
Public Notice of the Village of Cambridge, pursuant to Section 19.84, Wisconsin Statutes, is hereby given 
to the public and to the news media, that the following meeting will be held: 

 
PERSONNEL COMMITTEE 

 
DATE: THURSDAY OCTOBER 9, 2025,     TIME: 6:00 PM 
 
LOCATION:               AMUNDSON COMMUNITY CENTER-COMMUNITY ROOM 

200 SPRING ST.  
CAMBRIDGE, WI 53523  

 
1. CALL TO ORDER 

 
2. ROLL CALL 

 
3. PROOF OF POSTING 

 
4. PUBLIC COMMENT 

 
5. APPROVAL OF MINUTES 

A. September 25, 2025 
 

6. CLOSED SESSION PER WIS. STAT. § 19.85(1)(c): Employee hours, pay, benefits, job duties/job 
descriptions, employee development, and cross-training.   
   

7. RECONVENE INTO OPEN SESSION 
 

8. POSSIBLE ACTION ON ITEMS DISCUSSED IN CLOSED SESSION 
 

9. UNFINISHED BUSINESS – ACTION REQUIRED 
A. Discussion and possible action regarding Employee Handbook 
B. Discussion and possible action regarding Public Works Time Sheet 

10. UNFINISHED BUSINESS – NO ACTION REQUIRED 
A. Open Enrollment Update 
B. Smart Goals Update 

 
11. NEW BUSINESS – ACTION REQUIRED 

A. Discussion and possible action regarding Workplace Conduct Policy 
B. Discussion and possible action regarding Leave & Income Continuation Insurance (ICI) 

Coordination Policy 
C. Discussion and possible action regarding Village Hall – Office Hours 
D. Discussion and possible action regarding Village Hall Safety and Security 
E. Discussion and possible action regarding Volunteering 
F. Discussion and possible action regarding 2026 employee training 

12. CORRESPONDENCE 



 
13. REFERRALS 

 
14. ANNOUNCEMENTS 

 
15. OTHER BUSINESS FOR COMMITTEE CONSIDERATION 

 
16. ADJOURNMENT 

 
 
 
Posted: October 7, 2025 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: 
Individuals who need special accommodations are encouraged to call (608) 423-3712 at least 24 hours before the meeting. 
A quorum of the Village Board may be present to gather information related to their duties as Village Trustees; however, no 
official business will be conducted, and no action will be taken by the Board at this meeting. For more detailed information 
about agenda items, please contact (608) 423-3712. 



Village Of Cambridge 
Personnel Committee Meeting 

Amundson Community Center, Community Room 
200 Spring St, Cambridge 

Wednesday September 3rd, 2025, 5:30pm 
Minutes  

  
1. Call To Order/Roll Call: Chair Kreklau called the meeting to order at 5:35 pm. 

Members present: Trustees Blackwell, Trendel, and Kreklau. Others present: Lucy 
Peterson, Administrator/Treasurer/Deputy Clerk. 
 

2. Proof of Posting: The agenda was posted in the upper and lower levels of the 
Amundson Community Center, Cambridge Post Office, Badger Bank, and the Village 
Website. 
 

3. Public Comment: None 
 

4. Approval of Minutes 
a. Approval of Personnel Committee Minutes: August 28, 2025 

Trustee Blackwood made a motion to approve the minutes as presented, seconded by 
Trustee Trendel. Motion carried.  

 
Trustee Blackwood made a motion to move up item 6 seconded by Trustee Trendel. 
Motion carried.  
 

5. Convene into Closed Session per 19.85(1)(c) of the Wisconsin Statutes to 
consider the employment, promotion, compensation or performance evaluation 
data of Village employees, including matters related to staff employment and 
compensation.  
Trustee Blackwood made a motion to convene into closed session per 19.85(1)(c) of the 
Wisconsin Statutes to consider the employment, promotion, compensation, or 
performance evaluation data of Village employees: including matters related to staff 
employment and compensation, seconded by Trustee Kreklau. Motion carried on a 3-0 
roll call vote. 
 

6. Reconvene into Open Session 
Trustee Blackwood made a motion to reconvene into Open Session, seconded by Trustee 
Kreklau. Motion carried on a 3-0 roll call vote.  
 

7. Possible action taken on closed session items. 
Trustee Trendel made a motion to recommend to the Village Board to approve the three-
month review for the Village Administrator and salary increase, seconded by Trustee 
Blackwood. Motion carried on a 3-0 roll call vote. 

 
7. Discussion and Possible Action Regarding:  

a. Review and Revision of Employee Handbook on Personnel Records (pg. 
7) through Employment Policies (ending on pg. 12) 

This item was postponed until next meeting. 
 

8. Any Other Business to be Brought Before the Committee: Add Volunteering and 
Public Works timesheet to the next Personnel Committee agenda. 

 



9. Adjournment 
Trustee Blackwood made a motion to adjourn the meeting, seconded by Trustee Trendel. 
Motion Carried. The meeting was adjourned at 8:18 p.m. 

