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Introduction _

It is the general purpose of this Agreement to promote the mutual interests of the City of
Onalaska and its employees, and to proyide for the operation of the Onalaska Police Department covered
by this Agreement under methods which will further, to the extent possible, the safety of the employees,
'economy and efficiency of operation, elimination of waste, and avoidance of interruptions to public
service. ' | ' :

: In the spirit of har'monious re!ations; the parties to this Agreement will cooperate fully to secure
‘thie advancement and achievement of these purposes. ' '
' ARTICLE I - RECOGNITION.

1.1 This Agreement is made and entered into‘by and hetween th'e City of Onalaska, Wi-seonsin, |
hereinafter referred to as the "City" or “‘Ernpfoyer" and Wisconsin P‘rofessional Police Association Law
- Enforcement -Employee Relations. Drvrsron for and on behalf of the Onalaska Professional Police.
R Assocmtlon ‘hereinafter referred to as the “Assocmtlon 2 ‘ ' _
1.2 The City récognizés the Assomatlon as the exelusrve eolleetrve bargaining representative of
all regular full-time and regular part-time law enforeement employees with the power of arrest, employed .
in th'e Police Department of the City of Onalaska, but excluding supervisory, mana'g"erial conﬁdiential- and

- alf bther employees for the purposes of collective bargammg on the questions of wages, hours and

- L_eendmens of employment

, ARTICLE II ADM]NIS’I‘RATIGN _ _
E R | Except as otherwrse provrded in this Agreement the Clty retams the normal rights and |
.functrons of management and those that it Tas by law Wlthout hrmtmg the generalrty of the foregoing;
thrs mcludes the rlght to hire, promote demote or suspend or othemse dlscharge or dlscrplme for proper |
| cause; the rlght to deolde the work to be done and locatron of work to determme the construction,
" maintenance ¢ or servrees to be rendered the matena!s and equrpment to be used the size of the work force, . '
and the allocatlon and assrgnment of work or workers to schedule when work shall be perfonned to
' eontract for work, servlces or matenals to schedule overtrme Work to establish or abohsh a job
classrﬁcatlon, to -establish quahﬁcatrons for the various jOb clasmﬁcatrons and to adopt and enforce
reasonable rules and regulations ' _ . _
-2.2 The City shall not ereate/use permanent part—time employees to perform bargaining unit work.
* ARTICLE I - ASSOCIATION ACTIVITIES |
3.1 - Association Activities. No empioyee shall engage in any Association mtemal problems not
- directly concerned with Assoclatlon and City relations with any other employee during work hours. The
Assoc—latlon agrees to conduct its routine Assocratlon_ business off the job, but this shall not prevent the

“proper conduct of grievances. - Reasonable amounts of time spent in grievances with the employer
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- _Weeks

~ during workrng hours on or off the premises will not be deducted from wages of the authorized |

. employee Assocratlon representatrves involved, however, all grievance meetings outsrde the third (3rd)

~step in the grrevance procedure shall be handled outside of the regular workmg hours It is further -

agreed that any such trme spent in grievance resolutron shall not result in overtime wages.

3.2 - No Strike Agreement The Association agrees for rtself and its members that there shall be

no picketmg, strikes, sympathetic strikes, or sitdowns for any reason whatsoever and the Crty agrees that :

" there shall be no lockout durmg the lrfe of tlus ‘Agreement, it being the mutual desire of both parties

hereto to provide for unmtermpted and continuous service, Employees VIOlatmg tlns sectlon of this

Article shall be sub]ect to immediate drscharge :

33- Assoclatron Officers It shall be the Assoclatlon s responmbrllty fo nmnedrately notrfy the |

_Crty m wrrtmg of all present ofﬁcers and change of ofﬁcers which may eccur durmg the hfe of tlns S

: Agreement

34 - Assocratlon Bargammg Committee. Not more than one on dutyr employee shall be e

allowed to partrclpata in contract negotratrons without loss of pay of beneﬁts Tt is- expressly undersiood 3

o and agreed that such employee remalns on duty and sub],eet tocall. . L
' ' ARTICLE IV TENURE AND PROBATIONARY PERIQD

B 4 i - Semonty Tenure shall begin wrth the orlgmal date of employment followmg satlsfactory'":' L

completlon of the one year workmg probatronary perrod Thereafter said emponee shall l}ave tenure as'f o

permanent employee unless nottﬁed otherwise, in wrltmg, prior. to the complet(on of the orle'year; o

worklng probatronary perlod The F1eId Trarmng Ofﬁcer (E TO) Program shall not exceed erghteen (18)
weeks in duratron, and the ‘otal probatronary penod shall not exceed one (l) year and erghteen Ql&)

> .".'-.‘farlmg to’ qualrfy within this” one-year perrod shall be Sllb_]BCt to termmatron wrthout recourse fo any" -

g grlevance procedure By mutual agreement of Employee and Clty, the workmg probatlonary penod may - B

" be extended for a perrod not to exceed srx (6) more months Any such extens1on must be in wrltmg and a

o copy-shall be provrded to the Assoc1at10n

43 A Ilst of tenured ernployees shall be provrded by the Clty to the Assoclatlon whenever there '

" are any changes in the number of employees in the bargammg unit. The lrst of all members of the

" Onalaska Professmnal Pollce Assoc1at10n is attached to this Agreement as Appendlx I This list is '_ |

o _arranged by semorrty and mcludes anmversary dates L
" 4.4 Tenure shall be by departrnent and cla331ﬁcat1on Al personnel shall bc ranked in accordance
_ w1th thelr actual date of employment with the exception prov:ded by section 5.2.. '

4. S Officers that have not completed their probatronary perrod are covered by thls contract, except'
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- that such officers do not have recourse to the grievance procedure where it pertalns to discipline. This
covers the spectrum from reprirnand to dismissal. Probationary employees do not possess a property right
to their job. |

_ ARTICLE V - FILLING VACANCIES
5.1 - Posting of Vacancies. Vacancies in the Onalaska Police Department shall be filled by
quahﬁed personnel. It is further provided that any vacancies for promotion shall be posted for seven M

. calendar days in the Department where the vacancy exists.

| 5.2 - Trial Period for Promotions. Those employees recervmg a promotion under this Article

shall serve a trial period of twelve (12) months before attaining tenure in said position. In the event the
ernployee fails the frial _period, he/she s‘hall‘ revert to.his/herj previ'ous.positi_on with all attendant rights as

“if there had been -no int‘erruption If within or up to completion of the trial period the ernp-l'oyee wishes to -

return to. the bargammg group he/she shall be allowed to do so if an openmg ex1sts w1thout a loss of

benefits or seniority. Aﬁer completion of the tnal period if the employee w1shes to return to the. .

- ‘batgaining group tie/she shall be allowed to do so if an openmg exists, wrthont a loss of beneﬁts _
~excluding seniority ‘within the bargarnmg unit for shrft picks, layoffs, vacation picks and other semonty
- related Benefits. He/she shall re-enter the unit at the. bottom: of the seniority list. 7 _ .
5.3 - Annual Shift Brddlng Procedure. On an annyal basis the Depariment: will atlow personnel

1o bid on the various shifts and patrols with selectron being based on tenure, providing that the rndmdual |

: apphcants possess the necessary qualrﬁeanons ahllrty and sultabrllty to perform the ]Ob funenon The

" Chiefor. desrgnee will consult with the Association Presrdent relative to any conflicts. 'I'h1s seenon shalL :

. not preclude the right of the Chief oF desrgnee to change shlfé assrgnments due to vacatrons, 1llness , '
emergencles and unforeseen crrcumstances whereby the service of the Department may be in Jeopardy

' ' ARTICLEW LAYOFFS _ ‘ :
6.1 - Layoff and Recall Reductlons of tenured employees shall commence w1th the last .

g employee on the tenure Tist bemg laid off first and recalls shall be by first recalling- the last person laid off -

s0 far as the sattie- can be done without i 1mpa1r1ng the efﬁcrency of the department Thrs Sectlon shall not E

' 4n dny way interfere w1th the right of the department to recall its force durlng an emergency It is further .

. provided that any recalled- employee upon nonﬁcatlon by cert1ﬁed- lettér must report to- work within |
B fifteen (15) calendar days after the date of rece1pt of the certified letter or three (3) days after attempt to _'
deliver, whichever is sooner, except for reason acceptable to the Chief or desrgnee 7 _ |
| 6.2 - Voluntary Layoff It requested voluntary layoff or voluntary furlough may be granted in

o accordance with tenure, prov1d1ng that the efﬁcrency of the department will not be hmdered
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i nine (9) des1guated hohdays regardless of whether they work or not
U of the six {6) holxdays chosen by the rnethod below as 1dent1ﬁed m (=

D seetron 72 for hours workerf

ARTICLE VII HOLIDAYS
7.1 - Paid I-Iolldays Hohday compensanon as. prowded hereln shall be allowed for the -

followmg holidays: o . L o
© New Ye‘ar's_. Day =~ . .7 - * Veferan's Day -
. Good Friday L -Thanksg_iving_Dély
‘Memorial Day | 5 .' .. December24
7_'_;:Independence Day o o ---:‘Christma'sDay
;LabOl?Day : T

Two (2) personal hol1days fo be used at htsflrer drscretron one (l) day on January o
1 and ohe (l} day on IuIy 1 (Must be employed da}r before aud day after o be
eligible. If employment ceases. prror toa hohday(s) they w1lI not receive sard

- compensatlon

72 Work on a Hohday Alt empEoyees wrll recerve pay for an. elght (8) hour work. day for aﬂ:

hose employees who work ot any

. 2(a)= herem, sball also be paid an

o 'addltronal time and one—half for all. hours werked upy to elglat (8} hours o

7‘ 2(a} The Assocratlou shall notrﬁr the empleyer by Nosv ls‘ of the prevrous year whrch stx, (6).

‘ hohdays are de51gnated as the days they shall deem to be days to be pard at one and half (l%) under

‘13 Pard vacanon srck Ieave or compensated Iea of 'ﬁeg-éagagaart be ﬂeons-lderetl’ a;s;exéuséa :f_or: '

urposes of clalrmng hohday pajf '

T4 Payout of Unused Holrdays Such holrday compensatory tlme 1f not used or approved to

"-'be used when the last pay perrod in’ November rs calculated shall be pald the ﬁrst pay perrod m"- BRI

o December

“1.5 - Use of Hohday Compensatory Tlme In as much as the aforementroned hohday'

" -compensatory time accrua.l is to be used o augment an employees vacatron the procedures for usmg E

e said compensatory time are desorlbed in: Artrcle VI (44 acatron) of thrs Agreement

7.6 - Day Trades Work shlﬁ trades shall be permltted 1f trades occur w1thm the same calendar '

8 - month and the frade w;li not cause erther tradmg employee to become eltgrble for overtime for the days. -

o pay periods affected by the trade Trades will only be allowed w1th pnor Department Head approval
| ' ARTICLE VIII - VACATION :
8. 1 ‘Vacation. Regular full—trme employees of thie Clty who have been hxred by the Clty shall be
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granted a vacation prorated_ by the employee’s'date--of hire of up to one (1) calendar week. A "week" of

vacation is defined as five (5) working days. After the accruing year for vacations, i.e. 1st, 4th, 8th,

- 15th, and 21st year, the employee must work through his/her anniversary date in order to be fully

entitled to the additional week. The employee shall be entitled to schedule and utilize the additional
week of vacation within the anniversary year but prior to his/her actual anniversary date. However, in
the eyent that the employee leaves the employ-of the City prior to his/her anniverSary date and has
already taken the additional week of vacation, he/she shall be obligated to reimburse the City on a pro-
rata basis for the number of days of vaoatl'on to whi.ch he/she was not entitled by virtue of his/her leaving

prior to the anniversary date. Similarly, in the event the_employee leaves the employ of the City prior to

‘his/her anniversary date and has not taken the additional week of Vacat_ion to which hel’she would be

entitled as of his/her anniversary date, hie/she 'shall be compensated monetarlly"on a pro-rata basis for
that portion of the additional week of vacation to which he/she is entitled at the time of leaving - .
employment The length of the vacatron that shall be granted is as. follows :
-8.1.1 A new employee who has been hired by the Crty shall be granted a prorated _
_vacation of up to one (1) calendar week whick shall be prorated as _of the employee’s
. date of hire.- : | .
- 812, A fu]l-tlme employee who has been oontmuously employed by the City for a
_ .perrod of at least one (1) year but less than two (2) years shall be granted a vacation of
two (2) weeks N s . _ o
8.1. 3 A full-time employee who has been contrnuously employed by the City for a penod -
of at Jeast four {4y years but less than erght (8) years shall be granted a vaeatron of three
" (3) weeks. L ' ‘ R
' 8.1.4 A full-time employee who has been contmuously employed by the City for a perlod '
of e1ght {8) years but less than ﬁﬁeen (15) years shall be granted a vacation of four (4)
“weeks. ' : o : ;
8154 full-trme employee who has been contmuously employed by the City for a period
of ﬁfteen (13) years but less than twenty one (21) years, shall be granted a vacation of
five (5) weeks. : o .
8.16A fuil-time employee who has been continuously employed by the City for a period
of twenty-one (21) years or imore shall be granted a vacation of six (6) weeks.
8.2 In designating vacation tlmefholiday'eompensatory time, tenure will prevail in ehoices made
during the two consecutive month _p_eriod_deﬁned as December l'St.thmugh .lanuary 31st of each
- year; thereafter, the chdie_e' of vacation/holiday compensatory time will be. oti a first come, first

serve.basis at the discretion of the Police Chief. (Police Chief’s or designee’_s discretion applies
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only to the grantmg or denyrng of requests based upon departmental staﬁ'rng needs The first

come, first serve concept is mandatory and i is not ‘subject to the Chref’ s or designee’s discretion.)

