MONONA COUNTY EMPLOYEE HANDBOOK & POLICY MANUAL

TABLE OF CONTENTS

SECTION 1: INTRODUCTION Page 1
INTRODUCTION / INFORMATION / EXCEPTIONS 1.1

NOTICE

TERMS / DISCLAIMER

NOTIFICATION & ACKNOWLEDGEMENT

EMPLOYEES & OFFICIALS COVERED
SECTION 2: LEGAL & EMPLOYMENT POLICIES Pages 2--6
EQUAL EMPLOYMENT OPPORTUNITY, ADA COMPLIANCE, HARASSMENT, ETC. 2.1
PREVENTING SEXUAL HARASSMENT IN THE WORKPLACE 2.2
DRUG & ALCOHOL USE IN THE WORKPLACE 2.3
PROOF OF EMPLOYABILITY 2.4
MEDICAL EXAMINATIONS 2.5
EMPLOYMENT OF RELATIVES 2.6
JOB VACANCIES AND POSTING 2.7
PERSONNEL FILES AND REFERENCES 2.8
REEMPLOYMENT 2.9
REDUCTION IN FORCE 2.10
TRANSFERS 2.11
TERMINATION OR RESIGNATION OF EMPLOYMENT 2.12
REIMBURSABLE EXPENSES 2.13
INTRODUCTORY EMPLOYMENT PERIOD 2.14
GIFTS & GRATUITIES RESTRICTIONS / IOWA ETHICS LAW 2.15
SECTION 3. WORK RULES & COMMUNICATIONS RESTRICTIONS Pages 6--10
GENERAL EMPLOYEE OBLIGATIONS 3.1
EMPLOYEE LICENSES AND CERTIFICATIONS 3.2
SOLICITING ON COUNTY PREMISES 3.3
INVESTIGATIONS 3.4
WORKPLACE PRIVACY AND SEARCHES 3.5
CELL PHONE USE & RESTRICTIONS 3.6
SMOKING & TOBACCO USE RESTRICTIONS 3.7
COUNTY VEHICLES USE/PERSONAL VEHICLE for COUNTY BUSINESS 3.8
OUTSIDE EMPLOYMENT 3.9
JOB DESCRIPTIONS 3.10
EMPLOYEE SAFETY RESPONSIBILITIES 3.11
CREDIT CARD USE 3.12
SECTION 4: HOURS OF WORK & STATUS, PAY PLANS Pages 10—11
DEFINITION OF EMPLOYEE STATUS 4.1
GENERAL WORK PROVISIONS: PAY, HOURS, SCHEDULES, RETIREMENT, RECORDS 4.2

COMP TIME, INCLEMENT WEATHER, EVALUATIONS

TEMPORARY LIGHT DUTY 4.3
SECTION 5: EMPLOYEE LEGAL LEAVES OF ABSENCE Pages 12--16
FAMILY & MEDICAL LEAVE ACT (FMLA) 5.1
MILITARY LEAVE 5.2
REEMPLOYMENT RIGHTS / ELIGIBILITY (USERRA) 5.3
WORKERS COMPENSATION 5.4
BREASTMILK EXPRESSION 5.5




SECTION 6: WORKPLACE TECHNOLOGY POLICY & RESTRICTIONS Pages 16--18
USE OF WORKPLACE TECHNOLOGY 6.1

COUNTY SOCIAL MEDIA 6.2
PERSONAL USE OF SOCIAL MEDIA 6.3

SECTION 7: DISCIPLINE & EMPLOYEE CONDUCT Pages 18--19
DISCIPLINE / TERMINATION / WORK RULES 7.1
NON-VIOLENCE WORKPLACE 7.2

SECTION 8: COMPLAINT RESOLUTION POLICY Pages 19--20
COMPLAINT RESOLUTION PROCEDURE 8.1
EMPLOYEE PROTECTION (WHISTLEBLOWER) POLICY 8.2

SECTION 9: EMPLOYEE BENEFITS & TIME OFF Pages 20--26
GROUP HEALTH, DENTAL, & LIFE INSURANCE PLANS 9.1
HOLIDAYS 9.2
VACATION LEAVE 9.3
LONGEVITY PAY 9.4

LEAVES of ABSENCE - SICK, FUNERAL, EMERGENCY, JURY 9.5

NEW HANDBOOK & POLICY NOTICE

EMPLOYEE ACKNOWLEDGEMENT FORM ADDENDUM