 
 
NOTE: 

1. Persons needing special accommodations should call 423-3712 at least 24 hours prior to the meeting. 
2. A quorum of the Village Board may attend this meeting for the purpose of gathering information relevant to their 

responsibilities as Village Trustees.  No matters shall be considered by said Village Board members nor shall 
any action be taken by said Village Board members at this meeting. 

3. More specific information about agenda items may be obtained by calling 423-3712. 
 
Lucy Peterson, Administrator/Treasurer/Deputy Clerk 
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INTRODUCTION 

We are pleased that you have chosen our Village as the place you wish to work. Every job in this 
organization is important. Each employee's position plays a vital role in making the Village of Cambridge an 
outstanding organization. In order to provide Village services in the most professional manner and with the 
highest ethical standards, it is important for each employee of the Village of Cambridge to understand their 
responsibilities and obligations, as well as the many benefits of employment with the Village. 

 
The Village of Cambridge is devoted to producing the best quality of life for its residents. We need your help 
to keep the quality of our community at a high standard. Please remember as you read this guidebook and 
as you perform your job with the Village, that you play a very important part in making these things come 
true. Your work will determine your future and the Village's future. This manual has been prepared to assist 
you in becoming acquainted with your job with the Village. Please take time to read through the manual. 

We are confident that you will progress and achieve success at the Village of Cambridge and we hope your 
experience with us will be satisfying and beneficial both to you and to our village. If you have any questions, 
about this handbook or any other aspect of your employment at the Village of Cambridge, please do not 
hesitate to ask your supervisor, fhe Village Administrator/Clerk/Deputy Treasurer or any member ofthe 
Village Board. 

 
The policies and procedures summarized in the manual are presented as information only and are not 
conditions of employment. The Village of Cambridge reserves the right to modify, suspend, revoke, 
terminate or change in whole or in part, any of its policies, procedures, practices or benefits at any time with 
or without notice. The language used in this manual is not intended to create, nor is it to be construed to 
constitute, a contract between the Village of Cambridge and any one or all of its employees. No 
representative of the Village of Cambridge other than the Village Board has any authority to enter into any 
agreement of employment for any specified period of time. 

Welcome 

Welcome to the Village of Cambridge. As a new employee, you will be providing a valuable service to the 
citizens of Cambridge and we hope that you will find your new position interesting and rewarding. 

This handbook should answer some of the questions you may have about working for the Village of 
Cambridge. Please read the handbook carefully and refer to it as necessary. This handbook is aconvenient 
summary guide; it is not a comprehensive list of the Village's personnel policies nor is it intended to create 
a contract. This handbook addresses matters of interest for all employees, althoughthe benefit summary 
is intended primarily for full-time employees. Temporary employees are not eligible for Village benefits, 
except as required by state law or as outlined in this handbook. 

 
Personnel issues and concerns should be directed to the Administrator/Clerk/Deputy Treasurer, who will 
then refer them to the Personnel Committee for further consideration. Personnel Committee 
recommendations are approved by the Board of Trustees, which has final authority. 

 
Our Mission as Public Employees 

 
The primary purpose of local government is to provide service to its citizens. As an employee of the Village 
of Cambridge, your job is to serve and assist the residents of our community and those visiting or doing 
business here. 

Our mission is to work together to effectively and efficiently serve the residents of Cambridge. The "team 
management" concept is necessary with everyone working together, in a trustworthy and loyal manner, to 
provide the best service possible to our residents. 
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About Cambridge 

 
In beautiful south central Wisconsin, on the edge of Dane and Jefferson counties, lies the village of 
Cambridge, population 1175. We are located 20 minutes east of Madison, 30 minutes northeast of 
Janesville and one hour west of Milwaukee. Our close proximity to major cities, as well as the Interstate, 
offers an ideal location making Cambridge a great place to work or call home. We are also home to many 
thriving businesses, unique shops and a strong school district in addition to many parks, recreational 
opportunities and beautiful Lake Ripley. 

Village offices are housed in the Amundson Community Center. The center includes areas for community 
and senior activities as well as houses the Cambridge Community Library. The village has about nine 
employees and about six library employees. Police services are contracted with Dane County Sheriff's 
Department. Cambridge has a volunteer Fire Department and a Community Activities (Recreation) Program. 

 
Organizational Chart 

 
YourThe Village of Cambridge of Overview of Cambridge  Village Government 
 
     Village Board: 
 
     Village President: 
 
      Village Adminstrator: 
 
        Village Treasurer: 
 
         Library Director: 
 
        Boards and Committees: 
 
          
 
       
 

The Village of Cambridge operates under a Board of Trustees form of government. The Village Board 
consists of 6 trustees and 1 President that also serves as a trustee.  There are seven Board members. 
Elections are held on a non-partisan basis in April of each year, preceded by a February primary if there 
are more than six candidates for the same office. Half of the trustees are elected at large. Village voters 
also choose a president, who by virtue of his or her office is a trustee.  If there are more than three candidates 
for Village President a primary is held in February.  The Village President presides and votes at all meetings 
of the board, and signs ordinances and other official documents. 