7 Nothmg herem shall preclude the authorrty of the Polrce Chief or desrgnee in hrmtmg the number '
of personnel on vacation in. mamtarmng a satrsfactory level of service. The Pohce Chref or

de51gnee shall post the vacation schedule sign-up notrce no later than December 1 of each year -

for the followmg year's vacatlon schedule
8 21 In order to effectuate the above mentloned tenure based and ﬁrst come, ﬁrst serve based
' selectrons the Vacatlon and Holrday Compensatory Time, the following shall apply
: 8 3.1, 1 A Vacatron and Hohday Compensatory Trme srgn—up notrce shall be posted
: no Iater than December 1st. -

K -'8 2, I 2 Dunng the perrod of December Ist through Ianuary 3 Ist, employees rnay seleet

: Vacatron and/or Hohday Compensatory Trme to be taken dunng the ensumg calendar . o

L 'year on the basrs of tenure, subject 10 the followrng condruons

5'-:.:'"}1.:_ Lo Vacatron must be selected in miinimum of one ( 1) day rncrementss o

R ._'__L_”:'."Emtlloyees shall first exercrse bids for Vaeatrou untrl they I‘lave selected all the‘ o
_Vaeatron they des1re under the tenure ihased selectron process Once aII R

= _cmployees have bid all of the: Vacauon that he/she desn'es then, he/she may bld L

o e fOF I—Iohéay Compensatory Tlme

e 3 I,—Iohday Compensatory Trme selectrons may not burnp establrshed Vacatlou 3

e selectrons

3 V_aeatrons andlor Hohday Compensatory Trme that the employee does not -

S ""choseto seIect uuder the above descrrbed tenure based process shalI be reserved for :

e by the employee durmg the year on a ﬁrst eome, first serve basrs

8 3 Procedure for Usmg Vacatlon Accrual for Sick Leave Purposes Any employee who has = _"_ e

- used hls/her accumulated srck Ieave but who may be entifled to vacatron leave as herem provrded may

. ;'upon request and wrth the approval of the Chlef use sard vacatron trme for 51ck leave Any time absent

- _ from\duty by ar employee durmg the work year, except for srck Ieave may be deducted from such

o vacation leave, subject to the approval of the Chief. Vacatlon leave for the purpose of this Sectron shall
'- be governed by the last date. of employment and shall be retroacuve to such date. Vacatron is not '

accumulatlve from ong vacation perlod to the next

-8 4 Restrrcted Carry—-Over of Vacatron Beneﬁts Employees completrng thelr ﬁrst year of '
.'_employment must take vacation, whrch accrued on their first anmversary date, between said- ﬁrst o
: anmversary date aud the end of that calendar year. An employee whose ﬁrst anmversary falls so as to

render it unpossmle to take such vacation ‘before the end of the calendar— year, or whose request to take B
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such vacation is denied by management, shall be allowed fo carry such vacation over into the next
calendar year

8.5 Subsequent to employes's first anniversary, on January 1 of each year, each employee shall
be credited with vacation rights for the ensuring year in .an amount equal to that which acerues to the
employee on his/her anniversary date during sa1d ensurmg year.

8.6 - Vacation Period Defined. The vacation perrod shall be by calendar year: Durmg this time
.all_ vacation accrued must be faken. After 8.2.1.2 is eompleted vacation may be taken in increments of _
- four (4) hours or more may be agreed upon between the employee and the Chief or designee where such
arrangement would not be detrimental to thé maintenance of service. |

8.7 It is further provided that sick leave carmot be claimed for any illness that occurs during any
employee s. vaeatton time. _ R .

8.8 - Continuous Service Defined. Continuous servree shall not be deemed mterrupted if the-
employee is on military leave receiving weekly temporary dlsabrlrty benef ts pursuant to the Worker s’
.Compensatron laws for an injury which occurred while in the employ of the e;ty, recewmg weekly
indemnity benefits from the Group Tnsurance coverage; on personal unpaid leave, not exceeding six (6)
menths, or; layoff, not exee'edirlg one (1) year. Provided, however, that for any employee who has not

“been in the employ of the City for at least one (1) full calendar year, unpaid leave in excess of forty (40)

. : ‘hours will be denied asid the employer/employee relatlonsmp will be tenmnated 1f unpald leave exceeds |

-ferty (40) hours during the first full calendar year of employment _ L
-~ ARTICLE IX - SICK LEAVEIBEREAVEMENT LEAVE _

9.1 - Accrual Employees shall be entitled to sick leave w1th pay after employment fer six (6)
- months or more Slek leave with pay shall accumulate at the rate of one (1) day per month of work untﬂ o
4 total of one hundred twenty (120) days have been accumulated. Upen satrsfactory completmu of one- .
year probatlonary penod the employee w111 be cred1ted for srck leave retroaetrve to the day of
"_employment o ' S ' s
© .. 92 - Doctor's Certlﬁeatmn Empioyees may be requu'ed to furmsh a doctors cert1ﬁcate after |
'three 3 consecutrve days, or more, of absence to substant1ate the approvai of srck leave. _When N
clarmmg compensation for sick leave, the employee may establish to the sat1s_faet1on of their Department
Head the authenticity of illness of the employee, death of an immediate family member or illness of an

immediate member of the family. The authentication may be by certificate from a licensed physician,

licensed chiropractor or other license professional, or such means as may otherwise be determined by the o

~ City. 9.3 - Sick leave Notification. An employee shall make every effort to not1fy a supervisor at least

‘one (1) hour prlor to his/her scheduled work shift when ilk.

9.4 - Leave Request Form. Any employee claiming sick leave shall complete a leave request on
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the forms as provided by the City of Onalaska. Said form being known as the Leave Request Form. Such_-'
forms will be available at the office of the Police Departinent. - o '7 ._
_ 9.5 - Sick Leave Benefit Policy. Employees ‘who are eligit)_le to r_eceive' a retirement, disability - |
retirement or death beneﬁts under the Wisconsin Department of-Employee Trust-Fund - Wisconsin.
.Retn'ement System shall be paid ﬁtty percent (50%) of ‘the -employee's accumulated sick leave as
severahce pay. Maximum number of accumulated sick leave d days shall be one hundred twenty (120). -
The value of the accumulated sick leave shall be computed at the regular hourly rate-in effect at the date .
of rettrement or -death, excliding shift. dtfferentlal OF any other addltions to the regular hourly rate. In -

-_.'ease of death of the employee the payment shalI be made to the surv1v1ng spouse or if no survwmg -

¢ spouse, payment shall be made to the employee s estate

The remammg ﬁﬂy peércent (S 0%) of the employee 3 aeeumulated sick leave shall be credited to

'pay monthly premxums for continued coverage for the employee under the Clty s grotip health and. dental
o _msurance plan Said cred1ts will be apphed monthly unttl exhausted If the retlree dies, or death of the
' _' employee oceurs, prior to expendmg acoumulated srck leave eredrts the amount shall be applied to the .

_montllly contribution for the City's group health msurance plan centmuanee fora survrvmg spouse, until

s : all eredlts are exhausted The: City incurs no habﬂlty at anytrme' or does the City 1 incur any habﬂrty to

" mamtam any pamcular benefit level All deduettb[es set. out in any: Ctty group health insurance covermg\ '
an empioyee shall be the responsrblltty of the retrrmg employee or survwmg spouse
9 6 - Misuse of Stck Leave S1ck leave IS a beneﬁt proteetmg our employees against the ﬁnanczal ‘

" : .burden of iliness. Any proven mlsuse or abuse of s1ck leave wrll sub]ect the employee to. d1sc1pl1nary_ :

e '-_aetten mcludmg chseharge

-9, 7 —Accumulated s1ck lea;ve of three (3} consecutive days may be used by an employee in the—

......

N _,doctorfdental appomtments andfor for the care of the employee spouse “children or parents of- thef A

employees

" 98- Slek leave in Excess of Maxlmum Accumulatlon S1ok leave earned and wnused in excess- R

pf- one _hundred twenty (120) vvor;kmg_days may be ae_eum_ula_ted _-_z_n a _se_condar_y srck leave bank with no'

maximum limit. Such additional banked sick 'leave' may be used"fo:r extended il]‘ness only',. and shall not' .

o apply to retivement payout. - Extended illness shall be defined as the port1on of any absence due to illness . -

- which extends beyond ten (10) Wﬂrkmg days All sxck leave shall be sub]ect to administration by the |
- Police Chlef - C R _ o ,

9.9 - llness or In;ury Incurred Whlle Workmg for Another Employer Employees shall not -
- be el1g1ble to use pald sick leave for absences resultmg from m]ury or 1llness incutred white working for

_ ano_ther_employer for pay, when such ab_sence is compe_nsable under Worker s Co_mpensatton through the
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other employer.
9.10 - In the event of a death in the famrly, three (3) consecutive work days will be provrded for:

Spouse, Children, Parents, Father-m—law, Mother-in-law, Brothers, Sisters, son—rn-law, daughter-

* in-law, Brothers-in-law, Sisters-in-law, Grandchildren, Grandparents or Grandparents-in-law.

9.11 - Funeral Leave for Pallbearer Duty. Any employee may use one-half (1/2) day of
accumulated sick leave when said employee actually serves as pallbearer. Verification of the funeral may
be requested by the Department Head in advance of the leave. o

9.12 Employee s may use an add1tronal one (1)} day of sick leave as funeral leave for a person

ottier than an immediate famrly member as defined in Section 9.7, above. Such t1me shall be deducted

: from the employee's sick leave bank.

ARTICLE X ACC'ENTS AN'B INJURIES

10.1 - Worker's Compensatron In case of personal injury on the job, or any accident mvolvmg

- City cars or: equrprnent, regardless of how small, the e_mploy.ee involved shall cause a wrrtten report to be

made as soon as possible to the Chief or immediate supervisor. In the evenit of an on the job injury,

~ employees must as soon as possible report such injury in writing to their immediate supervisor.

Supervisors will report such lnjuries on the Work Injury Report Form as supplied by the City and the

original thereof to be submitted. to the City, who shall make--theneee_ssaryreport_ to the Industrial
- Commission and the insuranee carrier. In the event of vehieular accident, verbal notice must be given

‘ _ : unmedrately to the Chief er 1mmed1ate supervrsor followed by the written report required by this Section.

10.1.1 - Any employee mcumng a bona fide work eonnected injury shalt. suffer no loss in pay. |
-durlr’lg the first three (3) caléndar days of d dlsabrhty and lost time will ot be deducted from accumulated :
srck leave The City of Onalaska will rermburse the employee aﬁ:er the ﬁrst three 3) days for momes
equalmg thelr weekly pay wrth a deductlon of srck or other aecrued leave. Any time lost ander tlus_

Sect1on must be substantiated by a doctor 'S cert1ficatlon

102 1t shall bc the respon51b111ty of the employee in makmg acc1dent reports to glve complete A '

details including all p0531ble wrmesses along wrth names and addresses thereof to assure proper reportmg N
to the Industrial Commission and!or insurance carrier. '
ARTICLE XI - GRIEVANCE PROCEDURE AN]) ARBITRATION

11.1 - Termination of Employee. Any employee bemg discharged shall be so notified in
writing therein which writing shall contain the reasons for such action. A copy shall be submitted to
the President of the Association upon the written agreement with the involved officer. L

S 112 Grievance beﬁned. In the event -of any disagreement concerning the meening or
application of any.' ‘provision of this A_greeme_nt, such disagreement sh'atll'be resolved 111 the manner

hereinafter set forth. A representative(s) selected by the grievant(s) shall be allowed to be present and
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participate at any stage of the procedure Representation from the Local .As-sociation shall be limited to-

- one (n representatwe Tlme lrmrts referred to in the procedure may be waived by mutual consent of the .

