued at the option of the 
Village.  

 Restricted/modified duty assignment, if available, is a special short term temporary work 
assignment provided for employees who have temporary medical restrictions that prevent them 
from performing some or all their normal duties. In all cases, a restricted/modified duty 
assignment is temporary, will have a defined beginning and ending date.  

 This program shall be administered by the Village Administrator or designee. All 
employees and departments are required to cooperate fully with the Village Administrator or 
designee in administration of this program.  

 The restricted/modified duty assignment will be based on a qualified medical assessment 
of the employee. It is mandatory for the employee to provide all necessary medical information 
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concerning the extent of their work restrictions and the probable duration of their restrictions. 
The employee is also required to submit updated work restrictions to the Village Administrator 
or designee after every doctor visit.  

 There is no guarantee of restricted/modified duty assignments. All requests for 
restricted/modified duty assignments shall be reviewed on a case-by-case basis. It is at the 
discretion of the Village Administrator or designee to determine the duty assignment. Such 
assignments shall depend in part on the medical limitations of the individual, the availability of 
suitable work, adequate funding, and the needs of the Village. At no time shall a position be 
created for an employee who has requested and/or accepted a restricted/modified duty 
assignment. A restricted/modified duty assignment may be altered to comply with any applicable 
state and/or federal law.  

 An employee’s return to work in a restricted/modified duty assignment shall comply with 
all applicable state and/or federal laws, including but not necessarily limited to the Family and 
Medical Leave Act (FMLA), the Americans with Disabilities Act (ADA), and the state Worker’s 
Compensation laws. All requests and/or assignments for restricted/modified duty shall be 
reviewed by the Village Administrator or designee to ensure all requirements are being met.  

 If the employee is unable to perform the essential functions of their job because of a 
serious health condition, they may be qualified for family and medical leave under the Village’s 
FMLA policy rather than accept a restricted/modified duty assignment. If the employee elects to 
turn down the restricted/modified duty assignment and take leave under the Village’s FMLA 
policy, he/she may no longer be eligible for Worker’s Compensation benefits. That determination 
will be made at the time the employee takes leave under the Village’s FMLA policy. If an 
employee accepts a restricted/modified duty assignment, that time will not be counted against 
the employee’s leave entitlement under the Village’s FMLA policy.  

I. Definitions  

A. Restricted/modified duty assignment: This is a temporary assignment, which shall 
have a defined beginning and ending date.  

B. Transitional job tasks: These are job assignments that may or may not normally be 
performed by the employee but fall within the restrictions as outlined by the 
employee’s physician.  

II. Procedure for Policy  

A. The following procedure is set forth to assist employees and supervisors in clearly 
understanding the requirements of the restricted/modified duty assignment 
policy. It is important that appropriate communications be always established 
between the employee, their supervisor, their physician, the Village, and the 
Village’s Worker’s Compensation insurance carrier.  

1. An employee who has a work-related injury/illness must have their 
treating physician complete the Village’s “Medical Status Report” form. 
(This form may be obtained from the employee’s supervisor or from the 
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Village Treasurer/HR Assistant.) This report provides the Village with the 
physician’s diagnosis and the following information:  

a. Can the employee return to work with no limitations? If no:  

b. Can the employee return to work on restricted/modified duty 
assignment and if so, what are his/her limitations?  

c. If the employee cannot return to work at this time, when is it 
expected the employee may be able to return to 
restricted/modified duty assignment?  

2. The completed form is to be returned to the Treasurer/HR Assistant as 
soon as possible after the employee’s doctor’s visit. This form along with 
all other medical information will be held in confidence in accordance with 
applicable law.  

3. The Village Administrator or designee will then decide if there are 
sufficient transitional job tasks available to return the employee to 
restricted/modified duty assignment. A restricted/modified duty 
assignment must be in writing and must specify a starting and ending date. 
Any extension of an original restricted/modified duty assignment must be 
approved by the Village Administrator and must also be done in writing.  

4. The employee is also required to submit updated work restrictions to the 
Village Administrator or designee after every doctor visit, detailing the 
extent of their work restrictions and the probable duration of these 
restrictions. Any modifications to an original restricted/modified duty 
assignment must also be done in writing.  

5. At no time should an employee exceed the medical restrictions of their 
physician or perform transitional job tasks that are outside of the scope of 
the employee’s physician’s recommendations. Employees should not 
attempt tasks that exceed their restrictions. If an employee has questions 
about the task(s) at hand and his/her restrictions, he/she should talk to the 
Village Administrator or designee immediately. Employees must also 
comply during non-work hours to ensure that restrictions are maintained.  

6. Upon full release to return to work without restrictions, the employee 
must submit the proper return to work authorization from their treating 
physician.  

 

2.16 Physical Examinations for Employment Candidates  
 The Village will pay the cost of any required physical examination required of a candidate 
for employment. In accordance with the Americans with Disabilities Act, all physical examinations 
will occur after a conditional offer of employment. The Village will determine which examining 
physician shall be used for any such required examination. Candidates should understand that 

Page 137 of 191



passing a required physical examination is a part of the employment process. If the candidate 
does not successfully pass a required physical examination, the offer of employment will be 
revoked.  
 

2.17 Employee Medical Examinations  
 Current employees may be required to have medical examinations to determine fitness 
for duty or as otherwise permitted by law. Such examinations will be scheduled at reasonable 
times and intervals and, if required by law, performed at the Village’s expense. Information on 
an employee’s medical condition or history will be kept separate from other employee 
information and maintained confidentially in accordance with law. Access to this information will 
be limited to those who have a legitimate need to know.  
 

2.18 Termination of Employment  

I. Resignation Notice 

The Village requests that any employee who intends to resign their employment give 
written notice thereof to the Department Head at least two (2) weeks prior to the 
resignation date; thirty (30) days in the case of a Department Head, who should give 
written notice to the Village Administrator. An employee who resigns and gives the 
appropriate prior written notice will be paid their remaining accrued but unused vacation 
and personal time in accord with the Village’s policy on payouts for vacation and personal 
time. The Village also requests that an employee who is resigning, discuss with the 
employee's Department Head (or the Village Administrator) the employee's reasons for 
resigning.  

An employee who voluntarily terminates employment without giving two (2) weeks prior 
notice automatically is not eligible for and waives their right to payout of any accrued 
leave. Employees wishing to resign in good standing shall give written notice to the 
Department Head not less than two (2) weeks before such resignation shall be effective. 
Superintendents and Supervisors shall give not less than three (3) weeks written 
resignation notice. The time specified for written notice of resignation shall not include 
paid time not worked, such as vacation or sick leave benefits. Unauthorized absence of 
an employee for three (3) consecutive workdays may be considered by the Village as a 
resignation of such employee. The Department Head shall notify the Village Administrator 
of any resignation in the department when the resignation is received. From time to time, 
it may be mutually beneficial for both the Village and employee to waive these 
notification requirements to allow the employee to depart expeditiously, yet under good 
standing. 
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2.19 Reductions in Workforce  
 On occasion, areas may be forced to reduce staff. Some business reasons for this may be 
economic need, consolidation of facilities, restructuring of operations, combining of departments 
or functions, and streamlining or elimination of departments, functions, or jobs. If a reduction in 
staff is deemed necessary, the Department Head of the area to be affected will work with the 
Village Administrator to document the business reason and process for the restructuring. This 
may include an analysis of business needs to determine the appropriate criteria to use, 
development of a communication plan, job re-evaluations, salary administration, and/or 
outplacement services.  