 
The Village Board has responsibility for  Village policy and ordinances, oversight of the village budget and 
financial obligations, and authorizes the dispursement of public funds. The Village Board hires a Village 
Administrator who is the Chief Executive Officer responsible for the administration of the Village.  The offices 
of clerk and treasurer are provided for under state law, but may be combined and filled through appointment.   
 
The Village Administrator reports to the Board of Trustees and is responsible for implementing Board policy 
and procedures.  All department heads except the Library Director reports to the Village Administrator.  The 
Library Director reports to the Library Board.   

 
 

 
 
 
 

Organizational Chart 

Formatted: Font color: Custom Color(RGB(66,66,66))
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The Village of Cambridge operates under a Board of Trustees form of government. There are seven Board 
members. Each Board member is elected from the Village at-large for overlapping two year terms. Elections 
are held on a non-partisan basis in April of each year, preceded by a February primary if there are more 
than two candidates for the same office. Half of the trustees are elected each year to provide continuity to 
the board. Village voters also choose a president, who by virtue of his or her office is a trustee. That person 
presides and votes at all meetings of the board, and signs ordinances and other official documents. 

 
The Village Board makes Village policy, adopts the Village budget, and appropriates funds. The Village 
Board hires a Village Administrator/Clerk/Deputy Treasurer who is the Chief Executive Officer responsible 
for the administration of the Village. 

 
The Village Administrator/Clerk/Deputy Treasurer is responsible for the general administration of all Village 
business and coordinates Department Heads. The Department Heads and all other Village employees 
assist the Village Administrator/Clerk/Deputy Treasurer in providing the services legislated by the Village 
Board for the citizens of Cambridge. 

 
You are one of these important employees, without whom the Village would be unable to function. Your 
contribution to this organization is a major factor in the success of the Village to provide the great quality 
of life Cambridge residents have come to expect and appreciate. 

Village offices are housed in the Amundson Community Center. The center includes areas for community 
and senior activities as well as houses the Cambridge Community Library. The village has about nine 
employees and about six library employees. Police services are contracted with Dane County Sheriff's 
Department. Fire Protection and Emergency services are provided by the Cambridge Community Fire & 
EMS Commission .  The Cambridge Village Library is located adjacent to the Amundson Community Center 
and Village Offices.has a volunteer Fire Department and a Community Activities (Recreation) Program. 

 

The Village as an Employer: 

 

 
 

 
Our Goals and Service Philosophy 

 
The following long term goals have been established to guide you in providing Village services. It is 
important that you understand why you are doing your job, you become familiar with these goals, and you 
always strive to provide services in a manner consistent with them. 

 
• Provide quality, economical, efficient, and effective services in an equitable manner. 
• Involve citizens in the decision-making process and be responsive to their input. 
• Provide professional management in a fiscally responsive manner with the highest standard 

of integrity. 
 

Similarly, we recognize a management philosophy that puts the citizen first. Citizens are the focus of all of 
our services. Therefore, it is important that you support the efforts of the Village Board and the Village 
Administrator/Clerk/Deputy Treasurer in governing the Village, and always maintain ethical conduct. 

 
Commitment to Customer Service 

 
When you have contact with citizens, you are expected to promote the Village's best interest and build 
citizen goodwill. When you come in contact with a member of the public, you are the "Village," and the only 
employee with whom a citizen might talk. The citizen judges the character of the entire Village government 
based upon the way you perform, your attitude and appearance. 

 
Please listen carefully to customer inquiries and complaints and then respond in a courteous, professional 
manner. Take a sincere interest in a customer's questions and never lose your temper, even if a customer 
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should become inconsiderate with you. 
 

If a controversy with a customer arises, attempt to explain Village policy clearly yet respectfully. You cannot 
know all the answers, but you may refer the citizen seeking information to the right source. If a customer 
becomes unreasonable and you cannot resolve the problem, refer the customer to yoursupervisor. This 
assures that both you and the customer remain satisfied. 
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The same customer relations policies that apply to in-person customer relations also apply to telephone 
contacts. Answer the telephone promptly and be courteous and friendly to the caller. If a call is misdirected 
to your phone, determine the correct destination of the call and arrange for its transfer. 

 
EMPLOYMENT POLICIES 

The Village of Cambridge is an Equal Opportunity Employer. It is our policy to administer all of our 
employment policies in a nondiscriminatory manner without regard to race, color, religion, sex, age, national 
origin, physical disability, or any legally protected group. 