* parties in wrrtmg

Stepl.

' S_tepz_r_ L

Any elrgrble employee(s) havmg a grievance shall wrthm five (3) work days of alleged o

vrolatron present hlsfher grrevance to hisfher mnnedrate supervisor to: attempt to reach a

settlement Thrs can be presented orally and the supervrsor may give his/her response'

oralIy within three (3) work days of presentatlon of the grrevance The supervrsor shall O

o be as. deﬁned in the Municipal Eniployment Relations Act 111.70 and 111.71.
Hno satlsfactory settlement is reached within three (3) work days after commencement-r ,
.' of a g;rrevance under Step 1 above, the matter shall be reduced o wrltmg and presented to._' o |
' the Chref or desrgnee wrthrn ten (10} workmg days. The Chief or clemgnee shall' meet. _ -
and confer with the grtevant within ten (10) workmg days after receng the written ‘
e gnevance ‘The Chief or desrgnee shall respond in Wntrng, wrthm ten (10) workrng days. -

'aﬁer such conference

;If no- satrsfactory settlement is reached in Step 2, the grlevance shallé be snbmrtted in

_' to the Fmance and Personnel Commrttee within ten {IOI work days after recelpt "

' '."of the witten - decision of the Chief- oF desrg,nee in Step- 2 above The Fmance and _
RN - Personnel Commrttee shall meet and confer with gnevant wrthm ﬁfteen (15) workmg
i days after reeerpt of the - grievance The Fmanee and Personnel Commrttee shall render &
S wrrtten decision w1thm ﬁﬁeen (15) Werklﬂg days- after. such: conference BRSNS
. 'Arbrtratron If no satrsfalctorjsrr settlement is reaehed i Step 3, the grrevant shall o
C :nonf‘y the Fmance and Personnel Commrttee wrthm ten (10) workmg days after RO
"'-'f.'-lreeelpt Of the Commrttees demsmn of sit finfeot to submrt the grrevance mﬁ_; -'
o g arbrtratlon A grlevance shall be submrfted to arbrtratron as follows |

R The Assocratron shall request the. Wrsconsm Employment Relatlons-' '

L Commlssron to provrde a panel of five (5) 1mpartlal arbrtrators from whrch '-' ) : j'- 7
. r-a selectmn shall be made. The parties shatl alternately strike names from |
"thrs panel untll one (l) remams . The party requestmg arbltratron shall
i strlke first. The remammg arhttrater shall be notlﬁed of hls/her selectron as _
' sole arbltrator in the matter Each party shall bear 1ts own expenses for_"
o _Wrtnesses and representatwes and both partres shall equally bear- expenses '

o rof the arbitrator.

: E . Gr1evances subject to ﬂllS arbitranon clause shall consrst enly of dlsputes about

~ the mterpretatron or apphcatron of pa;rtrcular clauses of th1s Agreement and about
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alleged violations of this Agreement. The arbitrator shall have no power to add
to, or subt_ract from, or modify any of the terms of 'the Agreement, nor shall
substitute his/her discretion for that of the City or the Association where such
discretion has been retained by the City or the Association, nor shall he/she
exercise any responsibility or function of the City or the Association. - The wage
structure of this Agreement may not be changed through the grievalrce procedure.
3. . Itis further agreed that the arbitrator shall render a written decision, which shall
* be final and binding upon both parties. '
11.3 = Last Chance Agreement Language. If such incident(s) occur during the last chance
period, the employer reserves the right to terminate [employee namel]. {Employ.ee name] and the
Assoc.iatiorr'.reserve" the right to appeal the termination to arbitration per the Collective E-a_rgaining i
A'greement'a'nd the.Wisconsin Statutes, but in the event there is a hearing regarding such termirniation, the
pa.rttes agree that the only issue w111 be “did [employee name] engage in act1v1ty in violation of the last -
| chance requrrements?” ' '
' : ARTICLEXII RES-ENCY REQU[REMENT _
12.1 There shall be 1o restriction requrrmg Police Department employees to live within the city
- limits of Onalaska,
L ' ARTICLE XIII - INSURANCE |
13 1- Health Insurance All ehglble employees under tlus Agreement shall be covered by a
group medrcal hosp1tal and major medrcal plan whereby the City shall pay a portron of the monthly
' premlum {smgle or farmly) for each employee ¢ ‘Clty s Premium Obllgatlon )as follows: - '
| . The City shall pay $175 00 of the- monthly prermum (smgle or fanuly) for employees_
B employed as of 12/31/11. R s
27 The City shall pay up to. $125 00 of the monthly premrum (smgle or famlly) for'
_ ernployees hired or rehrred on or after Y/ 1/2012 ' - _
o _Furthermore the City agrees to pay. elghty per cent (80%) of any prermum cost in excess of the. . |
City’s Premmm Obhgatlon ‘The remammg twenty percent (20%) of any premmm cost shall be
paid by the employee through payroll deduction. _ |
All eligible employees under this agreement shall be covered under the State of
Wisconsin Employees Health Plans. The maximum Employer contribution is 105% of the lowest-cost 4
: qualrﬁed alternate plan in La Crosse County, but shall not exceed. cost of the Standard Plan whrchever
is less. . - 7 IR o .
If the State of Wisconsin Employers Health Plan is not -adopted .:by the City, or if it

should cease to exist as described, then the health insurance provisions of)the. first paragraph of this-
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| ._of the employee s eentnbutren to the Wrscensm Re ;

section shall apply.
. 13.2 - Group Llfe Insuranee All el1g1ble emp]oyees w1sh1ng to participate m  the group life
_ insurance can do so the first of the month that is six (6) months aﬂer date of Wisconsin Retlrement |
* System part1c1pat1on and itis agreed that the C1ty shall pay the premrum for administration costs or the |
| actual adm1mstrat1on costs, wluchever isless. . _ _
13.3 - Dental Insurance All ehglble employees under tlns Agreement shall be covered by &
dental i insurance plan whereby the crty shall pay one hundred per cent (100%) of the single and family

~premiums for such coverage.”

134 - Change of Carrier The City reserves the rlght from tlme to time, to change camers |

. and./or self- ﬁmd its health andf'or dental msuranee(s), prevrded however if the C1ty exermses tlns rlght S

" levels. of. coverage meludmg appheahle deductibles, shall he mamtamed at a Eevel whrch is at least
' -;]'equal to the levels of coverage m exrstence at the tlme of the change or self-fundmg

13.5 - Section 125 Cafetena I’lan The Sectlon 125 Cafetena Plan allows employees to lower :

.' ) the1r gross pay BEFORE i rncome tax and soetal securrty taxes are eale“lated By Iowenng the taxable o

; -income, the employee wrll lower hrs!lier taxes and take home : ofe money in each payeheck

1351 Insurance premmms may be dedueted ;per IRS Rules and Regulanons

ARTIC‘LE XEV RETEREMENT

: 141 T he C1ty agrees to pay in addrtren to the employers eontrtbutlen, the emp!oyee contrr‘eutlon
- - to the Wlsconsm Rettrement Fund provrdecl that a portlen of the employee § eontrlbuuon to the,'

:? ;' Wrseonsm Retlrement Fund sha!l not exoeed S% of repertable wages te sueh emptoyee The remamder';'

__:f‘--:payroll deduetion. Employees hrred after 7!1!11 shall contnbute at the same rate as general mumcrpal S
. L empleyees unless exempted from state statute 'Ihe Crty shall pay the remamder

- ARTICLE xv SEVERANCE

15. I All employees shall g1ve 2°tWo (2) week wr1tten notlce to thelr Chlef or desrgnee of the1r_' :
intention fo termmate their employment and full- trme employees shall receive a two (2) week written 7
L notice if the management mtends to termmate their employment, except m diselphnary cases or those on ‘ :

. probatlon in which case, 10 such notrce is requ1red Regular full-time employees complymg with th1s' ‘
e seet1on shall be entitled to termmal vacatson pay based on the number of days due computed ﬁom the1r- -
_ : last anmversary date of employment-to. Tast full day of emp_loyment.._ The emp_l.o_yee may leave sooner than, .' .

3 .two (2) weeks with no Ioss of 'acerned n'ayfbeneﬁts at the sole'discretion of the employer, provided " '

 however, if the ernployer elects to have the employee leave sooner than the two' (2) weeks the employer'

shall contmue the employee s pay for the perrod that the employee leaves early
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ARTICLE XVI - SEPARABILITY _
16.1 Should any provision of this Agreement be found to be in conflict to any federal or State
laws, said provision shall be renegotiated and all other provisions shall remain in full force and effect for

the duration. of this Agreement.

16.2 The City and theé Association, for the life of this Agreement, each voluntarily and

| unqualifiedly waives the right and each agrees that the other shall not be obligated to bargain collectively

with respect to any subject matter net specifically referred to or covered in this Agreement except for
mandatory subjects of bargaining with the meaning of Wisconsin Statues 111.70.
~ ARTICLE XVII - WORK WEEK AND OVERTIME
17.1 - Work Schedule. The basic work week schedule shall consist of a cycle of five (5) days on
and two (2) days off followed by five (5)-days on and thre_e_ (3) days off (5-2, 5:3) and then repeating the

: 'eyele Those empIOyees'a'ssigned' to epeeial assignments caﬂsin'g them 10 work a schedule other than a (5;
~ 2)(5-3) shall be re—scheduled by the Police- Department wrth one hundred twenty-two (122) days off
‘ annually '

172 - 0vertrme Contrary to past practrees except as hereinafter provided, authorlzed time

worked in excess of 8 hours worked per day or in excess of the hours wotked during the employee’s

' regular work week moludrng employer mandated meetings, shall be pard at the rate of titne and one-half |
| ) '(1 1/2) of the employee s basic rate, melusrve of shift differential or other payments outside of the basic
'rate of pay. Hours paid for Beneﬁt Tlme shall not be meluded in the caleulation of hours worked for the _
S ;_gpurposes of calculatmg 8 hours worked in a day- or the hours worked during the employees regular work’
' _week For the purpeses of this Agresment, Benefit Trme shall be defined as paid time off for vacatson

' '-personal days sick, compensatory tlme or off elghteen (18) tlme If an employes is forced to work i in - :

excess of § hours worked per. day or in excess of the hours ‘worked durmg the regular work week, the_ _

;employee will be paid trme and one—half (1 1/2) of the employee s basic rate,. inclusive of shift

.' differential or other payments outsrde of the basrc rate of pay. An employee who is niot workrng on the-'_‘

“day overtime is needed because he/she is ‘on vacatlon personal days, holidays, ‘sick “or takmg

compensatory trrne off will drop to the bottorn of the senrorrty list for purpose of such overtime unless
such employee informs the Clnef of Polree of desrgnee that the employee is available for an unscheduled

shift on such day.

17.2.1 - Distribution of Overtlme Procedure for the distribution of overtime for patrol shifts

~ vacated with less than 24 hours of notice. Managernent reserves the right to adjust officers” schedules

*when there ‘is more than 24 hours notice and nothing within this document waives that right of

manag_ementL When rn-anagement decirles to"-'ﬁll a patrol shift that is vacale_cl with less than 24 hours

notice, it will use the following procedure.
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Av-ailable ovértime to cover pah'ol shifts vacated with less than 24 hours notice will be filled by
- first offeringf the time, in blocks up. to.d' hours each, to each working shift adjacent to thevacant shifis. _
Overtime will- first be offered to those who ar-e' assign_ed to patrol and already- on duty to hold over as -
opposed to calling someone in early. Vacant hours will'be offered out by seniority following the
gurdehnes befow: | | - RN
To cover vacant hours on first shift (6 am — 2 pm), a third shift officer wrll be requested to hold
~over and cover the first 4 (four) hours of the shift. The remammg 4 (four) hours will either be covered by,

“an officer working a shrﬁ 5 (10 am - 6 pm) first or by callmg in a second Shlﬁ oiﬁcer early if there is no

L sh1ft 5 or.the shlft 5 ofﬁcer is unable to stay.