 In selecting the employees who will remain with the organization, only job-related criteria 
will be used. The criteria used will be determined based on the reason for the reduction in force 
and the determination of the business area’s needs. Job-related criteria may include the 
employee’s current performance, competencies, skills, responsibilities, experience, leadership, 
education and training, personal commitment, and length of service with the Village. 
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SECTION 3: CLASSIFICATION AND COMPENSATION  
 

3.01 At-Will Employment Policy  
 Unless specifically prohibited by law, all Village employees are at-will employees and, 
accordingly, are free to resign at any time without reason. The Village also retains the right to 
terminate an employee’s employment at any time with or without reason or notice if it is not an 
illegal reason. Nothing contained in any Village policy, handbook, rule, document, 
communication, or practice is intended to be, create, or imply a guarantee that employment or 
any Village benefit will be provided for any period. The Village’s provision of certain benefits now 
and in the future does not change the fundamental employment-at-will relationship.  

 Compensation figures provided in annual or monthly terms to employees are stated as 
such for convenience or to aid in salary comparison and are not intended to create an 
employment contract or a guarantee of employment or compensation for a specific period.  
 

3.02 Classification of Positions  
 The Village classifies all positions based on several factors, including but not limited to, 
the degree of responsibility, level or training required, complexity of relationship, supervisory 
responsibility, and necessity for exercising independent judgment. A job description exists for 
each position and sets forth duties, responsibilities, and authority of that position. All Village 
positions will be classified according to the guidelines of the Department of Labor. 
 

3.03 Compensation Policy  
 It is the policy of the Village of Jackson to compensate its employees in a manner which it 
deems equitable and commensurate with the degree of responsibility corresponding to the 
position. The Village will periodically review wages and salaries and in doing so will undertake 
and consider the employee’s performance, level of responsibility and studies comparing wages 
and salaries for similar positions in communities of a similar size and nature. Any adjustment to 
wages and salaries will be at the Village’s sole discretion and will be based primarily upon the 
Village's financial situation and ability to pay.  
 

3.04 Elimination, Change, and Creation of Positions  
 If a Department Head desires that the duties corresponding to a departmental position 
be eliminated, decreased, increased, or otherwise changed, or if a Department Head desires the 
establishment of a new position, the Department Head should consult with the Village 
Administrator. The Village Administrator will investigate the matter and report their findings to 
the Village Board, which will take whatever action (if any) it may consider appropriate regarding 
the position. 
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3.05 Pay Period  
 The payroll period is every two (2) workweeks, except for the Fire Department paid-on-
call firefighters who are paid monthly, and Village Board members who are paid semi-annually. 
The defined workweek, established by the Village, is from Monday at 12:01 a.m. through Sunday 
at 11:59 p.m. unless specified via collective bargaining agreement. Employees will receive their 
pay every other Monday unless a holiday falls on a Monday.1 Then they will receive their pay on 
the next regular workday. There are no salary advance provisions for any employee. Employees 
should notify their immediate supervisor and the Treasurer/HR Assistant if they believe there are 
errors in their paychecks. 
 

3.06 Payroll Deductions  
 The Village will make mandatory deductions from paychecks in accordance with federal 
and state laws and regulations. Voluntary deductions may be made upon written authorization 
of the employee and approval of the Village Administrator or designee.  If an exempt employee 
believes the Village made an improper deduction to their pay, that employee should refer to the 
Good Faith Safe Harbor policy contained in this handbook and follow the policy’s reporting 
procedure. 
 

3.07 Working Hours  
 For all full-time general administrative employees, a regular workweek shall consist of 
forty (40) hours per week, Monday through Friday. For general administrative employees, normal 
working hours shall be from 8:00 a.m. to 4:30 p.m., with one thirty (30) minute unpaid lunch 
period during the middle of the workday. For non-represented employees of the Police and Fire 
Departments, working hours will be established by their respective Chiefs and overtime for sworn 
law enforcement officers and fire protection personnel is based on a 28-day work period. For all 
employees of the Water Utility, Wastewater Utility, and Public Works Department, working hours 
will be established by the Department Head(s). 
 

3.08 Overtime Pay  
 Overtime is any time earned by a nonexempt employee more than forty (40) hours per 
week.2 Overtime shall be compensated at a rate of one and one-half times the employee’s base 
rate of pay. All overtime must be expressly authorized by the employee's Department Head. The 
Village may require employees to work overtime to ensure efficient operations. Refusal to work 
required overtime or to work any non-overtime assignment may result in disciplinary action.  

 

 
1 Public safety employees in the Village’s Police and Fire Departments operate under a 207(k)-work period, as 
permitted by the FLSA. 
2 Public safety employees in the Village’s Police and Fire Departments operate under a 207(k)-work period, as 
permitted by the FLSA.  To the extent a 207(k)-work period is utilized, that work period will dictate overtime pay. 
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3.09 Pay for Holidays Worked 

 Employees called in to work on holidays shall be compensated at a rate of one and one-
half times the employee’s base rate of pay, even if the employee has not exceeded forty (40) 
hours within the work week. 
 

3.10 Weekend and Holiday Rotation Pay 

 All full-time Water and Wastewater Utilities operations specialists and Public Works 
employees shall be required to be available to provide weekend and holiday rotation duty on a 
rotating basis. The employee on rotation for the weekend and/or holiday shall be compensated 
at a rate of one and one-half times the employee’s base rate of pay, even if the employee has 
not exceeded forty (40) hours within the workweek. Weekend is defined as the forty-eight-hour 
timeframe from 12:01 a.m. Saturday through 11:59 p.m. Sunday. 
 

3.11 Emergency Closings  
 At times, emergencies such as severe weather, fires, power failures, or earthquakes can 
disrupt Village operations. In extreme cases, these circumstances may require the closing of a 
Village facility. When operations are officially closed due to emergency conditions, the time off 
from scheduled work will not be paid to the extent permitted by law, except that employees are 
allowed to substitute accrued vacation, compensatory time, or personal time to receive time off 
with pay, consistent with department policy. 

 Employees in essential operations may be asked to work on a day when operations are 
officially closed. 

 

3.12 Coronavirus Workplace Policy  
The Village of Jackson goal is to prevent the spread of COVID-19 in the workplace and 

keep everyone healthy and safe (see Village of Jackson COVID-19 Policy & Procedure Manual). 
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SECTION 1: GENERAL PERSONNEL POLICIES  
 

1.01 Open Door Policy  

1.02 Policy Development and Administration  

1.03 Health-Related Privacy Policy  
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1.04 Drug and Alcohol-Free Workplace  

-
-
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1.05 Harassment and Discrimination  

-

-

-

Definitions  

I. Verbal Harassment

II. Non-Verbal Harassment

-
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III. Physical Harassment

IV. Unwelcome Harassment

Prohibited Activity  

I. Sexual Harassment  

II. Harassment  

Complaint Procedu e 
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Confidentiality  

Retaliation  

 

1.06 Health and Safety Policy  
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1.07 Internet and E-mail Policy 

-

-
-
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- -

Violations of this policy may warrant discipline, up to and including termination. 