 
At-Will Status of Employees 

 
As a matter of policy, the Village does not enter into written or oral contracts or agreements guaranteeing 
employment or compensation for any particular period of time with any individual employees. No employee 
is authorized to make guarantees of employment or compensation. Employment with the Village is at-will 
- that is, employment may be terminated with or without cause and with or without notice at any time by the 
employee or the Village. Nothing in the employee manual or any other document or statement shall limit 
the right to terminate employment at-will.No provision in this handbook or any other communication – written 
or oral – shall be construed to modify the at-will employment relationship or restrict the employer’s right to 
terminate employment at any time, for any lawful reason or no reason. No express or implied agreement to 
the contrary may be made unless it is made by the Village Board and only if the Village Board does so in a 
formal written agreement that is signed by both the Village President and the employee. 

 
Physical Examination 

 
Upon offer of employment, the Village may require the selected candidate to undergo a physical 
examination by the Village physician, at the Village's expense. The purpose of the physical examination is 
to assure that the candidate is physically fit to perform the essential job duties and functions of the position 
as detailed in the job description. 

 
Federal Controlled Substances and Alcohol Use and Testing Rules for Employees with Commercial Driver's 
Licenses 

 
In accordance with Federal Register 49 CFR Part 382, the Village will request alcohol and controlled 
substances information from the previous employer of any employee who possesses and is expected to 
use for Village business a Commercial Driver's License (CDL). 

 
Personnel Records 

 
It is important the Clerk's office has current information on you in case of an emergency and for 
administrative needs. You are responsible for keeping the office informed of any change in your name, 
address, marital status, number of eligible dependents, or beneficiaries, and for providing appropriate 
Federal and State withholding information; accurately completing your time cards; and reporting 
absences. 

 
Wisconsin State law has established that public employee disciplinary or personnel records are not exempt 
from disclosure under the open records law unless the public interest in Keeping the records confidential 
outweighs the presumed substantial public interest in disclosure of the records. A Village employee whose 
privacy or reputational interests will be impacted by disclosure of information requested under the open 
records law has a right to notice and judicial review of the custodian's decision to disclosethe information, 
regardless of who the public records custodian is. 

 
If your personal employment information is requested in an open records request, you will be given a notice 
describing the requested record and an explanation of your rights to file a notice of intent to appeal.and also 
to seek a court order restraining access to the record. The law prohibits the release of the record until the 
matter has made its way all the way through the various courts and all the appeal periods have run. If you 
have questions about the disclosure of your personnel record information, please contact the 
Administrator/Clerk/Deputy Treasurer. 
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Ethical Standards/Conflict of Interest 
 

The Village of Cambridge has an excellent reputation for conducting its business activities with integrity, 
fairness, and in accordance with the highest ethical standards. 

 
Employees must bring overall ethical and professional behavior to the job. Our demands for excellence and 
the preservation of our integrity, objectivity and complete fairness are distinguishing characteristics ofthe 
Village. The discovery of any questionable, fraudulent or illegal activities, offers or transactions shouldbe 
reported to the Police, Village Administrator/Clerk/Deputy Treasurer, or a member of the Village Board. 

 
The activities of the Village of Cambridge are based on Section 19.59 of Wisconsin State Statutes, "Codes 
of ethics for local government officials, employees and candidates." The statute prohibits: taking action that 
would produce a financial gain to the individual, or his/her immediate family or using their position to benefit 
the employee, or his/her immediate family. Although the statute is rather broad, the general test is: if it looks 
like an employee is getting or giving special treatment because of their position, then there exists the 
likelihood that there is a violation of section 19.59. In addition to conducting themselves in an ethical way, 
employees should always avoid even the appearance of impropriety. 

 
Open Door Policy 

 
Employees are encouraged to share their concerns, seek information, provide input, and resolve problems 
through their immediate supervisor, and, as appropriate, consult with any member of management toward 
those ends. Supervisors are expected to listen to employee concerns, to encouragetheir input, and to seek 
resolution to their problems/issues. 

 
Suggestions 

 
If you have any suggestions or ideas that you feel would benefit the Village of Cambridge, we encourage 
you to tell us about them. We are always looking for suggestions that improve methods, procedures and 
working cbnditions, reduce costs or errors, and benefit the Village and its employees. 

 
Equal Employment Opportunity Policy 

 
It has been and shall continue to be the policy of the Village of Cambridge to recognize the competence 
and ability of applicants for employment and existing employees. The Village of Cambridge will provide 
equal employment opportunities to all individuals regardless of their race, age, sex, creed or religion, color, 
handicap or disability, marital status, citizenship status, veteran status, membership in the National Guard 
or reserves, sexual orientation, national origin, ancestry, arrest record, conviction record, or any other 
characteristic protected by law. This policy applies to all employment decisions including, but not limited to, 
recruitment, hiring, compensation, benefits, promotions, transfers, layoffs, and other conditions of 
employment. 

 
If you have a problem or concern in any matter relating to equal employment opportunity, please discuss it 
as soon as possible with your supervisor or if that is not possible, with the Village Board. More information 
about Equal Employment Opportunity is included in the employment notices in Appendix A of this manual. 