7 shift,

To cover vacant hours on second Shlft (2 pm 10 pnﬂ a first s’hift officer will 'be' requested:to -

" hold over and cover the first 4 (four) hours of the shift. The remaining 4 (four) hours wrlE’ either be_'r- - .

covered by an off cer workmg a shift 4 (6 pm = 2 am) ﬁrst by askmg a sh1ft 5 off‘ jcer to hold over if
- working second or thrrd by callrng ina thn'd shift officer early if there is no shrﬁ 4 or the shrft 5 ofﬁcer is
t unabletestay ' C

Te eover vacant hours on secend shrft the hours should be ﬁrst oﬁ‘ered fo the person {rf any} = L

B g worlung the lf} am to 6 ] pm shzft then to the thlrd shrft off icer who wrll be on duty followmg the vacant C e

hold over and cover the f‘ rst 4 (feur) hours of the shift if there is fio shrft & efﬁcer workmg The

R rernammg 4 (four} hours will he covered by an officer workmg shlft 4 ﬁrsf: or by calimg in a first shrff:

ofﬁcer early lf there is ne shrft 4 or 1f the shlﬁ 4 officer is unable te stay

e Ithe avarlable overtrme to them and workmg the way down the semorrty lrst untrl the avarlable vacant . o

._ _ overtime hours are covered If ava11able messages should be left for eVery call; to verrfy cornphance w1th 7 g

“ this procedure Ifa semor ofﬁcer calls in durrng the calhng procedure and the vacant overtnne hours have

o not been ﬁlled the hours should be offered to the senror officer that called in.

Ifthe vacant hours have not been ﬁlled by the above procedure then’ management rnay order the .

- least semor officer of each adjacent sh1ft to cover- the vacant houss. At no time (except in the case of an

.' ) 'emergency) should th1s procedure allow or cause any officer to work more than 12 hours ina row. Ifthe

“least senior ofﬁcer would not have at least 6 hours off between times worked he/she would not be o
o requrred to work unless no one else is avarlable - _ _ _ -
Throughout thrs procedure the ofﬁcer must work all the ava1lable trrne up to ‘the 4 heur llrnlt L

- unless all other options have been exhaUSted (He/she cannot elect to work only a portron of the avarlable '

B overtrme)
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For situations that are not directly described in this section, management reserves ifs right to
make necessary staffing decisions. - '
173 - Straight-Time Compensatory Time Off. Time worked in excess of the regularly
scheduled duty hours for schooling in lieu of regular work schedule, department-wide and shift meetings,
shall be compensated for by time off calculated at a straight time rate. In lieu of time off, the Chief or
| designee, in his/her sole discretion, may elect to pay straight tirne wages for such time. : ,
: 17 4 - Department Meetings. Departmental meetings (that aré less than department-wide .'

meetmgs) shall be compensated at the rate of time and one-half (1-1/2) of the employee’s basic rate of
- pay. ' ‘
- 17.5 - Straight time for Training. Schoohng in lieu of a regular work hours/schedule andlor re-
_ certlﬁcatron trammg shall be compensated at time off ata stralght time rate or pay. -
_ 17.6 - Compensatory time. Employees will be allowed the optron to accrue a total of twenty-
| four (24) hours of compensatory time in a calendar year, at the rate of time and one-half (_l -1/2) hours for
each hour of oyertiime'worked?; Only overtime hours may be used to acerue eo’mﬁens’atory- tlme Orcean

employee accrues a total of twenty-four (24} hours of compensatory time in a calencl_ar year, any

additional overtime will be paid out pursuant to the contract at one—half (1-112) times the annual hourly ,.

rate for all such overtime worked. In order to request the use of accrued compensatory tnne a request
“miust be received 72 hours prror “to the requested t1me off, Further, the use of’ compensatory time wﬂl not

~ - beapproved where it causes a stafﬁng shortage and!or inadequate law. enforeement coverage in the.

*+... opinion of the Cluef or desrgnee Employees who are unable to use thelr accrued compensatory tune—.

during the calendar year “will be paid in the last- pay perlod of December for all unused banked hours:
equwalent 1o FLSA requnements Compensatory time must he taken m 4 hour-long mcrements at a
mmlmum FE : : : . S .
17 7- Tralmng desrgnatron The Chief of Polrce shall desrgnate all future trammg as “trammg' _
for recert1ﬁcatlon ” “mandatory trammg,” or “voluntary trammg '_ : S
' 1771 - Trammg for recertification. In the case of trammg for rccertlﬁcatlon (defined
: '-.-as the annual tralmng requiréd by the State of _Wlsconsul. for _me,_mbers_to remain certified as.
 Police Officers, consisting of up to forty (40) hours to be concluded by the end of June), the
Depariment may modify the starting times and days of the individuals attending that training, as
well as the starting times and ‘days' for. other law enforcement  officers as mnecessary to
accommodate that training for recertification. . ‘ : o _
. 17.7.2 - Mandatory trammg In the case of mandatory trammg (other than the trammg
~ required for recertification), the normally scheduled hours of work of the employee attending the

. training may not be modified, except by mutual agreement between the Chief and the
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Association. - _ 7 __
L1773 - V'oluntary trai.ning- In the case of voluntary training,' the Departrnent.'mayf_ '
- modify the starting time and days of the affected member without i mcurrmg overtime,
ARTICLE XVIII CALL—IN AND COURT APPEARANCES '
18. 1 Call-In. A mmlmum of one (1) hour calculated at the rate of time and one-half (1- 1/2) as _' _
deﬁn_ed in Section 2, Article XVII, is guarantee_d an employee whe is requested to and returns for duty at
' a time when he/she would not otherwise hiave to be on duty. The aforesaid call in provision does not.' |
“apply whete an employee is requested and reports for duty any tim'e within two (2) hours immediately
_precedmg his/her regular startmg tlme for work or when hefshe 1s requested and works later than h1s/her’ -
) L regular qulttmg tlme Any employee called in may be requned to work the full one (1) hour

18 2 - Court Time. A minimum of two (2} hours ealeulated at the rate of trme and one-half (1=

| ‘I/Z) as previously deﬁned is guaranteed an employee who 1s requrred to and appears in Onalaska B

: | Munlclpal Court on department busmess “when he/she would not otherw1se have been on. duty. A o

= mmnnum of two (2) hours caleulated at the rate of tlme and one—half £1- 112) is guaranteed an employee' _ ‘

o _-:”_who is Tequired to appear on depa

it et

rient busmess m La Crosse Coﬂni)f Cireuit Court or any other Cowt

-.f"'eut31de of La Crosse Couuty For pnrposes “of this provrsrorr, appearance m court on depental

l .busmess shall be construed to cover only those court appearances when the employee is not ent1tled by

| Iaw foa wrmess fee ﬂlerefore Any employee so called in may be requlred to work the full two 2y houts:

: - _1f the couit appearance does not take the full two hours Any employee shall be ‘compensated at hlsfher . 3

. l:_"_regular hourly rate of pay for trme in excess of two (2) hours fer court appearances o1l department". T '::

S 'busmess outside of La Crosse County

L 183 - Ferty—erght (48) Hours Not}ee for Municlpal Court' Employees must Be given at least:* = BT
e :forty-erght (48) hours notice that they must appear m MumcrpalCourt' and 1f not, the employee is entrtled R -

o toa minimuin of four (4) hours pay at the rate of one and one—half (1 '/z) tlmes the regular pay rate B3 : S

s Mumc1pal Court appearances by an employee is canceled the employee shall be given forty-eight (48)_

e hours notrce if at all possrble and 1f the Mumcrpal Court Judge Clerk of: Courts or Attorney has notrce '

= :"or the Pohce Department cler1cal staff has notlce of Clrcult Court cancellatlous prror to the 48 hours

before court t1me and the employee isnot notrﬁed the employee shall be entrtled to four (4) ‘howrs of pay
at one and one-half (1 1/2) t;mes the employee s regular rate. of pay ' '

_ ARTICLE XIX UNIFORMS . _

el All employees are requrred to wear a umform m the performance of their. duttes as o

] prescribed by the Department. Umforms w1ll be ﬁrrnlshed by the C1ty and shall remam the property of L

19 2 Replacement of worn apparel w1ll be made by the C1ty upon return for mspec’uon of worn.
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articles. Maintenance of uniforms in a manner as prescribed by the Departinent shall be the responsibility
of the individuat employee. ' _

19.3 - Damage To Personal Property. Corrective lenses that are' damaged, or iost as a result of
duty related incident shall be replaced, or repaired, by the City for an amount not to exceed one hundred

twenty-five dollars ($125.00) with receipt. Proof of loss must be documented by a police report and-

| notification to the employee’s immediate supervisor. Payment shall be made in the next period following

receipt of documentation by the City.
19.4 — Should the IRS make a detenmnatlon that the above uniform items are ruled a beneﬁt and
therefore become taxable, the City shall follow the IRS rules and regulatxons '
ARTICLE XX - COMPENSATION PLAN
' '20 1 —Longewty Pay. L o
- Percentage o . :_ A;fter

2% . ten(10)years
% o ﬁﬁ‘een(li)'years :
: 5% R o twenty (20) years
© 20.2 - Longevity pay shall be- patd in mstallments aleng w1th the regular scheduled payroil
R ;'perlods
. 203-Wages
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. Effective January 1, 2046 (1.5% acrossthe-hoard}

‘Effective January 1, 2:01'5 (1L5% across-the-hoard}: c
T o - Pay Period .

Annual!y o {26) _.Ho:urly' : Overtime -

StartingRate . . s 45,922.98 * $.1,766.26
_ AfterOneYear . . . $ 4834601 $ 1,85046
AfterTwoYears N $ 49,791.95 $ 1,915.07
_ AfterThreeYears 8 51077.04 $ 197219
$

5

23.57
U8

2556
12632,
2698
2764

Investigator under one year (2 5% above top patrol)i, ~§ 5255896 $ 2,02149
Investigator after_On_e year (5% above_top patiol} . $ 153,840.89 - $ 2,070.80

- b Pay:Period'f o
~Annually - (26)  Hourly

3536

37.23

3834
3949
4048 -
4146

Ovemme e

- ~ Starting ate s
. Kfter One) ar L
‘After Tw Years
_ AfterThree Years _
. fnvesttgator under ene year (2 5% aheve top patrel) :
o Investrgater after one year (5% above top patrol)

-§ 4661183 § 179276 § 2393 §
- 49,07126° § 1,887.35 $ 2519 §
50,538.83 § 194380 $ 2594 §
52,046.19 -$ 200077 § 267§
$ $

$ 5

5334735 $ 205182 § 17,
| 54"‘54'8‘-‘50 $ 2401 86 5 128

2 '_:_Note Annuaf sa[ory is co!cuiatee‘ by mulﬂplymg heurly wage by 1947 59

L : 20 4 Slllft D ferenhal An addltlonal twenty—ﬁve cents ($0 25) per hour shall be pard to =
- _:employees werkmg between the hours of 2:00 PM and 6:00 AM ' .

2(} 5 Out of Class1ficatlon Pay When a531gned temporarrly to dutles commonly asmgned orj. _

| } .expected ofa hlgher class1ﬁeatton (1 e. Investrgator) the rate of pay shall be two and one ha}f (2 1/2}._ e

" percent abeve the hlghest rate of the classrﬁcatron normally a551gned If the asmgnment goes over 10
_.'days worked in any one (1) year perlod the employee shali be pa1d at the rate of the classrﬁcatlon-'
: he/she is a331gned retroactlve o the first day assrgned to that c]a531ﬁcat10n | :
| 20.6- Fleld Trammg Officer Pay Freld Trammg ofﬁeers W111 reeelve one—half (1/2) hour
| _ :. overtrme pay for every erght (8) hours of work whrle servmg as a Freld T ralnmg Ofﬁcers '
" : ARTICLE XXI - FAIR SHARE o _
21 1 All employees covered by this Agreement who are not now dues paymg members shall be '

' exciuded from the Farr Share Agreement for thie term of thelr employment thh the C}ty, except 1f they .'
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should voluntarily become dues paying members, they shall have deducted from their paychecks an
amount certified by the Association as the uniform dues for Association representation as it would be for
new employees. \
21.2 Any employee covered by this Agreement commencing employment with the City after the
- clate of ratification of this Agreement shall have the choice of becoming a member of the Association,
but shali be required to have _dedueted from the first paycheck of each month, following completion of a
| probationary period, an amount certified by the Association as the uniform dues for Association
re.presentation. This shal.l not include initiation or special assessment fees. Any changes in the uniform
* dues shall be certified to the City Clerk's office thirty (30} days prior to the effective date of said change.
21.3 The Assaciation as the'exclusive representative of all the employees covered by this .
.'Agreement agrees to represent all such employees fairly and equally. No employee shall be reqttired to
join the Association, but membership will be made avallable to ali employees who apply No member _ |
shall be denied membershrp ar representatnon because of race, color, creed, sex, age of handrcap _
2T 4 The Assoelatlon will indemnify, defend and hold the City harmless against any claxms made “ _
and against any smt instituted agamst the City on account of said fair share deduction. The Association
further agrees to refund to the City any amounts paid in error on account of the Fair Share deduehon. It
shall be the responSIblhty of the Association to- collect any back fees, such as m1ght oceur when an
a employee has no eammgs in the perrod when deductlons are normally made Remlttance will be made to |
the Assoeration treasurer oF des1gnee of the Assoc1at10n within five (5) work days after deductron The :
_ Assoc1at10n agrees that it must present any claim- or efror of any remittance to the Clty Clerk's ofﬁce at o
least fen (10} calendar days prior to the next deduct1on period. It further provrdes that any ‘error shall not " |
be subject to the gT1evance procedure. ' '
' ‘ ARTICLE XXT - JURY DUTY :
22.1 An employee ealled for } jury duty shall receive his/her salary for such service, prov1ded the
. employee shall pay any compensatlon rece1ved for said service with the Clty Clerk, excludmg any
payment received as m:leage An employee shall -perform hls/her regular dutles at anytlme durmg whlch
' the employee s service is not requ1red as a juror.
- ARTICLE XXIII - EQUIPMENT _