 

1.08 Personnel Files  

 

1.09 Privacy in Locker Rooms Policy 
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1.10 Reference and Background Check Policy  

I. Reference Checks  

II. Driving Records  

III. Required Qualifications  

-

IV. Background Investigations  
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V. Credit Checks  

VI. Record Keeping  

-
-

1.11 Employment Eligibility Documents  

-

-
-

-
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1.12 Social Networking Policy  

™

I. Definitions  

– -

-

–
-

-

–
-

–

–
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II. Acceptable Use  

-

 
 
 

-
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III. Terms of Service  

IV. Content of Posts and Comments  
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-

V. Posts, Comments, and Public Records  

-

-

VI. Security  

VII. Records Management and Preservation  

-
-

VIII. Breach of Policy  
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1.13 Travel Policy  

I. Transportation  

II. Lodging  

-

III. Meal, Entertainment, and Miscellaneous Expenses  
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–

-
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IV. Registration and/or Tuition Fees  

-

V. Travel with Spouse and/or Family  

VI. Code of Conduct  

VII. Expense Report  

-

1.14 Use of Village Equipment  

-

-
-

I. Office Equipment  

Page 158 of 191



-

-

II. Telephone/Cell Phone Use  

III. Computer Use  

IV. Vehicle Use  
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V. Return of Equipment  

1.15 Violence in the Workplace Policy  

-

-

I. Prevention Techniques  
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 -
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 -

 

 - -

 

 
II. Responsibilities and Reporting Procedures  
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III. Retaliation  

IV. Restraining Orders  

-

1.16 Non-Fraternization  
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1.17 Outside Employment 
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SECTION 2: EMPLOYMENT POLICIES  
 

2.01 Chain of Command 
 Operation of any government agency depends on an effective chain of command. The 
ultimate decision concerning policy in the Village resides by law with the Village Board under the 
leadership of the Village Administrator. The Village Administrator, as the chief administrative 
officer of the Village, is the primary professional advisor to the Board and head of the Village 
Management Team. The Department Heads – Village Clerk/Treasurer, Police Chief, Fire Chief, 
Director of Public Works, Joint Parks and Recreation Director, and Building Inspector – comprise 
The Village Management Team and report to the Village Administrator. Superintendents and 
supervisors subordinate to the Department Heads are a subgroup of the Village Management 
Team. This management team concept is the process by which a recommendation for Village 
Board action is developed and the decision implemented. This system represents a means of 
establishing orderly lines of organization and communication as management personnel unite 
with the Board to promote effective services for the community. 

 The overall authority and responsibility for the general day-to-day administration of the 
personnel program, rests with the Village Administrator for its non-protective service employees, 
and with the Police Chief and Fire Chief for protective services employees under their respective 
jurisdictions. Employees have the obligation to further the professional advisement of the Board 
through the chain of command. The Village Administrator is given the latitude to determine the 
best method of implementing the policy decisions of the Village Board. 

 All staff members and supervisors shall be responsible to the Village Board through the 
Village Administrator. Each shall refer matters requiring administrative attention to his/her 
supervisor, who shall refer such matters to the next higher authority when necessary, and 
through the Village Administrator to the Village Board. Each employee is to keep the person that 
he/she reports to, informed of his/her activities by whatever means the supervisor deems 
appropriate. It is the responsibility of the employee’s supervisor to assign his/her duties. 

 If an employee has any questions, opinions, or suggestions about the information 
contained in this handbook or about any other aspect of his/her job, those questions, opinions, 
or suggestions must be directed through the chain of command. 

 The Village Administrator and the Department Heads (and their subordinates, if 
necessary) shall attend Village meetings relevant to their departments, when feasible. 
Administrative participation shall be by professional counsel, guidance, and recommendation as 
distinct from the deliberation, debate, and voting of Village Board members. 

 Generally, if an employee has a problem with an individual, the employee is encouraged 
to approach that person first and attempt to resolve the conflict. If that does not resolve the 
issue, the employee must address the problem through his/her immediate supervisor and 
onward through the chain of command. In some cases, the employee’s supervisor may decide to 
refer the problem through the chain of command where it can be addressed by another 
supervisor or the Village Administrator. If the employee feels harassed by another person, he/she 
is directed to follow the harassment reporting policy in this handbook. 
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2.02 Authority 
 The Village Administrator is employed by the Village Board and acts as agent of the Board 
in the selection, employment, and termination of staff in compliance with approved personnel 
policies, procedures, and Wisconsin State Statutes. In this capacity, the Village Administrator 
recommends candidates for Department Head positions to the Board for the Board's approval. 
The Village Administrator also is responsible for creating and implementing an effective 
organizational plan for all departments. The Village Administrator is responsible for screening 
and interviewing applicants for Department Head positions and for identifying the best qualified 
applicant. Following the interview process, the Village Administrator will recommend to the 
Village Board the best qualified candidate, whose appointment will then be subject to its 
approval. The appointment is subject to majority approval of the Board.  

 The Department Head will screen and interview applicants for positions under his/her 
jurisdiction and review the information with the Village Administrator. After consultation with 
and approval by the Village Administrator, the Department Head will make the appointment. The 
Village Administrator will report the selection to the Village Board for its information. Candidates 
not selected for a position will be notified that the position has been filled.  

 

2.03 Appearance and Dress Code  
 It is the expectation of the Village that each employee’s dress, grooming and personal 
hygiene should be appropriate to the work situation.  

1. Employees are expected at all times to present a professional, business-like image 
to the public. Acceptable personal appearance is an ongoing requirement of 
employment.  

2. Office workers and any employees who have regular contact with the public must 
comply with the following personal appearance standards:  

Employees are expected to dress in a manner that is normally acceptable in 
business establishments. Employees should not wear suggestive attire, spaghetti 
straps, backless clothing, clothes printed with slogans, jeans, athletic clothing, 
shorts, T-shirt, baseball hats, and similar attire that do not present a business-like 
appearance. 

3. Employees who do not regularly meet the public should follow basic requirements 
of safety and comfort, but should still be as neat and business-like as working 
conditions permit. 

4. Certain employees may be required by the Village to wear specific clothing 
depending on the nature of their job. Uniforms will be properly maintained and 
worn where required by department policy. 

5. At the discretion of the Village Administrator or designee, on certain occasions, 
employees may be allowed to dress in a more casual fashion than normally 
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required. On these occasions, employees are still expected to present a neat 
appearance and are not permitted to wear ripped or disheveled clothing, athletic 
wear, or similarly inappropriate clothing. 

 
 Any employee who does not meet the standards of this policy will be required to take 
corrective action, which may include leaving the premises. Violations of this policy also will result 
in disciplinary action. 
 
2.04 Attendance and Punctuality  
 Employees are expected to be dedicated to their work and to be at work on time each 
work day. Any employee who knows or suspects that he/she may, for any reason including but 
not limited to sickness, be unable to report to work on time or unable to be at work for any part 
of his/her shift should notify his/her Department Head (or, in the case of a Department Head, 
the Village Administrator or designee) as soon as possible prior to the employee's starting time 
and no later than one hour prior to the starting time. This requirement applies for each separate 
day of absence or tardiness, except for employees who (1) are hospitalized, (2) instructed by an 
attending physician that absence from work of more than the present day is medically advisable 
(or required), or (3) have a sickness or condition clearly requiring an absence of more than the 
present day. Employees need to give notice only at the outset of such an event/circumstance, 
providing that such notice expressly refers to that event/circumstance as one which is expected 
to cause an extended absence. Any absence or tardiness must be justified by a sufficient reason. 
In the case of any claimed sickness, the Village may at its sole discretion require medical 
certification from a physician and/or other evidence of actual sickness. An employee's failure to 
give advance notice of an absence or tardiness and/or failure to present a legitimate reason for 
an absence or tardiness may result in discipline, up to and including suspension or dismissal. Poor 
attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to 
and including termination of employment.  

 

2.05 Lunch Periods  
 For employees working eight (8) or more hours in a day, the employee must take one 
unpaid thirty (30) minute lunch period during the middle of the working day. For employees 
working from zero (0) to five (5) hours, no lunch period is granted. The precise timing of the lunch 
periods is at the discretion of the Department Head or other supervisory staff and should not 
interfere with work duties. Lunch periods may not be foregone in order for employees to leave 
early at the end of the work day, unless specifically authorized by the employee’s supervisor.  

2.06 Gifts and Gratuities  
 Employees are prohibited from accepting any gift, gratuity, favor, loan, or anything of 
more than nominal value from any person, directly or indirectly, which could reasonably be 
expected to influence an employee’s action or inaction or could reasonably be considered as a 
reward for any official action or inaction on the part of the employee. Any questions regarding 
what is proper and acceptable should be immediately discussed with the employee’s supervisor.  
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 Unsolicited gifts of nominal value (total value of $50.00 or less in any one year from any 
individual or organization) may be permissible.  