 
Anti-Harassment Policy 

 
Both state and federal law prohibits sex discrimination in the workplace. The Village of Cambridge is 
committed to maintaining a work environment that is free of discrimination. In keeping this commitment, the 
Village will not tolerate harassment of its employees by anyone, including any supervisor or co- worker. 

 
Harassment consists of unwelcome conduct, whether verbal, physical or visual, that is based on a person's 
protected status, such as sex, color, race, ancestry, religion, national origin, age, physical 
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handicap, medical condition, disability, marital status, veteran status, citizenship status, sexual orientation, 
arrest record, conviction record or other protected group status. The Village will not tolerate harassing 
conduct that affects tangible job benefits, that interferes unreasonably with an individual's work 
performance, or that creates an intimidating, hostile or offensive working environment. 

You must be familiar with and comply with the Village's Anti-Harassment Policy, since all employees are 
responsible for assuring that the workplace is free from any unlawful form of harassment, including 
harassment on the basis of race, color, religion, handicap, marital status, gender, national origin, age, 
ancestry, sexual orientation, arrest or conviction record, membership in the military reserves, or disability. 

 
Prohibited harassment includes behavior which: 

 
• Creates an intimidating, hostile or offensive work environment; 
• Unreasonably interferes with an individual's work performance; or 
• Otherwise adversely affects an individual's employment opportunity. 

 
If you believe that you are being unlawfully harassed, take the following steps: 

 
•  Firmly tell the person who is harassing to immediately stop the comments and/or behaviors 

which you find offensive. 
•  If the harassment continues or if you believe employment consequences may result from your 

request that the behavior stop, report the matter as soon as possible to the 
Administrator/Clerk/Deputy Treasurer. Put the complaint in writing. 

 
Complaints are investigated by the Police and Administrator/Clerk/Deputy Treasurer for referral to the 
Personnel Committee. The Village will listen to all reasonable complaints, verify complaints, and discipline 
appropriately. 

 
False accusations of harassment may have serious adverse effects. We expect all employees to act 
honestly and responsibly in complying with and enforcing this policy. It is the Village's desire to continue 
providing a pleasant work environment for all employees, free of harassment 

 
Sexual Harassment 

 
A specific type of harassment that is not tolerated by the Village is sexual harassment. Unwelcome sexual 
advances, requests for sexual favors, or other physical, verbal or visual conduct based on sex constitute 
sexual harassment when: 

 
• Submission to such conduct is an explicit or implicit term or condition of continued employment; 
•  An individual's submission to or rejection of such conduct becomes the basis for employment 

decisions affecting that individual; or 
•  Such conduct has the purpose or effect of unreasonably interfering with an individual's work 

performance or creating an intimidating, hostile or offensive work environment. 
 

Sexual harassment may include, but is not limited to, explicit propositions, sexual innuendo, suggestive 
comments, sexually oriented "kidding" or "teasing," "practical jokes," jokes about gender-specific traits, foul 
or obscene language or gestures, the display of foul or obscene printed or visual material, and physical 
contact such as patting, pinching or brushing against another person's body. 

 
It is illegal and against the Village's policy for any worker, male or female, to harass another worker or to 
create a hostile working environment by either committing or encouraging any of the above, as well as: 

 
•  physical assaults on another employee, including but not limited to, rape, sexual battery, molestation, 

or attempts to commit these assaults; 
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•  intentional physical conduct that is sexual in nature, including but not limited to, touching, pinching, 
patting, or brushing up against another employee's body; and 

•  unwanted sexual advances, propositions, or sexual comments, including making sexual gestures, 
jokes, or comments made in the presence of any employee who has indicated that such conduct in his 
or her presence is unwelcome; and 

•  Posting or displaying pictures, posters, calendars, graffiti, objects, or other materials that are sexual in 
nature or pornographic. 

The creation of an intimidating, hostile, or offensive working environment may include such actions as 
persistent sexual comments or the display of obscene or sexually oriented photographs or drawings. 
However, conduct or actions that arise out of a personal or social relationship and that are not intended to 
have a discriminatory employment effect may not be viewed as harassment. The Village will determine 
whether such conduct constitutes sexual harassment, based on a review of the facts and circumstances of 
each situation. 

The Village will not condone any sexual harassment of its employees. All workers, including supervisors 
and managers, will be subject to severe discipline, up to and including discharge, for any act of sexual 
harassment they commit. 

 
All Village employees are responsible for helping to assure that harassment is avoided. If an employee 
advises you as to a belief that he or she has experienced or witnessed harassment, you must immediately 
report the statement to the Village Administrator/Clerk/Deputy Treasurer. Thereafter, you will be provided 
with instructions as to the steps to be taken in the course of investigating the complaint. The Village forbids 
retaliation against anyone who has reported harassment. 

Employees who feel victimized by sexual harassment are encouraged to report the harassment to their 
supervisor immediately. If the worker's immediate supervisor is the source of the alleged harassment, the 
employee should report the problem to the Administrator/Clerk/Deputy Treasurer, or Village President. 
Employees who witness or are aware of, any incident of suspected sexual harassment are required to report 
the incident immediately, even if they are not the subject of the harassment. 