23.1 Employees shall report any unsafe, defectlve or lost equipment that may impede the
carrying out of assigned duties and responsibilities to superv1sory personnel in the regular chain of
' command. “The, City shall make every reasonable effort to correct or replace any unsafe defective or
| m1ssmg_equ1_pment that 1mpedes the carrying out of assigned duties and responsibilities of employees
| covered by this A.greemerrt. Thi‘s_ section shall not impede management from red_efinlng what equipment

shall be issued to officers of patrol cars. But when equipment is issued, all officers with similar needs -
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~ should be snmlarly equipped w1th1n reason, S _
ARTICLE XXIV - TAX DEFERRED SAVINGS PROGRAM S _
24 1 The City of Onalaska will offer a tax deferred deductlon savmgs program to. all'

' employees Employees mterested 1n this program should contaet the Human Resource Department
' ARTICLE XXV - I)URATION _
25.1 - Effectlve Date of Agreement AH artlcles of this Agreement will be effectrve January '
. 1, 2015 unless otherwme expressly stated herem ‘ o o : .
252 Reopemng Agreement If there is. not notice glven by gither the Clty or the ASSOClatIOI‘l
~ prior to August 1st to amend add, or delete any 1tem in, thls Agreement, then, this Agreement shall be
_ : automatlcally renewed for another ealendar year. . if notlee 16 amend add or delete any item in thlS‘
. Agreement is made by e1ther party pnor to August Ist @ date fer the ﬁrst negotlatmg meeting shail be set |
hy mutual agreement s& that said meetlng will be held pnor to: Septernber Ist. Every ‘effort shall be made-

1o eomplete negotlatmns prlor to the Oetober meetmg of the Onalaska Common Councd

25 3- - Term of Agreement ThlS Agreement shaH El& bmdmg and in fuII feree end effeet ﬁ'om
- -_Januaryl 2015, toBeeember’o’} 2&16 atnndmght. R ' Ce e R
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IN WITNESS WHEREQF, the parties hereto have executed this Agreement

on this iglh day of May 2015.

_ CITY OF ONALASKA

Q /CMQH:?;M

Carolme L Burmaster Clerk

ONALASKA PROFESSIONAL POLICE
ASSOCIATION, WISCONSIN PROFESSIONAL
POLICE ASSOCIATION

%Ma;w ww LEEK.

. Luann Akme, WPPA LEER

£m, m mw

' Llsa Gerbig

/ ,J%M

Dawd H"aack

~ Richard Proctor
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© APPENDIXT.
EMPLOYEE LIST

'Na_.rn_é I Anniversary Date - L Name - Anniversary Date

Peter Jakowski . - 0429/85 RichBlas 0700
 David Haack | 07/01/85 _- 3 Rick Proctor . | | : 0'1/9_'8/0-1-
' TemyLund o 7-0.1/0’4_/_93 C Mattlhe 05/17/04
; Bany Holm S 97/25/94 :Lea_ﬁ.Mye'rs 3 : 4/ 17!06
ShownRobioson 1UO89S.  AdmSchuiz 71808

JamesPage . : .. . 30896 . TustnKingey o . 223009

Mike Moellet U MOVeT . JodPlaen o 1enz

" Lisa Gerbig ) 06[01!03 - Trems Gordon , 12!8[14 S
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APPENDIX I
" DRUG AND ALCOHOL POLICY

Purpose '
The purpose of this policy is to assist in the prevention of accidents and injuries resulting from the misuse
of alcohol and/or drugs by all City employees; including but not limited to, drivers of commercial motor
vehicles. This policy is intended to be consistent with and in compliance with the U.S. Department of
Transportation and the Federal Motor Carrier Safety Administration (FMCSA) drug and alcohol testing
rules, regulations and procedures contained in Title 49 CF.R. and the Drug Free Workplace Act of 1988

. Statement of Policy .

~ The City of Onalaska is committed to protecting the safety, health and wellbemg of ali employees and
recognizes that drug and alcohol abuse poses a significant threat to the goals of the City. Employee
involvement with alcohol and other drugs can be very disruptive, adversely affect the quality of work and
performance of employees, pose serious health risks to users and others, and have a negative impact on
productivity and morale. The City has established a drug-free workplace program that balances the

“respect for individuals with the need to maintain a drug and aleohel free envrronment
Reporting of Drug Conviction- g R
As required by the Drug Free Workplace Act, Public Law 100-690 Tltle v, Subt1tle D “alk Clty

employees are hereby netified that the unlawful manufacture, distribution, drspensmg, possEssion or use -

of a confrolled substance, alcohol or drug paraphernalla is strictly prohibited in the workplace: =
Furthermore, this law makes it a condition of employment that all City employees abide by the Drug and
_'_'Alcohol Free Workplace Policy and notify in wriing the City Human Resources Department of any
criminal drug statute conviction for a violation occurring in the workplace no later than five (S) days after
~ such cenviction. Employeen who fajl to comply with this requirement or any other provision of this
-Tegulation will be subject to- disciplinary action up to-and including discharge. Appropriate action, which

- may consist of diseiplinie up to and mcludmg termmatlon will be taken wrthm 3’9 days of noﬁﬁcaﬁon o

' Prevention and Rehabilitation,

The goals of this policy are prevention and rehabxhtatlon whencvcr poss:ble rather than dlscrplme or

‘termination. The City- encourages employees who have an alcohol or other drug problem to seek heip to

~ deal with their probleris. Help is available through the City’s Employee Assistant Program (EAPY. For
more details on this program, contact the Human Rcsources Deparfment of the EAP ofﬁce at 775-4780 o1,

- toll free at (800) 327 9991 : . : '

-'Employees who admrt to alcohoI misuse or controlled substances use are not’ subject to- the referral -
¢valuation and treatment requirements of parts 40 and 382, provided that:
1. The employce does not self-identify in order to avoid drug or alcohol testmg,

2. The -employee makes the admlssmn of alcohol misuse or controlled substance use prior to
performing work. - :

Leave of Absence Prior to Testing : ‘ :

'An employee may be permitted to take a leave of absence to partlclpate in an approved treatment prograin
* for alcoholism or drug use. The leave of absence must be requested prior to the commission of any act
- subject to disciplinary action. An employee réquesting such a leave of absence must use any paid benefit
time prlor to usmg unpard leave and must comply with any requxrements of FMLA.

Employees requestmg to return to work from a leave of absence for drug or alcohol treatrnent may be
. required to submit to tests without prior notice if the City has reasonable belief based upon objective .
evidence that testing is necessary to address safety concerns in the workplacc durmg the six months.
. following the employees return to work. _ '
" A positive test result or a refusal to submit to testing w111 subject the employee to discharge.

Prohibited Conduct for all City Employees
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1. As required by the Drug Free Workplace Act, all City employees are strictly prohibited from -
- using, possessing, manufacturing, distributing, or dispensing controlled substances andfor algohol -
while on City property, or eperating City equipment or vehicles. .
2. City employees are prohibited from reporting for or remaining on duty or perforrmng assrgned -
job duties while under the influence of alcohol or a controlied substance. R
3. City employees aré prohibited from deliberately misusing this policy in regard to subordmates as
- well as providing false information in connection. with a test, or falsrfymg test results through '
_tampering, contammatron adulteratmn or substifution.

. Drug and. Alcohol Testing . ‘ o
Part1c1patron in the City’s Drug and Alcohol Testmg program is a requuement of each employee and
* therefore, is a condition of employment. Refusal by a City employee to take a requiréd drug and/or = -

: ~ alcohol test will result in the removal of that employee from the employee ] assrgnment(s) Wthh in turn
© may! result in drscrplme up to and mcludmg dqscharge

| .I Testmg will be’ conducted n the folfowmg srtuations for ali Clty employees

' _Pre-Employment Any mdrvrd’ual not current]y employed by the Crty who'is applyrng for any = - _
position shall be required to undergo drug and alcohol testing after a condrtronal offer of employment '
_'has been made A . . S _ , :

. 'Reasonable Susprelen Testmg In cages in whreh an employee is aetmg in an abnorma] manner ot e
- “appears unfit to.perform his/her- duties in a safé manner and a supervisor er department head whohas = -
been tiained in accordance with this pohcy and D.O.T. requirements Section 382.603 has reasonable
_ “suspicion to believe the employee isunder the mfluence of alcohol or drugs the employee shall be
.. taken to a properly ¢ authorized testing facility for alcoho! and drug testing. Reasonable susprclen
_ imeans suspicion based on specrﬁc conterporancous, articulable-observations i congerning the:
. ,appearance behavior, speech or body odors of an gmployee. These ebsewatlorrs may mclade '_ L
~ indications of the chronic and withdrawal effects of controtled substasices. The supervisor or- S
- department head who makes the determination that reasonable susp1c1on exrsts fo conduct an aIcohoI B
o test. shall not conduet the alcohel tést of ihie employee

v Alcohol testmg is only authonzed 1f observatlons are made durmg, ~mst precedmg or _}ust after the
R perlod of the work day that the employee is reqmred o be in compliance. - ‘However, City pohcy
© .. requires that reasonable susprclon alcehol testmg shall be performed at any time durmg an
- '_employee S work day L g : o

o The employee w1ll not be perm1tted to perform work untll (l) an, alcohol test is admrmstered and the
alcohol concentration measures fess than 0.02; or (2) 24 hours have- elapsed following the
- determination that there was reasonable suspicion to test the employee However, City policy
' requrres that an employee will not be returned to work untll conﬁrmed test results are obtamed

- Once the employee has been removed from the JOb site, the supervrsor is to contact therr department
head and the Human Resources Department. If contact cannot be made at that time, the supervisor or

. department head is to proceed through the next step of this procedure and make contact with them as
. S00M as- possrble : : _ ; : : .

e ‘The supervrsor or department head is to then take the employee 0 the collectron site for drug and
alcohol testmg, and to wait there until the test is completed '

_ If the alcohol test is condueted more than two (2) hours, but less than erght (8) hours after the
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supervisor or department head makes such reasonable suspicion determination, the supervisor or

department head must complete a report explaining the reasons for the delay in conducting the
alcohol test. .

If the alcohol test is not conducted within eight (8) hours after the supervisor or department head
makes such reasonable suspicion determination, the supervisor or department head must cease
attempts to administer an alcohol test and shall state in the record the reasons for not administering
the test. In addition, the driver will be out of service for 24 hours.

Once the drug and alcohol testing has been completed, the supervisor or depariment head is to make
arrangements for the employee to be taken home. The employee will not be permitted to drive
his/her own vehicle home at that time. The employee may have a family member or a friend take
them home; the supervisoer or departrnent head may, but is neither required nor encouraged to drive
the employee home under this policy. It is suggested that the supervisor or department head stay with
employee until transportation arrives. The supervrsor or department head shall document whether
he/she stayed with the employee, whether the supervisor or department head provided transportation

“home and if nof, the name of the individual proVIdmg such fransportatlon and the time that the
supervisor released the employee.

The employee w1ll be advrsed not to report for work The Clty will contact the employee once

the test results are known (this normally takes 24 - 48 hours) and a decision has been made as to the

employee s status.

The results of the dmg or alcohol testmg will be sent dn‘ectly to the Human Resources
: Department When the results are obtained, the empleyee s superwsor and/or department head will meet

.w1th the Human. Resources Department to determrne the appropriate course of ﬂ.Cth[l to be taken.

Thrs is a confidential process Test results will be held stnctly conﬁdentlal and are not to be
discussed or shared with anyone without & legitimate nieed to know. Likewise, a supérvisor must et -

- discuss the suspected reason for a referral drscrplrne act1on or termination with anyone without a .
- legitimate neéed to know.