 

2.07 Tobacco Use  
 This policy is in conformance with Wisconsin State Statute 101.23, which prohibits 
smoking in public buildings and in other Village property. Accordingly, smoking and/or the use of 
tobacco products is prohibited in Village buildings, Village vehicles, while operating any 
equipment, and inside any roofed, permanent structures in Village parks. Smoking will be 
permitted only outside of Village buildings in designated areas and in accordance with State law.  

 

2.08 Contact with News Media  
 It has always been the Village’s policy to cooperate as fully as possible with news media 
inquiries and to communicate truthfully with the media on Village matters appropriate for public 
knowledge. With the exception of the public officials of the Village, to ensure accuracy regarding 
the organization or its actions, the Village Administrator or designee will serve as the only 
authorized media spokesperson for the organization. No employees other than the Village 
Administrator or designee may grant an interview concerning Village business to any form of 
media without prior written permission from the Village Administrator.  

 

2.09 Citizen Complaint Policy  
 It is the Village’s policy to accept, investigate, and attempt to resolve all complaints 
received. In the event an issue cannot be resolved, the complainant shall be notified by the 
appropriate Village personnel as to why a resolution cannot occur and what decision has been 
made regarding the complaint.  

The following procedures shall be followed by all Village employees upon receipt of a 
citizen complaint: 

1. A complainant should be encouraged to file his or her complaint in person by 
completing the Citizen Complaint Form, including the complainant’s signature. 

2. If a complaint is received verbally, over the telephone, or in any other form (i.e. 
mail, e-mail), the Citizen Complaint Form should be completed by the employee 
receiving the complaint, with the following information: 
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a. Date complaint was received. 

b. (Referral): The department that will address the concern. 

c. (Referred by): The name of the person who received the complaint. 

d. Name of complainant. 

e. Address of complainant. 

f. Telephone/e-mail of complainant. 

g. Nature of complaint, concern, or request, providing as much detail as 
possible to assist the department that will work to resolve the issue. 

h. The complaint should be forwarded to the Village Clerk/ Treasurer for 
logging and filing. A copy of the complaint will be forwarded to the 
appropriate department(s) for resolution. 

i. A letter or email will be sent to the complainant by the Village 
Clerk/Treasurer to confirm receipt of the complaint and identify which 
department will be working with the complainant to resolve his/her 
concern. 

j. The involved department should investigate or review the identified 
concern and take appropriate action. 

k. The employee who resolves the concern should indicate the resolution on 
the Citizen Complaint Form, and obtain approval and signature from the 
Department Head.  

l. A copy of the letter, if applicable, and completed Citizen Complaint Form 
should be returned to the Village Clerk/Treasurer to log into the computer 
and documentation file. 

m. A follow-up letter, email, or telephone call should be made by the Village 
Clerk/Treasurer to the complainant, informing him/her of the action that 
was taken regarding his/her request or concern. 

 

2.10 Employee Evaluation and Appraisal  
 It is the goal of the Village that all full-time and part-time employees be evaluated on an 
annual basis by their Department Head; the Department Heads by the Village Administrator; and 
the Village Administrator by the Village Board. An employee is evaluated according to how he/she 
performs activities in his/her job description. Employee evaluations allow an opportunity for both 
employees and the Village Administrator or Department Head to provide each other feedback 
regarding work issues, with the exception of issues subject to the Grievance Procedure set forth 
in this handbook. 
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2.11 Employment of Relatives, Anti-Nepotism  
 No employees from the same immediate family will hold jobs which involve supervision 
of, or being supervised by an immediate relative. “Immediate relative” is defined as the 
employee’s spouse, child, parent, brother, sister, grandparent, grandchild, brother-in-law, sister-
in-law, father-in-law, mother-in-law, son-in-law, daughter-in-law, uncle, aunt, niece, nephew, or 
first cousin. 

 

2.12 Employment Status  
 All employees are either full-time, part-time, paid-on-call firefighters, or 
temporary/seasonal employees. 

 A full-time employee is one who is regularly scheduled to work at least forty (40) hours 
per week for fifty-two (52) consecutive weeks (including any vacation or sick leave already 
earned). 

 A part-time employee is one who works more than 1,200 hours per year, and less than 
forty (40) hours per week, for fifty-two (52) consecutive weeks (including any vacation or sick 
leave already earned). 

 A paid-on-call firefighter is one who works in the Jackson Fire Department. 

 A temporary or seasonal employee is ordinarily employed only for a specific period or 
season and/or work on a specific project until the project is completed. Temporary or seasonal 
employees are not eligible for any fringe benefits.  

 For the first six months of employment in any particular position (assuming any 
employment lasts for six months), an employee is considered an "employee in orientation." The 
Village may, at its discretion, extend the orientation period beyond six months. Prior to the start 
of the orientation period, a physical examination may be required of the employee.  

 Both during and after completion (if any completion occurs) of the six-month orientation 
period, all employees remain employees-at-will, whose employment may be terminated at any 
time. Whether an employee is in the orientation period or not, full-time, part-time, paid-on-call 
firefighter, temporary, or seasonal, he/she remains an employee-at-will. In other words, the 
employment relationship may be ended at any time by either party, with or without notice for 
any reason.  

 

2.13 Expectations for Employee Conduct  
 All Village employees are expected to meet a standard of conduct appropriate to the 
reputation of the Village. While at work, employees are responsible to be aware of and abide by 
existing rules and regulations. It is also the responsibility of employees to perform their job duties 
to the best of their abilities and to the standards set forth in their job descriptions, or as otherwise 
established.  
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 Employees, while on Village property, while performing their duties throughout the 
Village or representing the Village elsewhere and in the conduct of their work, are expected to 
demonstrate proper regard for the standards of the community and to show respect for the law 
and for the rights of others. The behavior of employees while not at work or representing the 
Village is for the individual to regulate. However, when illegal and/or inappropriate activity is 
engaged in which relate to an employee’s job duties and/or which raise doubts as to the 
employee’s ability to carry out their duties, the activity will be reviewed and appropriate action 
may be taken.  

I. Expected Conduct  

A. Employees are expected to conduct themselves in a positive manner in order to 
promote the best interests of the Village. Examples of appropriate employee 
conduct include the following (this list is NOT intended to be all-inclusive):  

1. Treating all citizens, visitors and co-workers with respect and in a 
courteous manner;  

2. Refraining from conduct that is offensive;  

3. Reporting to management suspicious, unethical, or illegal conduct by co-
workers, citizens, or business associates of the Village;  

4. Cooperating with any Village investigation;  

5. Complying with all Village safety and security regulations;  

6. Wearing clothing appropriate for the work being performed;  

7. Performing assigned tasks efficiently and in accord with established 
standards;  

8. Reporting to work punctually as scheduled and being at the proper work 
station, ready for work, at the assigned starting time;  

9. Giving proper advance notice whenever unable to work or report on time; 

10. Smoking only at times and in places not prohibited by Village rules or local 
ordinances;  

11. Maintaining cleanliness and order in the workplace and work areas.  

II. Attendance  

It is expected that all Village employees will arrive at their workplace on time, work all 
scheduled hours and authorized overtime as required by business necessity, and are 
dependable with regard to attendance. Employees who are frequently away from the 
premises for business reasons are required to inform their supervisor of their 
whereabouts during working hours. Unauthorized or excessive absences or tardiness will 
result in disciplinary action, up to and including discharge.  
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Employees who are absent from work for three (3) consecutive days without giving proper 
notice to the Village will be considered as having abandoned the job and terminated 
employment.  

III. Drugs and Alcohol in the Workplace  

Failure to abide by the Drug-Free Workplace policy or the Controlled Substances and 
Alcohol Testing Policy, or a criminal drug statute conviction for a drug violation in the 
workplace will cause disciplinary action to be taken, up to and including termination.  