 
Supervisors who receive a sexual harassment complaint should immediately report the complaint to the 
Village President who will co-ordinate a careful investigation of the matter. As much as possible, 
confidentiality will be maintained with respect to a sexual harassment complaint and only those who need 
to know about such a complaint will be advised of its existence. 

Employees who are dissatisfied with the initial resolution of a sexual harassment complaint may file a 
complaint with an appropriate outside agency. No employee will be subject to any form of retaliation or 
discipline for pursuing a sexual harassment complaint. 

It is the Village of Cambridge's policy to investigate all such complaints thoroughly and promptly and to take 
all appropriate action that may be deemed necessary to end the harassment and to prevent this misconduct 
from recurring. To the fullest extent practicable, the Village will keep complaints and the termsof their 
resolution confidential. If an investigation confirms that harassment has occurred, the Village will take 
corrective action, including such discipline, up to and including immediate termination of employment, as is 
appropriate. 

 
Immigration Reform Act Notice 

 
It is the policy of the Village of Cambridge not to employ persons who are not legally eligible to work in the 
United States. 

The Immigration Reform and Control Act of 1986 requires that the Village verify the identity and the work 
eligibility of all persons hired after November 6, 1986. This law will be enforced by the Immigration and 
Naturalization Service and other appropriate government agencies. Any Village employee hired hereafter 
will be required to sign a verification form (currently Form 1-9) and furnish both proof of identity, (normally 
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a driver's license or state identification card), and proof of eligibility to work in the United States, (normally 
a social security card or birth certificate). 

 
If you have any questions about the law or about this policy, please contact your supervisor. 

 
General Policies 

 
Parking 

 
Please park in designated parking areas. Your supervisor will show you the appropriate parking area to 
park your vehicle. 

 
Personal Appearance 

 
Village employees' dress and grooming must be appropriate to their position. Office employees often have 
contact with the public and therefore represent the Village. By dressing appropriately, you help to create a 
favorable image for the Village. Accordingly, you are expected to dress in a manner that is normally 
acceptable in business offices 

If you work in the field, wear protective clothing that is appropriate for the work that you perform. Unkempt, 
torn and/or overly casual or suggestive clothing are not appropriate work clothes for administrative 
employees. Dress jeans may be worn on Fridays. Dress shorts are acceptable. Shirts mustbe worn at all 
times. In no circumstances may any Village employee wear any clothing upon which appears any type of 
message; nor any symbol or picture which is inappropriate, lewd, or offensive to any citizen or employee. 
The Village reserves the right to decide what is appropriate clothing 

 
Solicitation or Distribution 

 
No solicitations of any type are permitted by non-employees. You may only solicit for a nonprofit 
organization, and these solicitations are only permitted to be placed in the employee break room. 

The only non-work-related materials or literatures that may be posted on Village bulletin boards include 
personal notices (e.g., items for sale, party announcements, etc.). Such postings may only be posted in the 
employee break room. 

 
Smoking 

 
In recognition of a need to protect the health and comfort of the public and village employees from the 
detrimental effects of smoking, pursuant to the authority granted to the village by Section 101.123(2}(c}, 
Wis. Stats., smoking as defined by Section 101.123(1)(h), Wis. Stats. is prohibited by any person within or 
upon all buildings and enclosed equipment owned, leased or rented by the village. 

 
Drug Free Workplace 

 
In accordance With Federal law, employees may not unlawfully manufacture, distribute, dispense, possess 
or use a controlled substance at work, while on Village property, at work locations, while on duty or subject 
to being called to duty. It is the Village's policy to conduct random drug and alcohol testing to all employees 
that may drive a Village vehicle or is listed as a driver in their job descriptions. The Village contracts with 
Fort Healthcare Business Health Services to conduct random drug and alcohol testing. 

If you misuse controlled substances, you may get help through an employee assistance referral program. 
Regardless of participation in a program, satisfactory job performance must be maintained. 
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Anti-Nepotism 
 

Your family members may be considered for Village employment provided that they meet the qualifications 
and their employment does not create a conflict of interest or a conflicting supervisor- employee relationship. 

 
No Violence in the Workplace 

 
The Village has a zero tolerance policy against violence in the workplace or the threat of violence. Weapons 
are not allowed in the workplace or in Village vehicles, except by authorized public safety employees. You 
must immediately report any workplace violence that you have received or witnessed. The Village will 
investigate and attempt to verify such reports and discipline appropriately. 

 
COMPENSATION 

The Village's administrative pay plan assigns positions to pay grades with minimum and maximum rates, 
based upon a systematic approach that considers how jobs compare to each other, and other 
considerations, including market rates of pay, traditional pay practices and unique considerations of the 
Village. The pay plan is reviewed periodically. 

 
Exempt/Non-Exempt 

 
The Village of Cambridge places employees into one of two classifications, based on grade level and 
position, consistent with the Fair Labor Standards Act and applicable state law. 