Once the test has ‘been completed end the empl'oyee' has been taken home the supervisor or
- department head must submlt a wrrtten report to the Human Resources Department outlmmg, in detail,

~ what ‘happened and the behavier. observed that led the supervisor or department head to beheve the

employee was under the 1nﬂuence of alcohol and/or drugs Thls report must be done w1th1n 24 hours of

. the testmg

: -Return—to-Duty/Follow—up Testing - The City of Onalaska will ensure that before an employee
returns to duty the employee shall undergo a return-to-duty alcohol and/or drug test with a result
indicating an alcohol concentration of less than 0.02 and a verified negative result for drug use. In
-any event, an employee will not be allowed to return to duty without first having been evaluated by
the City of Onalaska EAP provider in order to determine the employee s fitness-for-duty. Such
follow-up actively may be required if an employee has engaged in conducted prohibited by City
policy as noted above. The employee shall comply with all recommendations of the EAP. The
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- “employee shall provide an authorization for release of 1nformat1on Wlll be needed to verify EAP -

participation and compliance with reoommendatlons

Test Refusal : '
The following behavior constltutes a test refusal for drugs and alcohol (382.107):

- 1. Failure to appear for the test in the time frame spemﬁed by the City of Onalaska, with the
- exception of pre-employment.

2. Failure to remain at the testing site until the testing process is completed However if an

_ employee leaves a pre-employment testmg site before the process starts, it 1s not deemed to
. be a test refusal.

3. Failure to provide a urine specunen sahva or breath specunen as apphcable However, an

employee who does not provide a specnnen because they have left the testmg site before the

~process starts for a pre-employment test is not deemed to be a test refusal.

.- 4. Failure to prov1de a sufﬁe1ent volume of urme or breath w;thout a vahd med1cal explanatxon.; o

~ for the failure:

' 5 Failure to undergo a lnedwal exammat:on as part of the verxﬁeatxen prooess‘ In the case of a
pre-employment drug test, the test is déemed to be a refuisal only 1f the pre—employment test s

conducted following a contingent offer of employment.
Failure to cooperate with any part of the testing process. : :
‘ _'-Fallufe to permit the obsefvation or monitoring of speeimen donation when sor reqmred
. Failure to take & second test as required by the City of Onalaska of eoileotor

e

o test only)

Drug and Alcohol Testmg Procedures :

“The City of Onalaska will use a drug and alcohol collection site that meets the standards estabhshed in 49 '
 CFR Part 40 and a laboratory that is certified by the U.S. Department of Health and Human Services o
- (DHHS). Al drug and aleohol testing will be conducted in conformance with the procedures and rulés .
established by the federal Ommbus Transportanon Employee Testmg Aet of 1991 and it’s 1mplement1ng o

regulattons .
.- Aleohel T

A drug test result that i IS verlﬁed by the M:RO as adulterated or substltuted (apphoeble o drug » '

1 Testing - Employees WLIl be requxred to subrmit to breath testmg usmg a Natlonal H}ghway -
S  Traffic Safety Admmxstratlon (NHTSA} approved ev1dent1a¥ breath testmg (EB’E’) or a ron-evidential.
- . alcehol screen deviee: (ASD} using breath or saliva. =~ A state-certified Breath Alcohol Teohmc1an" A

R ‘?(BAT} will administer an initial screening test. I the employee tests positive for alcokiol, then’ the - R

BAT will conduct a conﬁrmatlon test. The City will take action based only upor the positive resulfs
“of the confirmation test, 6.04 percent or gieater. All procedures and steps used it conducting both the R
initial and eonfmnatmn tests wﬂl be perfonned in conformanee W1th the federal law and federal o

o regulahons

as Preparatlon for breath alcohol testmg — The followmg procedures summanze the- -
. procedures establlsh_e_d by the Federal Motor Carrier Safety Administration (FMCSA) ~ -
regulations implementing drug and alcohol testing under the federal law. These procedures -

o are binding and are subject to change in the event the FMCSA or other government agency

"ohanges the regulanons on drug and alcohol testmg of employees in safety- sensmve_"'

posmons

1. ‘When the employee enters the: collec’uon s1te the BAT will require h;m or her to prov1de -

" _.positive identification (i.e. photo L.D. or employer identification. )
© 2. The BAT will explam the test procedure to the employee '
-3 Employees will be requ:red to complete and sign various forms. used to document the
testing process.” Refusal to sign the test form(s) will be regarded as refusal to take the
test, and the C1ty will be notlﬁed 1mmed1ately :
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The screening test will be conducted. The BAT will open an individually sealed,
disposable mouthpiece in the view of the employee and attach it to the EBT. The BAT
will instruct the employee to blow forcefully into the mouthpiece for at least six (6)

- seconds or until an adequate amount of breath has been obtained. Following the test, the

BAT will show the employee the test results. :
I a saliva alcohol screen device (ASD) is utilized, a quahﬁed Screen Test chhmcxan

~ (STT) will open the package in the presence of the employee, and instruct the employee

to insert it into their mouth until it becomes saturated with saliva. Upon removal of the

‘device from the mouth, the STT will ensure the test was activated and read the results
displayed to the employee within 15 minutes of the test. If the test was not completed,

one reattempt will be administered. If the reattempt is not successful, the employee will

 be directed to take a new test immediately, utilizing an EBT A saliva alcohol screen

device may only be utilized as a screening test.

If the sereening test is a breath alcohol concentration of iess than 0.02, 1o further testmg

" is required and the BAT will report the test to the employer as a negative.

If the screening test is a breath alcohol concentration greater than 0.02, a conﬁfmanon'

test must be performed. The confirmation test will be conducted 20 minutes after the :

completion of the screening test, employing the same procedure as using an EBT.
During the period the employee must not eat, drink, belch, or put any object or substance

" inte his/her mouth.

If the initial and conﬁrmatory test results are dlfferent the conf' rmaﬁon test resufﬁ i -

deemed to be the final result. Thf_: employce will be instrueted to sigm the certification.
statement on step 4 of the ATF. It is not a test refusal if the employee refuses to sign. .
The test results will be confidentially transmitted to the City immediately so the
employee can be removed from the safety- sensitive function. If the alcohol test is.

‘positive, arrangements will be made to transport the employee from the callection site. :
“In situations where the City has been informed that an employee has nat prowded a-

- sufficient amount of breath to permit a valid breath test, they will be-directed to obtain, . o
.~ -within 5 days, an evaluation from a licensed physician acceptable to the C1ty, whohas -

- “expertise in the medical issues raised by failing to provide enough breath. -
10,

If the employee’s behavior constitutes a test refusal, the test will be’ termmatcd and the
City will be notified of the refusal immediately. Test refusal with subject the emp[oyee_'_'_

o dlsc1p11ne up to and including discharge. The following behaviors constitute an -
* "alcohol test refusal: failure to appear for the test within the demgnated time frame,

* “failure to remain at the testing site until the process is complete, failure to attempt to -
-provide -a specimen, failure. to" provide sufficient breath with no valid medical
" explanation, failure to undergo a medical examination associaled with insufficient .
* volume procedures, failure to sign the cemﬁcatlon on step. 2 of the ATF, and fallure to -
.. cooperate with the collection process..
1t

Cancelled tests (as defined in Part 40.267) must be reported to the Clty within 48 hours

. -and the employee will be treated as if the test never occurred. A retest following a |

cancelled test is only allowed for a retutn-to-duty or follow-up test; otherwise a retest is
strictly prohibited.

Blood Alcohol Testing — Bilood alcohol testmg is authonzed only in the followmg
circumstances:

L

When policy rules require a reasonable suspicion test and an EBT is not readily
available for either a screening or confirmation test, or if there is an EBT availabie only .
for a screening test.

When an employee attempts and fails to prowde an adequate amount of breath; blood
alcohol testing may be used for both screening and confirmation test purposes.
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- Upon the conclusive finding of a positive (0.04 percent or greater) blood alcohol test results the‘
employee has 72 hours in which to request a test of the split specimen .An employee who fails to

" notify the Medical Review Officer (MRO) within 72 hours of receiving the results of a positive

_ test of the employee’s desire to have the split specrmen tested, shall be deemed to have waived
 their rrght to seek testmg of the Spht specimen.

Pending recelpt of the result of the analyms of the spht specunen the employee shall not retum to
work unless the employee has met condmons set forth in this pohcy foilowmg atest result of 0.04
percent oF greater -

All blood alcohoi testmg wili be conducted in conformance wrth the procedures estabhshed by
. the Federal Re gulatrons ' : : .

A Results of Posrtlve Test — Any employee who tests posmve for alcohol conoentratlon of 0. 02 oF.
higher is subject to discipline, up to and including termination, Ifa conﬂrmatron alcohol test
measnres .04 or greater; tﬁe Crty of Onalaska i§ reqmred to:

1. Remove the employee from then- pos-.itrona
‘2. Before returning the employee to employment:

‘a. refer the emplayee to the City of Onalaska’s EAP.for assessment ot' an aieohoi prohlem amt V-A‘i o

. adetermination-of whether participation in & freatment progrant is necessary o
b. obtain verification ffom a substarice abuse profesmortek th&t the empioyee ha, ;
' any reqmred rehabilitation or treatment: progrant and;

: e  ré-test within -three (3) days of retummg to work to ver1fy thet the employee 5 aleoho]z S o

. congentration is befow 0.02: S
d.  The employee will énter a Last Chance Agreement wrth the Ctty outhnmg the comdrt:ons of i

the Last Chance Agreement and the responmb:htles of the employee which may mclude but

- are net limited to: consent for follow up testing; abstammg from atl dmg/atcohol use durmg-’ :

work, refraining from- brmgmg drug/alcohol paraphemaha; on Crty property and havmg Bo - - '

further pohcy v1oIat10ns S

SE -_ i the eonﬁrmatlon test level is between tl 02 and 0 39 perce' ‘t=

ﬁ'"'mthexr p031t10n for a mrmmum of 24 hours followmg the admmtstratron of the test.

s enforesment investigation, the employee must submit to the exammatlon The test will be considered -

- used for the test has been cert:ﬁed by the State of Wlsconsm of & Iocal law enforcement agency

.the emponee wrﬂ be Iemf}ved ey

In the event that an: employee is requlred to comply w1th breath testmg as 4 result of a. law S

B “enforceable for purposes of this policy, if the testing officer is a qualified BAT and the EBT that was’~ - ..

_ 3 Testmg for Controlled Substances — For the purpose of th15 pohcy and the Federal Regulatmns the R

-~ City of Onalaska will utilize a seven panel drug screen consrstmg of the followmg drugs '
= Tetrhydrocannabmol (Marrjuana drug)
- ‘Cocaine N
- - -Amphetamines -
- Opiates (including herom)
=" Phencyclidine (PCP)
- Barbiturates = - |
_ 3Benz,od1azep1nes L Non-DOT Panel

v

'In instances where there is reason to beheve an employee is abusmg a substance other than the seven
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drugs listed above, the City reserves the right to test for additional drugs under the City’s own
authority using standard laboratory testing protocol.

Drug testing is conducted by analyzmg an employee’s urine specimen, through a certified testing lab
and monitored by the (DHHS). This procedure will include use of a split speclmen testmg procedure
Each urine specimen is subdivided into two bottles labeled as a “primary” and a “split” specimen.
Both bottles will be sent to a certified lab. Only the “primary” specimen bottle is opened and used for
“the urinalysis. The split specimen bottle will remain sealed and s stored at the lab. If the analysis of
the primary specimen confirms the presence of illegal, controlled substances, the employee has 72 -
hours to request the split specimen be retested at the same lab or be sent, at the employee’s expense,
1o another certified laboratory for analysrs An employee who fails to notify the Medical Review
Officer (MRO) within 72 hours of receiving the results of the positive test of the employee’s desire to

have the split specimen tested, shall be deemed to have waived their right to seek testing of the spht
specimen.

- Preparatlon for Drug Testmg — The foliowmg procedures summarize the procedures
" established by the Federal Motor Carrier Safety Administration(FMCSA) regulations
implementing drug testing under the federal law. In addition, employees will be asked to remove
any hats and/or heavy bulky clothmg The collector also can request that the employee empty
their pockets, if any bulky items are poted. These procedures are subject to change in the event
the FMCSA or other government agency changes the regulatrons on drug and alcohol testmg of
' emponees in safety-sensitive positions.

1 Employees are to report to the collectron site w1thm the designated time frame after receiving
notification. Refusal to report for collection within the time frame or non-cooperation with
the collection process will be considered a test refusal. - -

‘2. -When the employee enters the collection site, the employee will be required to provrde :

" © positive identification (i.e. photo L.D. or employer 1dent1ﬁcatron) The collector will explain
the basic eollection procedures to the employee and show them the written instructions on the
back of the Custody and Contrel Form (CCF). -

" 3. Tn the event both drug and alcohol fests are requrred the alcchel test should be conducted

- first, if possible. ' '

4. Quter garments must be checked and pocket contents dlsplayed to the collectron site .
personnel. Any unacceptable items will be secured with the employee’s other belongmgs .
Employees have the right to retain their wallet and obtain a receipt for their belongings.