IV. Gambling  

Gambling constitutes a threat to the Village’s security, and can interfere with employee 
productivity and morale. Therefore, any gambling on the part of Village employees while 
at work is strictly prohibited. Gambling includes placing, accepting, recording or 
registering bets, or otherwise carrying on a game of chance for money, property, or any 
other item of value. This prohibition includes all gambling operations, even if and where 
such activities do not constitute illegal activity. Employees involved in gambling while at 
work will be subject to discipline, up to and including termination.  

V. Insubordination  

Insubordination, defined as an employee’s failure or refusal to recognize or submit to the 
authority of a supervisor, or open defiance of authority or resistance to control (i.e. 
refusing to obey instructions), is strictly prohibited. Insubordination may result in 
discipline, up to and including termination.  

VI. Other Prohibited Conduct  

A. Any conduct that interferes with operations, discredits the Village, or is offensive 
to citizens or co-workers will not be tolerated. The following are examples of 
conduct that is strictly prohibited (this list is NOT intended to be all-inclusive). 
Employees engaged in prohibited conduct will be subject to discipline, up to and 
including termination. At management’s discretion, any violation of Village policy 
or any conduct considered inappropriate or unsatisfactory may subject an 
employee to discipline: 

1. Possession of firearms or other weapons in violation of the Violence in the 
Workplace policy;  

2. Fighting with or assaulting a co-worker or citizen; 

3. Threatening or intimidating co-workers, citizens, business associates, or 
guests;  

4. Engaging in any form of sexual or other harassment;  

5. Violating the Drug-Free Workplace policy or the Alcohol and Controlled 
Substances Testing policy;  

6. Disclosing confidential Village information;  
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7. Falsifying or altering any Village record or report, such as an employment 
application, medical reports, production records, time records, expense 
accounts, absentee reports, or shipping and receiving records;  

8. Stealing, destroying, defacing, or misusing Village property or another 
employee’s or citizen’s property;  

9. Misusing Village communications systems, including electronic mail, 
computers, internet, and telephones;  

10. Refusing to follow management’s instructions concerning a job-related 
matter or being insubordinate;  

11. Failing to wear assigned safety equipment or failing to abide by safety rules 
and policies;  

12. Smoking where prohibited by local ordinance or Village rules;  

13. Using profanity or abusive language;  

14. Sleeping on the job without authorization;  

15. Engaging in pranks or horseplay;  

16. Wearing improper attire or having an inappropriate personal appearance;  

17. Accepting tips or gifts of more than nominal value in the course of work;  

18. Engaging in outside employment while on an unpaid leave of absence;  

19. Claiming sick leave under false pretenses;  

20. Working unauthorized overtime;  

21. Deliberately restricting work output or encouraging another employee to 
do so;  

22. Engaging in illegal or unethical conduct during the workday or on Village 
property;  

23. Gambling while at work as defined in this policy  

Employment with the Village is at-will and of mutual consent of the Village and the 
employee, and either party may terminate that relationship at any time, with or without 
cause, and with or without advance notice. 

 

2.14 Grievance Procedure  

I. Discipline. 

Discipline may result when an employee’s actions do not conform with generally accepted 
standards of good behavior, when an employee violates a policy or rule, when an 
employee’s performance is not acceptable, or when the employee’s conduct is 
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detrimental to the interests of the Village of Jackson. Disciplinary action may call for any 
of four steps – verbal warning, written warning, suspension (with or without pay), or 
termination of employment – depending on the problem and the number of occurrences. 
There may be circumstances when one or more steps are bypassed. Certain types of 
employee problems are serious enough to justify either a suspension or termination of 
employment without going through progressive discipline steps. The Village of Jackson 
reserves the right, in its sole discretion, to impose disciplinary action as may be 
appropriate to the particular circumstances. 

Written grievances may be filed under this policy only for suspension (with or without 
pay), or termination of employment. Written grievances for verbal or written warnings 
will not be allowed. 

II. Grievance Procedure. 

This policy is intended to comply with Section 66.0509, Wis. Stats., and provides a 
grievance procedure addressing issues concerning workplace safety, discipline and 
termination. This policy applies to all employees covered under Section 66.0509, Wis. 
Stats., other than police and fire employees subject to Section 62.13(5), Wis. Stats. An 
employee may appeal any level of discipline under this grievance procedure. For purposes 
of this policy, the following definitions apply:  

A. "Employee discipline" includes all levels of progressive discipline, but shall not 
include the following items:  

1. Placing an employee on paid administrative leave pending an internal 
investigation;  

2. Counseling, meetings, or other pre-disciplinary action;  
3. Actions taken to address work performance, including use of a 

performance improvement plan or job targets;  
4. Demotion, transfer, or change in job assignment; 
5. Other personnel actions taken by the employer that are not a form of 

progressive discipline;  
6. Layoffs; or 
7. Evaluations. 

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

1. Voluntary quit;  
2. Layoff or failure to be recalled from layoff at the expiration of the recall 

period;  
3. Retirement;  
4. Job abandonment, “no-call, no-show”, or other failure to report to work; 

or  
5. Termination of employment due to lack of qualification or license, or other 

inability to perform job duties. 
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C. "Workplace safety” is defined as conditions of employment affecting an 
employee’s physical health or safety, the safe operation of workplace equipment 
and tools, safety of the physical work environment, personal protective 
equipment, workplace violence, and training related to same.  

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

1. The name and position of the employee filing it,  
2. A statement of the issue involved,  
3. A statement of the relief sought,  
4. A detailed explanation of the facts supporting the grievance;  
5. The date(s) the event(s) giving rise to the grievance took place,  
6. The identity of the policy, procedure or rule that is being challenged;  
7. The steps the employee has taken to review the matter, either orally or in 

writing, with the employee’s supervisor; and  
8. The employee’s signature and the date.  

III. Steps of the Grievance Procedure  

Employees should first discuss complaints or questions with their immediate supervisor. 
Every reasonable effort should be made by supervisors and employees to resolve any 
questions, problems or misunderstandings that have arisen before filing a grievance.  

A. Step 1 – Written Grievance Filed with the Department Head. The employee must 
prepare and file a written grievance with the Department Head within five (5) 
business days of when the employee knows, or should have known, of the events 
giving rise to the grievance. The Department Head or his/her designee will 
investigate the facts giving rise to the grievance and inform the employee of 
his/her decision, if possible within ten (10) business days of receipt of the 
grievance. In the event the grievance involves the Department Head, the 
employee may initially file the grievance with the Village Administrator, who shall 
conduct the Step 1 investigation.  

B. Step 2 – Review by Village Administrator. If the grievance is not settled at Step 1, 
the employee may appeal the grievance to the Village Administrator within five 
(5) business days of the receipt of the decision of the department head at Step 1. 
The Village Administrator or his/her designee will review the matter and inform 
the employee of his/her decision, if possible within ten (10) business days of 
receipt of the grievance.  

C. Step 3 – Impartial Hearing Officer. If the grievance is not settled at Step 2, the 
employee may request in writing, within five (5) business days following receipt 
of the Village Administrator’s decision, a request for written review by an impartial 
hearing officer. The Village shall select the impartial hearing officer. The hearing 
officer shall not be a Village employee. In all cases, the grievant shall have the 
burden of proof to support the grievance. The impartial hearing officer will 
determine whether the Village acted in an arbitrary and capricious manner. This 
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process does not involve a hearing before a court of law; thus, the rules of 
evidence will not be followed. Depending on the issue involved, the impartial 
hearing officer will determine whether a hearing is necessary, or whether the case 
may be decided based on a submission of written documents. The impartial 
hearing officer shall prepare a written decision.  