Exempt employees hold executive, administrative, professional, or other exempt positions. Exempt 
employees are not eligible for overtime pay. Currently, the Clerk, Treasurer, Economic Development 
Director and Library Director are the only exempt positions. 

 
All other employees are nonexempt. Nonexempt employees are eligible for overtime pay. 

 
Hours of Work - Flexible Work Time 

 
The Village Office is normally open from 7:30 a.m. until 4:00 p.m., Monday through Friday. Administrative 
employees may work alternate hours between the core hours of 7:00 a.m. and 5:00 p.m. Nighttime and 
weekend hours may be required, according to job position. The goal of flex time and alternate work 
schedules is to provide the maximum flexibility to you while at the same time continuing to serve the public. 
The implementation of the Flex Time Program is the responsibility of the Department Heads, so check with 
your supervisor in advance if you want to use flex time. 

 
Punctuality and Attendance 

 
You are responsible for being on time for work. When you are late or absent from work, other schedules 
and public services are disrupted. When you know you are going to be late or absent, notify your supervisor 
as soon as possible, preferably within thirty (30) minutes after your scheduled start time. If you do not notify 
your supervisor, you may be disciplined. 

 
Breaks 

 
You may take a 15 minute break for every four hours that you work. To assure that there is always someone 
present to serve customers, breaks are scheduled by your supervisor. If you work through your break, you 
may not leave work early. 
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Outside Employment 
 

In most cases, the Village approves its employee's requests for outside employment. However, such part 
time work may not interfere with your Village duties, responsibilities, and normal hours of work orovertime, 
work performance, or compromise the Village's interests. Before accepting outside employment, check with 
your supervisor so that there is no conflict of interest between your Village position and your outside work. 

 
Pay Day 

 
Payday is every-other Thursday except holidays and you receive your paycheck during your work day. 

 
Paychecks will be distributed to you and not to your family members or others. If you want your paycheck 
to be released to someone other than you, you must give written permission to your supervisor. You may 
also make a written request that your paycheck be mailed to you if you won't be present on payday. Report 
a lost paycheck to your supervisor immediately. 

 
The Village makes every effort to provide you with an accurate paycheck; however, sometimes errors are 
made. If you have any questions about your pay or think that an error has been made, notify your supervisor 
immediately. 

 
Payroll Deductions 

 
Automatic payroll deductions are made for Federal and State income tax, and social security. Each year 
you receive a W-2 slip showing your total earnings for the prior year and the amount of taxes withheld. 
Optional deductions such as medical benefits mui;t be authorized by you in writing before a payroll 
deduction is made. Deductions required or requested are typically as follows: 

 

Required by Federal & State 
Federal Income Tax 
State Income Tax 
Social Security Tax 
Garnishments/ Wage Attachments 
Child Support 

Authorized by Employee 
Retirement Plan Insurance 
Deferred Compensation 
Health &/or Dental Insurance 
Flex Ben 

 
Overtime and Compensatory Time 

 
Executive, professional, and administrative employees, as defined by the Fair Labor Standards Act, are 
exempt and are not eligible for overtime pay. Currently, this applies to the Clerk, Library Director, Economic 
Development Director and Treasurer. Once an exempt employee has exceeded 110% of their normally 
scheduled hours, they are eligible to accumulate flex/compensatory time off at straight time.The village 
board acknowledges exempt staff may accumulate flex/compensatory time during the year but also want 
this time to be used within 30 days of earning the time when possible. Exempt employees may use the 
flex/compensatory time if proper coverage is maintained in the office without prior approval. Exempt 
employees must indicate on their timesheet the use of flex/compensatory time. Any unused 
flex/compensatory time will not be monetarily paid out. 

 
All other employees are non-exempt and are eligible for overtime or compensatory pay at the rate of one 
and one-half (1-1/2) hours for each one hour worked in excess of 40 hours of work during a seven-day work 
period. If an employee works on an official holiday, he or she will be paid at the rate of one and one- half 
(1½) hours for each hour worked on the holiday. There may be times when it will be necessary for you to 
work overtime. Your supervisor will notify you as early as possible regarding scheduling needs. There may 
also be times when you wish to work overtime. However, prior authorization must be obtained from your 
supervisor before working overtime. 
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Compensatory ("comp.") time may be issued in lieu of pay, upon request by the employee and approval 
by the employee's supervisor. Compensatory time may accumulate to a maximum of 40 hours per year, 
and must be taken by the end of the calendar year. At the end of the calendar year, any unused 
compensatory time shall be paid to the employee at the rate of one and one-half times the employee's 
regular pay rate at the time of payment. The use of compensatory time off must be authorized by your 
supervisor. The Village may compel the use of compensatory time as appropriate. 

 
Because of budget constraints, employee overtime should be limited to no more overtime than isabsolutely 
necessary. All overtime must be authorized by your supervisor. Your cooperation in helping to keep costs 
down is greatly appreciated. 