- 5. The employee will be instructed to rinse and dry their hands and obtain (or observe. the =

-~ collector obtaining) a wrapped specimen container and break (or watch the collector break)
~ the seal on the collection container. '
6. The employee will be instructed to prov1de at least 45mi of urine under the spht sample
method of collection. This will be done in a specifically designated “donor” bathroom. The
‘toilet is nof to be flushed. The specimen should be returned to the collector as soon as
~ possible. :

7. 1f an insufficient amount. of urine is provrded the ongmal specimen will be discarded and the
employee will be given up to 3 hours and allowed to consume not more than 40 ounces of
fluids to provide another specimen. The specimen may not be tampered with or substituted, - '

~and will be visually inspected for unusual color and sediment. The temperature of the

. specimen will be measured and must fall within an acceptable range. The employee will be

" required to provide another specimen under direct observation if the temperature falls outside
the acceptable range, if the drug test result indicates that the employee’s specimen was
invalid, the collector notices any signs of adulteration, substitution or tampering with the
specimen, the original positive, adulterated or substituted result was cancelled because the
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test of the split specimen could not be performed or the MRO reported the specimen as

negative and dilute and directs the Cify to conduct a recoliection. The City may also direct a
collection under direct observation if the test is return-to-duty or follow-up test. Any reason
requiring a direct observation test will be fully explained to the employee. Refusal to
cooperate with the request for a new collectxon under direct observation will be deemed atest
refusal. -

If the employee is still unable to prov1de the required specimen, the test will be discontinued
and Human Resources will be notified. Human Resources will then notify the Medical

Review Officer (MRO) and the employee will be refetred to a medical evaluation to
- determine whether the employee's ability to provide a specimen is genume or constitutes a .

refusal to submit to a drug test. ,
Once the sample is collected and given to the eollecuon personnel the collector will break

_ the seal on the specxmen bottles and shall divide the sample into a primary specimen. (30ml) .

1

and a split specimen (15mI) and seal and label them in front of the employee. The employee. 7 -

will then be instructed to initial the labels to verify the specimen

Step 5 of the Custody and Controt Form (CCF) miust be completed by the employee At thts E o

time the employee may also wish to md1cate on the back of thelr copy of the CCF any '

‘medications that are currently being used, in the event the Medical Review Officer (MRO)

- contacts the employee to discuss the results of the test. Refusal to sign the form does not

I

ERERRE 57+

13,

constitute a réfusal fo test but wrll be noted by the eolleetor i the remarks seeﬁon ef the, _

CCF

The colleetor wdl complete their portlon of f.he CCF and place the spee}men bottles aind copy- PR E

one of the CCF inside 4 leak-resistant plastie pouch in front of the employee

The test results will be conﬁdentxally iransmitted from the laboratory to-the MRO in atimely
- manner. The MRO will then contact the employee andfor City representatlve (1f necessary) S
_per Part 40.131. ' g
If the test result of the primary specimmen is posxtwe the employee may request wrthm 72
_hours of receiving the positive fest results, that the MRO direct that the split specinien be - -

~tested in the same or a different DHHScertified laboratory for presence of the drug(s) for' .

14

which a pos1t1ve result was obtained in the test of the primary specimen.

Onee the City is notified by the MRO of a verified posztwe ‘positive drlute adulterated oF f

"+ substifuted test Fesult, the City must imitiediately - remove the employee: ﬁ'om the safety~

.. sensitive lob duties and cannot return the employee o safety -sensitive duty until they have © . e
e sueeessfully completed the retum-to—duty proeess The employee will also be removed from S
the position pending the result of the test of the split specimen. . R
If the result of the test of the spht speclmen fails to reconfirm thé presence of the drug(s) or R
" drug metabolite(s) found in the primary specimen, the MRO shall cancel the test. . S
The employee will be. directed to provide another specimen immediately if the City is notlﬁed e

16..

18,

of a cancelled test result for a pre—employment, return-to-duty or follow-up test.

In situations wherc an employee does not provide’ enough specimen they will be directed to o

obtain, within 5 days, an evaluation from a licensed physician acceptable to the MRO, who

"has expertise in the medical issues raised by fallmg to provide enough specimen. :
Employees will be required to complete and sign various forms used to document the testing .
- and chain of custody process Refusal to s1gn the test form(s) will be regarded as a refuisal to -

. take thetest. - r
‘Refusal by an employee to complete and s:gn the test and chain of custody forms, to prov1de :
~ an adequate- amount of urine (to be decided on a case-by-case basis) or otherwise failure to

. cooperate with the testing process in a way that prevents the completion of the test w1ll be

oo~ .. considered grounds. for disciplinary action, up to and including termination.
20

In the event of confhetmg results between the 1n1t1al test and the conﬁrmatmn test, the )

2015 2016 Agreement between City of Onalaska and WPPA OPPA
: . 32 -



confirmation test results will determine the outcome of the test.

4. Results of a Positive Alcohot or Drug Test - Any employee who tests positive for drugs or for alcohol

concentration of 0.02 or higher is subject to discipline, up to and including termination.

As with an alcohol misuse v10la’oon the City of Onalaska is required to act upon a posmve drug
test result in the following manner:

1

Remove the employee from their position. If the removal is the result of a positive drug test, -
‘the removal will only take place after the employee has been allowed to meet or speak with a
MRO in order to determine that the positive drug test did not result from the authorized use of
a controlled substance;

Prior to the employee’s return to work:

a.

The employee will be referred the employee to the City of Onalaska s EAP for

~ assessment of an alcohol problem and a determination of whether participation in a -

treatment program is necessary OR for assessment and subsequent compliance thh a
recommended rehabilitation after a determination that a drug problem exists;. o
Obtain verification from a substance abuse professional that the employee has complied .
with any requn‘ed rehabilitation or treatment prograrm;

Employee must be evaluated by a substance abuse professmnal or MRO and determmed-
to be fit fo return to work prier to their release of the employee;

Retest fo ver1fy a negative resuft on a drug test or that the employee s aleohol--

- concentration is below 0.02.

The employee will enter a Last Chance Agreement with the Clty outlmmg the eondmons
of the Last Chance Agreement and the respons1b1ht1es of the employee wh1ch may
include but are not Hmited to:

. consent for follow up testing, abstaining from: all drug/aleohel use during werk, :
.~ tefraining from bringing drug/alcohol paraphemalia on City property, and havmg 5 Ta S

~further policy violations.

. Employee must have a negative result on a return-to-duty drug test. Follow—up testmg to
‘nionitor the emiployee’s continued abstinence from drug use will be requlred if the employee
s determme& as needing rehabilitation as speeified by the EAP and/or Outpatieni Counselor '

" to whom the employee is referred by the EAP.

~ For purposes of determining drug test results, a diluted test resuit shall be eons:dered a,-

positive test result.

If the confirmation test level is between 0.02 and 0.039 percent the employee will be removed_' |
from the safety-sensitive position for a mlmmum of 24 hours followmg admm1strat10n of the test.

In the event that an employee is reqmred to eomply with breath or saliva testmg as aresult ofa
law enforcement investigation; the employee must submit to the examination. The test will be
considered enforceable for purposes of this policy, if the testing officer is a qualified BAT and the
EBT that was used for the test has been certified by the State of W1sconsm or -a local law .

.enforcement agency. '

-Prescrlptlon Drugs

Before performing work-related duues employees must notify their superv1sor if they are taking any
legally prescribed medication, therapeutic drug, or any non-prescription drug which contains any
measurable amount of alcohol or which carries a warning label that indicated the employee’s mental
. functioning, motor skills, or judgment may be adversely affected by the use of this medication. A written -
-report of this notification is to be filed by the supervisor with Human Resources It is the responmbﬂ:ly of
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* the employee to inform his/her physician of the type of work that the employee performs in order that the

physician may determine if the prescribed substance could inferfere with the safe and effective.

performance of the employee’s’ duties or operation of City equipment. However, as required by the

- Federal Regulations, any employee who uses or possésses medication containing alcohol while on duty or .

who tests positive for alcohol will be removed from his/her position, and be sub_]ect to the alcohol
'_provnsmns of this policy, even though-the reason for the positive alcohol test is the fact that the
:employee s prescription or non-prescription medleatxon contains alcohoi

" A legally prescribed drug is one where the employee has a prescriptl'on or other written approval from a-
physician for the use of the drug in the course of medical treatment. The prescription must include the .

patlent’s name, the name of the substance, quantity/amount to be taken, and the period of authorization.
. The misuse or abuse of legal drugs while performing City busmess is pl'Ohlblted by City policy.

' -’Regmrements for Agencies Recelvmg Federal Flmds

Under the Drug-Free Workplace Act of 1988 as amended, any C1ty ageney with a Federal contract of
© $25,000 of iore, or that receives funds through Federal grants must report to the granting Federal agency

the name of any employee who is convicted of a ertminal drug offense that takes place in the workplace

i “The report muist be made to the Federal agency issuing the contract or giant within ten (10) calendar days . ~
. after receiving notice of the conviction. Centractors and grantees who fall to report a conviction may be’
. subject to one or more of the foitomng sarictions:

I Suspensmn of payntents under the grant;
2. Suspension or terminatio of the grant; arid - '
3. Suspensmn or debarment of the grantee from grants for a maxrmum penocf of ﬁve (S) years.

. -',Clty agenCIes that have Federal contraets or grants are encouraged i) contact the i 1ssumg Federal agency B
.about reportm g requlrements under the Drug—Free Workplace Act

--Conﬁdenhahw of Reeords ' o
.. The City respects the confi dent}ahty and pnvaey right of aIi of its emponees Accordmgly, the resulis of

any test administered under this Policy and the identity of any employee participating in the City’s EAP . o

‘or other assessment or treatment program will not be revéaled by the Cify to afiyene except as requlred by

" law. The City will release any employee’s records as dirécted by the express written consent of the
" emplayee’ authonzmg release fo an identified person. In addition, the City will ensure that any lab or

* - agency used to. conduct testmg uoder thls Pohcy wﬁi mamtam the conﬁdentlahty of employee test .
S "records ' SR -

= ..However the lab or testing agency will disclose information related to a positive drug or alcohol test of - -
~‘any individual to-the City of Onalaska’s designee. The City may disclose this information to the =
_employee or to the decision maker ih a lawsuit, grievance, or other- proceedmg by or on behalf of the =~
individual which arises from any action taken in response toa p031t1ve drug or alcohol test; or as reqmred '
DL by law mcludmg court orders or subpoenas : :

' - The Medlcai Rev16w Ofﬁcer (MRO) will not Ieveal individual test results to anyone except the City of
. Onalaska’s designee, unless the MRO has been presented with a written authorization from the tested-

employee. The MRO may reveal to the City of Onalaska’s designee relevant information as to whether

- the employee is qualified to perform safety-sensitive functions or whether the employee has tested.
- positive for alcohol or a controlied substance. The- City may disclose thls information to the employee or

to the decision maker in a lawsuit, grievanee or other proceeding on behalf of the individual which arises
from anty action taken in response to a positive drug or alcohol test; or as required by law, mcludmg court

orders and subpoenas or upon the tested employee’s written authorization and consent.

- Al records reiated to drug and alcohol tests of 1nd1v1dua1 employees w111 be mamtamed in 1nd1v1dual files
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separate from the employee’s personnel file. These records will be stored in a locked cabinet and access

-will only be allowed to those City employees who have a legitimate need to review the records of a
~ particular employee.

Definitions

1.

Adulterated Specimen: A spee1men that contains a substance that is not expected to be present in -
human urine, or contains a substance expected to be present but is at a concenfration so high that it is
not consistent with human urine.

Alcohol Concentration: The alcohol in a volume of breath expressed in terms of grams of alcohol
per 210 liters of breath as indicated by a breath test under this part.

Alcohol Confirmation Test: A subsequent test using an EBT, following a screening test with a
result of 0.02 or greater, that provides quantitative data about the alcohol concentration.

Alcohol Screening Device (ASD): A breath or saliva device, other than an EBT, that is approved by
the National Highway Traffic Safety Administration (NHTSA) and placed on a conformmg products

~ list (CPL) for such devices.

Alcohol Screening Test: An analytlcal procedure to determme whether an employee may have i

‘prohibited concentration of alcehiol in a breath or saliva specimen.