D. Step 4 – Review by the Governing Body. If the grievance is not resolved after Step 
3, the employee or the Village Administrator shall request within five (5) business 
days of receipt of the written decision from the hearing officer a written review 
by the Governing Body. For all employees, the appeal shall be filed with the Village 
Board. The Village Board shall not take testimony or evidence; it may only 
determine whether the hearing officer reached an arbitrary or incorrect result 
based on a review of the record before the hearing officer. The matter will be 
scheduled for the Village Board’s next regular meeting. The Village Board will 
inform the employee of its findings and decision in writing within ten (10) business 
days of the Village Board meeting. The Village Board shall decide the matter by 
majority vote and this decision shall be final and binding.  

An employee may not file a grievance outside of the time limits set forth above. If the 
employee fails to meet the deadlines set forth above, the grievance will be considered 
resolved. If it is impossible to comply with the deadlines due to meeting notice 
requirements or meeting preparation, the grievance will be reviewed at the next possible 
meeting date. An employee must process his/her grievance outside of normal work hours 
unless the employee elects to use accrued paid time (vacation, compensatory time, etc.) 
in order to be paid for time spent processing his/her grievance through the various steps 
of the grievance procedure. 

 

2.15 Restricted/Modified Duty Policy  
 The Purpose of this policy is to establish a uniform policy and procedure for the 
administration of a Village-wide restricted/modified duty assignment program for employees 
who are temporarily disabled from performing the essential duties of their regularly assigned 
positions due to injury or illness. This program is intended to provide temporary reassignment of 
an injured employee only until such time as:  

1. The employee is medically released to perform the full range of duties of his/her 
position;  

2. The restricted/modified duty assignment is discontinued at the request of the 
attending physician;  

3. The employee is medically determined to be permanently disabled and 
consideration is given to modification, transfer, termination, or retirement; or  

4. The restricted/modified duty assignment is discontinued at the option of the 
Village.  
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 Restricted/modified duty assignment, if available, is a special short term temporary work 
assignment provided for employees who have temporary medical restrictions that prevent them 
from performing some or all of their normal duties. In all cases, a restricted/modified duty 
assignment is temporary, will have a defined beginning and ending date.  

 This program shall be administered by the Village Administrator or designee. All 
employees and departments are required to cooperate fully with the Village Administrator or 
designee in administration of this program.  

 The restricted/modified duty assignment will be based on a qualified medical assessment 
of the employee. It is mandatory for the employee to provide all necessary medical information 
concerning the extent of his/her work restrictions and the probable duration of his/her 
restrictions. The employee is also required to submit updated work restrictions to the Village 
Administrator or designee after every doctor visit.  

 There is no guarantee of restricted/modified duty assignments. All requests for 
restricted/modified duty assignments shall be reviewed on a case by case basis. It is at the 
discretion of the Village Administrator or designee to determine the duty assignment. Such 
assignments shall depend in part on the medical limitations of the individual, the availability of 
suitable work, adequate funding, and the needs of the Village. At no time shall a position be 
created for an employee who has requested and/or accepted a restricted/modified duty 
assignment. A restricted/modified duty assignment may be altered to comply with any applicable 
state and/or federal law.  

 An employee’s return to work in a restricted/modified duty assignment shall comply with 
all applicable state and/or federal laws, including but not necessarily limited to the Family and 
Medical Leave Act (FMLA), the American’s with Disabilities Act (ADA), and the state Worker’s 
Compensation laws. All requests and/or assignments for restricted/modified duty shall be 
reviewed by the Village Administrator or designee to ensure all requirements are being met.  

 If the employee is unable to perform the essential functions of his/her job because of a 
serious health condition, he/she may be qualified for family and medical leave under the Village’s 
FMLA policy rather than accept a restricted/modified duty assignment. If the employee elects to 
turn down the restricted/modified duty assignment and take leave under the Village’s FMLA 
policy, he/she may no longer be eligible for Worker’s Compensation benefits. That determination 
will be made at the time the employee takes leave under the Village’s FMLA policy. If an 
employee accepts a restricted/modified duty assignment, that time will not be counted against 
the employee’s leave entitlement under the Village’s FMLA policy.  

I. Definitions  

A. Restricted/modified duty assignment: This is a temporary assignment, which shall 
have a defined beginning and ending date.  

B. Transitional job tasks: These are job assignments that may or may not normally be 
performed by the employee but fall within the restrictions as outlined by the 
employee’s physician.  

II. Procedure for Policy  
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A. The following procedure is set forth to assist employees and supervisors in clearly 
understanding the requirements of the restricted/modified duty assignment 
policy. It is important that appropriate communications be established at all times 
between the employee, his/her supervisor, his/her physician, the Village and the 
Village’s Worker’s Compensation insurance carrier.  

1. An employee who has a work-related injury/illness must have his/her 
treating physician complete the Village’s “Medical Status Report” form. 
(This form may be obtained from the employee’s supervisor or from the 
Deputy Village Clerk/Treasurer.) This report provides the Village with the 
physician’s diagnosis and the following information:  

a. Can the employee return to work with no limitations? If no:  

b. Can the employee return to work on restricted/modified duty 
assignment and if so, what are his/her limitations?  

c. If the employee cannot return to work at this time, when is it 
expected the employee may be able to return to 
restricted/modified duty assignment?  

2. The completed form is to be returned to the Deputy Treasurer as soon as 
possible after the employee’s doctor’s visit. This form along with all other 
medical information will be held in confidence in accordance with 
applicable law.  

3. The Village Administrator or designee will then make a determination if 
there are sufficient transitional job tasks available to return the employee 
to restricted/modified duty assignment. A restricted/modified duty 
assignment must be in writing and must specify a starting and ending date. 
Any extension of an original restricted/modified duty assignment must be 
approved by the Village Administrator and must also be done in writing.  

4. The employee is also required to submit updated work restrictions to the 
Village Administrator or designee after every doctor visit, detailing the 
extent of their work restrictions and the probable duration of these 
restrictions. Any modifications to an original restricted/modified duty 
assignment must also be done in writing.  

5. At no time should an employee exceed the medical restrictions of his/her 
physician or perform transitional job tasks that are outside of the scope of 
the employee’s physician’s recommendations. Employees should not 
attempt tasks that exceed their restrictions. If an employee has questions 
about the task(s) at hand and his/her restrictions, he/she should talk to the 
Village Administrator or designee immediately. Employees must also 
comply during non-work hours to ensure that restrictions are maintained.  
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6. Upon full release to return to work without restrictions, the employee 
must submit the proper return to work authorization from his/her treating 
physician.  

 

2.16 Physical Examinations for Employment Candidates  
 The Village will pay the cost of any required physical examination. In accordance with the 
Americans with Disabilities Act, all physical examinations will occur after a conditional offer of 
employment. The Village will determine which examining physician shall be used for any such 
required examination. Candidates should understand that passing a required physical 
examination is a part of the employment process. In the event that the candidate does not 
successfully pass a required physical examination, the offer of employment will be revoked.  

 

2.17 Employee Medical Examinations  
 Current employees may be required to take medical examinations to determine fitness 
for duty. Such examinations will be scheduled at reasonable times and intervals and performed 
at the Village’s expense. Information on an employee’s medical condition or history will be kept 
separate from other employee information and maintained confidentially. Access to this 
information will be limited to those who have a legitimate need to know. Prior to any fitness for 
duty examination, the Village Administrator will consult with legal counsel to ensure compliance 
relating to all applicable laws. 

 

2.18 Termination of Employment  

I. Resignation Notice 

The Village requests that any employee who intends to resign his/her employment give 
written notice thereof to the Department Head at least two (2) weeks prior to the 
resignation date; thirty (30) days in the case of a Department Head, who should give 
written notice to the Village Administrator. An employee who resigns and gives the 
appropriate prior written notice will be paid his/her remaining accrued but unused 
vacation and personal time in accord with the Village’s policy on payouts for vacation and 
personal time. The Village also requests that an employee who is resigning, discuss with 
the employee's Department Head (or the Village Administrator) the employee's reasons 
for resigning.  

An employee who voluntarily terminates employment without giving two (2) weeks prior 
notice automatically waives his/her right to payout of any accrued leave. Employees 
wishing to resign in good standing shall give written notice to the Department Head not 
less than two (2) weeks before such resignation shall be effective. Department Heads, 
Superintendents, and Supervisors shall give not less than three (3) weeks written 
resignation notice. The time specified for written notice of resignation shall not include 
paid time not worked, such as vacation or sick leave benefits. Unauthorized absence of 
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an employee for three (3) consecutive workdays may be considered by the Village as a 
resignation of such employee. The Department Head shall notify the Village Administrator 
of any resignation in the department when the resignation is received. From time to time, 
it may be mutually beneficial for both the Village and employee to waive these 
notification requirements to allow the employee to depart expeditiously, yet under good 
standing. 

II. Notification of Termination 

The Department Head shall notify the Village Administrator as soon as he/she learns that 
an employee is leaving. Employees may be abruptly terminated for gross misconduct, 
serious violation of safety or work rules, failure to follow instructions, or any other reason, 
or no reason. Except for contractual and employees under labor agreements, 
employment is considered “at will”. 

 

2.19 Reductions in Workforce  
 On occasion, areas may be forced to reduce staff. Some business reasons for this may be 
economic need, consolidation of facilities, restructuring of operations, combining of departments 
or functions, and streamlining or elimination of departments, functions, or jobs. If a reduction in 
staff is deemed necessary, the Department Head of the area to be affected will work with the 
Village Administrator to document the business reason and process for the restructuring. This 
may include an analysis of business needs to determine the appropriate criteria to use, 
development of a communication plan, job re-evaluations, salary administration, and/or 
outplacement services.  

 In selecting the employees who will remain with the organization, only job-related criteria 
will be used. The criteria used will be determined based on the reason for the reduction in force 
and the determination of the business area’s needs. Job-related criteria may include the 
employee’s current performance, competencies, skills, responsibilities, experience, leadership, 
education and training, personal commitment, and length of service with the Village. 
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SECTION 3: CLASSIFICATION AND COMPENSATION  
 

3.01 At-Will Employment Policy  
 -

- -  

 

 

 

3.02 Classification of Positions  
 

 

 

3.03 Compensation Policy  
 

 

 

3.04 Elimination, Change, and Creation of Positions  
 

 

3.05 Pay Period  
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- - -

 

 

 

3.06 Payroll Deductions  
 

 

 

3.07 Working Hours  
 -

-

 

 

3.08 Overtime Pay  
 

-

-
 

 

3.09 Pay for Holidays Worked 

 -
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-  
 

3.10 Weekend and Holiday Rotation Pay 

 -

-
-

 

 

3.11 Emergency Closings  
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Taking the lead in Washington County.

MEMO

TO: Brian Heckendorf, Village President; Personnel Committee

FROM: Jen Keller, Village Administrator

RE: Shared Planning Services - Professional Services Agreement with Washington County 

DATE: April 2, 2024

Background
Washington County Community Development Director Deb Sielski and several 
administrators for cities and villages in Washington County have worked together to develop 
a job description for a shared planner. This new position is funded in the 2024-2026 
Washington County budget. The Washington County Community Development Department 
would be the employer of the shared planner, and the villages and cities that are interested in 
professional planner services (AICP designation preferred) would benefit from the 
establishment of the position. The position is a permanent fulltime role. The proposed shared 
planning services are free of charge to municipalities, invoices will be sent to the Village 
monthly, and on them there will be a charge for services at a rate of $72/hour, and then a 
credit of that same amount will be applied. This hourly wage equivalent is a lesser cost to the 
Village than the rate of $87/hour currently paid to the consultant planner who advises Staff 
and Plan Commission members on development and code matters. It should be noted the 
current consultant planner does bring with them many more years of experience and is an 
AICP, principal planner. The Committee and Board should also be aware existing policy may 
change over time, particularly related to how credits are applied to the monthly invoices. 

It should also be noted Staff anticipate a need to continue working with the current or another 
consultant planner for zoning code amendment services. The proposed Professional Servies 
Agreement would provide for another set of hands to act as supplemental support to the 
project.

Lastly, should the Committee and Board wish to approve the PSA, Community Development 
Director Sielski anticipates interviews for this role will occur in April and onboarding the new 
employee will occur in May.

Potential Motion:
Recommendation for Village Board approval of the PSA with Washington County for shared 
planning services conditioned upon review and approval by the Village Attorney. 

Attachments:
1. Professional Services Agreement – Shared Planning Services in Washington County
2. Senior Municipal Planner – Job Description 

 N168 W19851    
 Main Street 

Jackson, WI 53037  
Phone:  262-677-9001 

Fax:  262-677-1710
  

www.villageofjacksonwi.gov
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PROFESSIONAL SERVICES AGREEMENT

This Professional Services Agreement (“Agreement”) is entered into between Washington 
County (“County”) and Village of Jackson (“Village”) pursuant to Wis. Stat. §66.0301 for the 
purpose of allowing the County’s Community Development Department to provide Advanced 
Professional Planning Services to the Village as set forth below and shall become effective on the 
date of the last signature to be affixed hereto.

STATEMENT OF WORK

County agrees to provide Advanced Professional Planning Services (“Services”) to the 
Village in accordance with terms and conditions set forth herein.  General services can include but 
shall not be limited to the following:

• Research, develop, update, and implement current and long-range plans, amendments, 
and studies in areas such as natural resources, parks, land use, transportation, utilities and 
community facilities including municipal comprehensive plans. 

• Conduct advanced research and data analysis on topics in planning and zoning and advise 
municipalities and present information to municipal plan commissions, boards and 
councils as needed. 

• Work with municipalities to update, revise, and amend municipal zoning and subdivision 
ordinances to keep them current and functional.

• Design and facilitate public participation events and surveys, and presents results to 
committees and governing bodies. 

• Monitor legislation related to land use, planning, and zoning at local, state and federal 
levels and provide information to municipal leaders.

• Work collaboratively with County staff, municipal leaders, elected officials, and 
community leaders.

• Review development proposals and site plans. 

More specifically, in 2024, the Services for the Village of Jackson may include, but shall not be 
limited to the following:

• Work with SEWRPC on Village SSA amendment
• Assist with Village consultant and staff on zoning code updates
• Assist staff in review of proposals and communication with developers throughout the 

plan commission and village board public review and approval process 

The County shall be the exclusive provider of Services under this Agreement. The County 
Community Development Director shall determine the parameters and priority of all Services 
provided to municipalities. The County agrees to employ industry standards in performing services 
under this Agreement consistent with the professional skills and care ordinarily provided by firms 
in the same profession under same and similar conditions.
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CONSIDERATION

The Village recognizes that the Services provided by the County are valuable and 
worthwhile as it is anticipated that the Services will allow for a cost savings for the parties.  It is 
anticipated that the sharing of services will result in price breaks the parties would not receive 
separately.  The Village recognizes that costs incurred by the County for personnel and equipment 
will be calculated and invoiced to the Village at a rate of $72.00 per hour in 2024, and such 
expenses are eligible for a County Shared Revenue Grant of an equal amount which shall be 
approved no less than quarterly by the Village Board.  The Village also recognizes that any 
material costs beyond those needed to provide the Services shall be invoiced and paid for by the 
Village.

The County reserves the right to increase the hourly rate at the first of every year beginning 
January 1, 2025.  Written notice of any rate increase shall be provided at least 90 days prior to the 
increase taking effect.