Breath Aleohol Technician (BAT): An individual who mstructs and ass1sts 1nd1v1duals in the
alcohol testing process and operates an EBT. -

Caneelled Test: A drug or alcohel test that has & problem uienttf ed that carmot be or has not been '

* corrected, or which this part otherw1se requires to be cancelled. A cancelled test is neither a posrtwe

nor a negative test.

Chain of Custody (CCF) The procedure used o document the handling of the urine specrmen from
the time the employee gives the specimen to the collector until the specimen is destroyed. Tl‘l]S
proeedure uses the Federal Drug Testing Custody and Control Form (CCF).

. Confirmation (or Confirmatery) Test: In drug testing, a second analytical proeedure fo identify the' |

presence of a specific drug or metabolite that is mdependent of the screening test and that uses 4.
different technique and chenical prmeiple from that of the screemng test to ensure reliability and -

- accuracy. In alcohol testing, a second test, following a screenmg test w1th a result of 0.02 or greater,

~ which provides quantitative data of alcohol concentration.
" 10:

Confirmation Validity Test: A second test performed on'a urme spec1men to further support a'
- “yalidity test result.
Confirmed Drug Test: A conﬁnnat1on test result recewed by an MRO ﬁom a laboratory.

1L

12: Consortium/Third Party Administrator (C!TPA) A service agent who- prowdes or-coordinates

- the provision of a variety of drug and alcohol testing services to employers. C/TPAs typ1cally

perform administrative tasks concerning the operation of the employers’ drug and alcohol testing

- programs. This term includes, but is not limited to, groups of employers who join together to-

4.

administer, as a single entity, the DOT drug and alcohol testmg programs of its members. C/TPAs

" are not “employers” for purposes of this part.
13.

Designated Employer Representative (DER): An employee authorlzed by the employer to take

“immediate action(s) to remove employees from duties, or cause employees to be removed from these
"covered duties, and to make required decisions in the testing and evaluation processes. The DER also

receives test results and other communications for the employer, consistent with the requirements of
49 CFR Part 40. Service agents cannot act as DERs.

Dilute Specimen: A specimen with creatinine and specific gravity values that are lower than
expected for human urine. A dilute test will be reported as positive or negative. For a positive dilute

test the employer treats the result as a positive test and removes the employee from safety-sensitive

duty. For a negative dilute test, the employer may require, as.a matter of policy, employees to retest
without direct observation. The second fest is the test of record even if the second test is also

" negative dilute.

15.

Drug Metabolite: The -specific substance ‘produced when the human body metabolizes a given
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16.

- prohibited drug as it passes through the body and is excreted i urine,
Drug Test: The laboratory analysis of a urine specimen collected in accordance with 49 CFR Part 40 :

. and analyzed in a Department of Health and Human Services (DHHS) approved laboratory.
17,

Evidential Breath Testing Device (EBT): An EBT approved by the National Traffic Safety
Administration (NHTSA) for the evidential testing of breath and placed on NHTSA’s Conformmg,

- Products List of Evidential Breath Measurement Devices (CPL).

18.

19,

20;

_Invalrd Drug Test: The result of a drug test for a urine specimen that contains an unidentified
adulterant or an unidentified interfering substance, has abnormal physical characteristics, or hds an

endogenous substance at an abnormal concentration that prevents the laboratory from completlng or
obtaining a valid drug test result.

Initial Validity Test: The first test. used to determme if a specimen is adulterated diluted, or
substituted. :

Medical Review Officer (MRO): A person who isa lrcensed phys1cran and is responsible for

receiving and reviewing laboratory results generated by an employer’s drug testing program and .
- evaluating medical explanations for certain drug test resuits.
S #

Negative Test Result: Drug test with a verified presence of the rdentrﬁed drug or its metabohte- -

" below the minimum levels specified in 49 CFR Part 40, as amended An alcohol concentratron of less

2 )
- -metabolites. Non-negatrve results are consrdered a posrtrve test or refusal to test if MRO eannot’_" o
. determine legitimate medical explanatlon

"~ - safety-sensitive finetion and includes any period in-which, he or she is actually perforrmng, ready to
* perform, or immediately avarlable to perform such functions. .

e 24 Positive Test: Drig test with a verified presence of the- 1dent1ﬁed drug OF rts metaboltte at or rabove .

‘than 0.02 BAC is a negative test result.

Non-negative Test: Test result found to be adulterated substttute, mval;d er posmve for drug!clrug

Performing (a safety sensitive function): A covered employee is conmdered to be performmg a

" the minimum levels specified in 49 CFR Part 40, as amended. A posrtrve alcohol test result means a

) 25.

- confirmed alcoliol concentration of 6.04 BAC, or greater _ _
Post-Accident Test:. A drug test administered o an ‘employee. wﬁen an acc:dent (as prevxously'
" defined) has occrirred and the employee performed a safety-sensitive | funetion that either confributed

to the accident, or cannot be completely dlscounted asa contnbutmg factor in the accident.

6. Primary Speelmem In drug testing, the urine specimen bottle that is opened. and_ tested by a pﬂmary R
o laboratory | to determine whether the employee has a drug or drug metabolite in their system; and for
. the purpose of validity: testing. ‘The prnnary specunen is drstmgmshed ffom the spht specnnen
.- defined in this section. : :
7. Pre-Employment Test: A drug test grven to-an apphcant or employee who is laemg consrdered for a.
- safety-sensitive posttion. - The test is also administered when transferring an employee from a non- -
safety-sensitive position to a safety-sensitive position. Employers are also required to conduct a pre-

- employment test when a covered employee or applicant has not performed a safety-sensitive function

-for 90 conseeutive: calendar days regardless of the reason, and-the employee.has not been in. the. '.

- employer’s random selection pool-during that tinie, The- apphcant or empioyee must be informed of

Y

2.

the purpose for the urine collection prior to actual collection. _
Random Test: A drug test administered annually to a predetemnned percentage of employees who .
petform safety-sensitive functions and who are selected ona scrennﬁcally defensrble random- and
unannounced basis. - ' : -
Reasonable Cause Test: ‘A drug test givento a current employee who performs ina safety—sensmve
position, and who is reasonable suspected by one or more tramed supemsors or company ofﬁclals of

~ using a prohibited drug or misusing alcohol.

- 30,

Refusal to Test: A covered employee fails to’ prov:de a urine sample as requrred by 49 CFR Part 40,
without a valid medical explanation, after they have recewed notice of the requirement to be tested in
accordance with the prov131ons of this subpart, or engages in conduct that clearly obstructs the testing

 process. An employee is considered to have refused to test if they fail to do.the following: (1)
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31.

- 32,

Appear for any test within a reasonable time, as determined by the employer after being directed to

‘do so by the employer; (2) Remain at the testing site until the testing process is complete; (3) Provide

a urine or breath specimen for any drug test required by.this part or DOT agency regulations; (4). In
the case of a directly observed or monitored collection in a drug test, fails to permit the observation or
monitoring of your provision of a specimen; (5) Provide a sufficient amount of urine or breath when
directed, and it has been determined, through a required medical evaluation, that there was not
adequate medical explanation for the failure; (6) Declines to take a second test the employer or
collector has directed them to take; (7) Undergo a medical examination or evaluation, as directed by -
the MRO as part of the verification process, or as directed by the DER as part of the “shy bladder” or

“shy lung” procedures; (8) Cooperate with any part of the testing process (i.e. refuse to empty pockets

when so directed by the collector, beliave in a confrontational way that disrupts the collection

process), if the MRO reports that thiere is verified adulterated, or substituted test result; or (9) Sign

“step 2” of the alcohol testing form.

Return-to-duty Test: An initial drug test prror to return to duty given to employees performing in

safety-sensitive functions who previously tested positive to a drug test and are returning to safety-

 sensitive positions. A refurn-to-duty test is also- requlred of an mdmdual who has refused anothér

type of test tequired by the FTA rule. . _
Safety-sensitive Function: Any of the following duties are cons1dered safety-sen51t1ve (1)
Operating a revenue service vehicle, including when not in revenue service; (2) Operating a npon-

revente service vehicle; when requxred to be operated by a holder of a Commercial Driver’s License;

{3} Controlling drspatch or movement of a revenue service vehicle; (4) Mamtammg & fevenue service
vehicle or equipment used in revenue service, unless the recipient receives section 18 fundmg and
contracts out such services; and (5) Carrying a firearm for security purposes.

Screemng Test (or initial test) In drug testing, an immunoassay screen to eliminate “negative™

“urine specimens from further analysis. In aleohol testing, an analytic procedure tor determme whether. .

: 34,

: 35.

‘an employee may have a prohibited concentration of alcohol in a breath specimen. :
_Screemng Test Technician (S¥T): A person who instruets and assrsts employees in the aleoho['

testing process and operates an ASD.
Split-Specimen: In drug testing, a pait of the urine specimen that is sent to a primary laboratory and .

" retained unopened, and is transported to a second laboratory i the event that the employée requests

that it be tested following a verlﬁed posmve test of the primary specrmen or a verified adulteratei or

. substituted test resuit.

36,

37,

Stand-Down: The practice of temporarrly removing an employee from the performanee of safety— o
sensitive functions based only on a report from a laberatory to the MRO of a confirmed pesitive: tést

for a drug or drug metabolite, an adulterated test, or a substituted test, before the MRO has completed: o

verification of the test result.

Substance Abuse Professionai (SAP) - A person who evaluates employee who have v1olated a DOT

drug and alcohol regulation and makes recommendatrons eoncernmg education, treatment, follow -up

' testing and aftercare.

. 38,
" 30.
40.
- 41,

42,

Substituted Specimen: A specrmen wrth creatinine and specrﬁc gravrty values that are so

diminished that they are not consistent with human urine.

Valrdlty Testing: The evaluation of the specimen to determine if it is cons1stent with normal human
urine. The purpose of the validity testmg is to determine whether certain adulterants or foreign
substances were added to the urine, if the urine was diluted, or if the specimen was substituted.
Verified Negative (drug test result): A drug test reviewed by an MRO and determined to nave no.
evidence of prohibited drug use.

Verified Positive (drug test result): A drug test result reviewed by an MRO and determined to have
evidence of prohibited drug use. _
Verified Test: A drug test result or validity testmg result from a Department of Health and Human
Services certified laboratory that has undergone review and final determination by the MRO.
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CHECKLIST FOR REASONABLE SUSPICION TESTING

E] 1. Upon the employee 5 removal from the _]ob site, the superv1sor or department head should contact
' " the Human Resource Department and when applicable their Department Head. If the contact’ .
. cantiot-be made at that time; the supervisor should proceed to the next step of this procedure and
make contact with the Human Resource Department and their Department Head as soom. =

: thereafter as possrble ‘ o

D 2. The superwsor or department head is to then take the employee to the collectlon site for drug- '
and!or alcohol testmg, and must remam at the s1te unt1l the test is completed

13 1 the alcohol test is conducted more than two (2) hours, but less than eight (8) hours, after the -
supervisor or department head makes th¢ reasonable suspicion determination, the supervisor or
. department head wilf complete a réport explammg the reason for the delay in conducting the test.
" Hthe alcohol test.is nat conducted within eight {8) hours after the supervrsor or department head:.

makes such reasonsble suspicion- determmaron or. if the dmg tést is not conducted- withiti S

twenty—four (24) hours after such defermination, the supervisor ¢ or department head wrll eomplete
a report explammg the reasons why the test was not conducted :

deparhn”nt head may take the employee home A

'. _. them up or the supe OF ¢

: l:L 5. The employee is to be ad
test results arg known (tln
_ employee s status

i not to report to work The Clty w11l; contact the employee once the‘ e e
ally takes 24-48 hours} and a deetsmn has t)een made as to the.'j EERCR

D 6. The results of the drug and/or aIeohol test will be sent d1rectty to the Human Res0urees L

, _Deparl:ment ‘When the resulfs are
- meet with the I—Iuman Res
o taken S ; B

17, 'I'hls is.a eonf'_ dentia
. disciissed. or shared

anyone: ‘whe doés not need to kiow. . Likewise, a supervisor of -

tained, the employee’s supervisor and department head will - -~ -
€s Department ter determme the appropnate course Of actiont to be.

est resilts wrll be. held strtct’ly conﬁdentlal aad afe not toe he ST

department head ‘muist not dlscuss the suspected reason for a referral or tennmatlon wrth anyone KUy

- - 'who.does not need to) know

] 8. Once the test has beenf completed and the employee has been taken home the supemsor or
: department head must submit a written report to the Human Resources Department outlining in- -

- detail what happeéned and what behavior was observed that let the supetvisor or department head . _
to believe the employee was under the mﬂuence of alcohol and/or drugs Thls report is to be -
done wzthm 24 hours of testmg S : : '
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