TERMINATION

This Agreement shall remain in effect unless a party wishing to terminate provides thirty 
(30) days written notice of the intent to terminate.

Either party may terminate this agreement for any reason by providing thirty (30) days 
written notice to the other party as follows:

Washington County Community Development Dept.  
333 E. Washington Street
West Bend, WI 53095

Village of Jackson
N168 W19851 Main Street
Jackson, WI 53037

 

NATURE OF RELATIONSHIP

Nothing in this agreement shall be construed as creating a partnership or joint venture of 
any kind between the parties.  When providing services under this agreement, employees of the 
County shall not be considered employees of the Village.

INDEMNIFICATION AND INSURANCE

Each party shall indemnify, defend, and hold harmless the other, its agents, employees, and 
elected officials from and against any and all claims, losses, damages, causes of action, liability, 
costs or expenses, including attorney’s fees, arising from or in connection with or caused by any 
act, omission or negligence of such indemnifying party.
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IMMUNITY

Nothing in this agreement shall constitute a waiver of either party's sovereign immunity, 
notice of claim procedures set forth in Chapter 893 of the Wisconsin statutes or any other 
protection afforded under the law.

ENTIRE AGREEMENT

The terms of this Agreement constitute the entire agreement of the parties as it relates to 
the subject matter herein.  This Agreement may only be amended by a writing signed and dated by 
both parties.  Any disputes arising that cannot be informally resolved to the satisfaction of the 
parties shall be heard in the Circuit Court of Washington County, Wisconsin.

WASHINGTON COUNTY VILLAGE

______________________________ ___________________________________

Josh Schoemann Name______________________________

County Executive Title_______________________________

Date___________________________ Date_______________________________
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Senior Municipal Planner 

Washington County, located in West Bend, Wisconsin currently has a great opportunity for a 

Senior Municipal Planner.   The Senior Municipal Planer will provide advanced technical and 

professional assistance to municipalities through Washington County.   This position will be 

responsible for the design, development and implementation of long-range and strategic plans 

related to natural resources, land use, transportation, public services and facilities, conduct 

advanced planning studies, research and analysis, oversee complex development projects, 

master plans and development code amendments, policy/ordinance development, project 

administration and review of development proposals. This position will collaborate closely with 

County staff, municipal administrators and staff, elected officials, and other community leaders. 

Hourly Pay Range:  $90,000 

Qualified candidates must possess: 

• Bachelor’s degree in Urban or Regional planning, public administration, community and 
economic development or closely related field.   Master’s degree preferred.    

• Minimum of six years of demonstrated responsible professional work experience in 
municipal planning, zoning, public engagement and research. 

• American Institute of Certified Planners (AICP) is preferred but not required. 
• Must possess a valid driver’s license.  

Please visit our website at www.washcowisco.gov to complete our online application. If you 
have any questions, please call (262) 335-4633.  Thank you for considering Washington 

County. 

Washington County is recognized for our commitment to providing quality services to the 

citizens of our community. Our team members embrace the challenge of meeting goals and 

expectations.   Every day we work to creatively problem solve, innovate and collaborate as a 

team to meet customer needs and deliver solutions. 

Our Mission: 

We create an environment for residents and businesses to enjoy our authentic quality of life 

through a well governed and administered county dedicated to safe and secure communities; 

economic growth and vitality; effective mobility and reliable infrastructure; and access to basic 

needs. 

Our Vision: 

Washington County strives to cultivate its rich heritage, vibrant economy and attractive 

communities through the distinct values that define us. 

 

Our Values: 

Respect, Optimism, Integrity, Innovation, Compassion, and Collaboration. 

Washington County is an Equal Opportunity Employer of Minorities, Females, Protected 
Veterans, and Individual with Disabilities 
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Duties/Responsibilities: 
 
The following duties are normal for this position.  These are not to be construed as 
exclusive or all-inclusive.  Other duties may be required and assigned. 
 

• Research, develop, update, and implement current and long-range plans, amendments, 
and studies in areas such as natural resources, parks, land use, transportation, utilities 
and community facilities including municipal comprehensive plans.  

• Work with municipalities and their consultants to assist in developing long-range and 
strategic plans. 

• Conduct advanced research and data analysis on topics in planning and zoning. 

• Act as an advisor to municipalities on issues related to planning and zoning. 

• Complete research, analysis and reports for distribution and presentation to municipal 
plan commissions, boards and councils as needed.  

• Work with municipalities to update, revise, and amend municipal zoning and subdivision 
ordinances to keep them current and functional. 

• Work with municipal code enforcement staff to provide template reports and notices.   

• Design and facilitate public participation events and surveys, and presents results to 
committees and governing bodies.  

• Prepare and present reports on demographic, land use, social, economic development, 
housing, transportation and other relevant planning data.  

• Prepare reports, provide recommendations and attend meetings for local Plan 
Commissions, Architectural Review Boards, Board of Appeals, and other boards and 
committees as necessary. 

• Work with County and municipal Geographic Information Systems (GIS) staff as 
necessary.  

• Monitor legislation related to land use, planning, and zoning at local, state and federal 
levels and provide information to municipal leaders. 

• Work collaboratively with County staff, municipal leaders, elected officials, and 
community leaders. 

• Review development proposals and site plans.  

• Performs other duties as assigned. 
 
Work Direction Received: 
Receives direct supervision and general guidance from the Washington County Community 
Development Director.  Receives direct supervision from participating municipal administrators 
as related to municipal projects. 
 
Decision Making: 
Decisions are made independently concerning research and analysis of information and data, 
maps, development of planning documents, studies, coordinating public engagement efforts, 
etc. Recommendations are made to the municipal leaders concerning plan and ordinance 
development, and amendments.  
 
Interaction: 
There is interaction with other County Departments, local municipal officials and staff, state and 
federal agencies, Southeastern Wisconsin Regional Planning Commission (SEWRPC), special 
public interest groups, developers, engineers, surveyors, and the general public. 
 
Essential Knowledge and Abilities: 
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• Understanding of the various programs and functions of county and municipal 
government. 

• Advanced professional knowledge of the principles, practices, and techniques of urban 
planning, zoning, and community development including development and maintenance 
of municipal zoning ordinances, comprehensive land use plans, and other long-range 
plans. 

• Considerable ability to analyze and gauge the impact of federal, state and local 
regulations and requirements on land use, planning, and zoning. 

• Ability to read zoning codes, plans and specifications, evaluate and interpret surveys 
and engineering plans, and interact effectively with various key stakeholders.  

• Demonstrated advanced experience in developing, interpreting, implementing, and 
enforcing municipal zoning ordinances.  

• Ability to prepare reports, give presentations and communicate effectively to present 
data in an understandable format for governing boards, committees, professional groups 
and the public. 

• Ability to facilitate public engagement events and meetings. 

• Ability to think critically and strategically to assess situations and determine logical 
solutions to resolve issues.   

• Advanced writing, communication and interpersonal skills. 

• Ability to measure and present outcomes on program success.  

• Working knowledge of computer programs such as Office Suite (Outlook, Word, Excel).  

• Working knowledge of ArcGIS Pro. 

• Excellent organizational, time management, and project management skills; ability to set 
priorities and to work independently or in a team environment to efficiently manage 
multiple responsibilities while meet deadlines for multiple municipalities. 

• Able to fulfill physical demands of job, sensory demands (seeing and hearing), and 
cognitive demands (concentration, conceptualization, memorization). 

 
Training and Experience: 

• Graduation from a recognized college or university with a bachelor’s degree (master’s 
degree preferred) in urban or regional planning, public administration, community and 
economic development, or a closely related field.  

• Minimum of six years of demonstrated responsible professional work experience in 
municipal planning, zoning, public engagement and research.  

• American Institute of Certified Planners (AICP) is preferred but not required.  

• Must possess a valid driver’s license.  
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