 
Weekend On-Call Policy for Utility and Village Public Works Duties 

 
"On call" is defined as from 3:00 p.m. on Friday until 7:00 a.m. on Monday. The Village office shall have a 
schedule of on-call personnel. 

 
The On Call employee shall remain situated within thirty (30) minutes of the Village and must have his cell 
phone with him. 

Employee on call shall be responsible for: 
A. Routine water and sewer weekend duties 
B. Any water and sewer emergencies that occur during their weekend 
C. Any village emergencies that occur during their weekend 

 
If an employee is unable to work his scheduled weekend, it is his responsibility to find a replacement and 
notify the Village Office of any changes made to the schedule. 

Water & Sewer Weekend Duties 

Routine Duties include the following: 
A. Water Treatment Facility 

a. Disarm intrusion alarm when entering building. 
b. Record flow readings from Main, #1 Softener, #2 Softener and bypass meters. 
c.  Check digital readout of tower level. Well pump turns on at 20.0 feet and off at 25.0 

feet. If above or below those settings, determine the cause of the problem and 
resolve. 

d.  Record the pounds of chlorine usage and make sure both Chlorine and Fluoride 
tanks are not empty. If well pump is running, make certain that the chemical pumps 
are also NOT running. 

e. Check the salt room to make sure that there is adequate salt in the salt tank to make 
brine. Fill tank if necessary. 

f.  Prior to leaving the building, turn intrusion alarm on and turn off all lights. Make 
certain doors are locked. 

 
B. Check Lift Station A in the park and Kenseth Lift Station as needed. 

 
C. Open Gate on Lagoon Road at 8 AM and close at noon on Saturday, unless otherwise 
directed. 

 
On Call Compensation 

 
Employee shall be compensated for one and a half (1 ½) hours for Saturday and one and a half (1 ½) 
hours for Sunday duties listed above at their pay scale. Employee shall be paid time and half. Employee 
can claim two hours minimum for emergency calls during the on-call period. All emergency work shall be 



Page 17 
Employee Handbook Approved by Village Board as revised November, 2024 

 

written up and turned into the Village office with time in and time out listed. Employee shall also be 
compensated "on-call pay" at the rate of $56 per week when on call. Employees will also be compensated 
an additional $100 when on call on Thanksgiving and Christmas. 

 
Weekend Hours Policy for Amundson Community Center Maintenance Employee(sJ 

 
"On call weekend hours" are generally defined as from 3:00 p.m. on Friday until 7:00 a.m. on Monday. 
Exact hours are determined by the activities scheduled at the Amundson Community Center during that 
time period. 

 
The weekend on-call employee shall remain situated within thirty (30) minutes of the Village and must 
have his/her cell phone with them. 

 
Employee on call shall be responsible for: 

A. Opening locked room and building doors as needed 
B. Closing and locking room and building doors as needed 
C. Any emergencies that occur during the scheduled activities time 
D. Set up of room and/or tables and chairs as needed 
E. Replacement of room and/or tables and chairs as needed 
F. Clean up of room if not done by renter 

 
If an employee is unable to work their scheduled weekend, it is their responsibility to find a replacement 
and notify the Village Office of any changes made to the schedule. 

 
Weekend Compensation 

 
Employee shall be compensated at time and one and a half (1 ½) hourly wage rate for weekend on-call 
duties listed above at their pay scale. Employee can claim half-hour minimum charge per trip. 

 
Time Card or Time Record 

 
Federal law requires that non-exempt employees keep accurate records of the time you work and time that 
you take off, either on a time card or time record. Employees are expected to record when they report for 
work and record the end of their scheduled shift unless overtime work has been approved. Any time an 
employee leaves work they are required to document the time they leave and when they return. 

Employees are to keep a daily log, including hours worked and the department for which the work was done, 
so as to ensure that time is charged to the proper account. The work summary should be submitted to your 
supervisor at the end of each pay period, in order to ensure proper recording of your time and to expedite 
the issuance of your paycheck. The work week is Monday through Friday, with pay day on Friday. Pay day 
is bi-weekly with one week's pay withheld. 

 
All employees are required to maintain time sheets and related materials. Employees must indicate on their 
timesheet any benefit time used during the pay period. No employee is allowed to record time on another 
employee's time sheet. Violation of these rules may result in disciplinary action up to and including 
discharge. 

 
Wage Increases (General Wage Increase and Merit Pay) 

 
In accordance with Village policy, you may receive a general wage increase each year on January 1, as 
recommended by the Treasurer and approved by the Personnel Committee, subject to Village Board 
funding. 

 
To reward excellent job performance, a new or promoted employee is eligible to receive a merit pay increase 
after a six-month job performance review. Thereafter, you are eligible to receive an annual merit pay 
increase based upon your annual job performance evaluation. 
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Uniforms and Equipment 
 

Public Works and Water & Sewer employees may be provided with uniforms for their use while performing 
their duties as Village employees upon their request, and are provided with appropriate personal protective 
equipment as needed for particular tasks. Employees will be provided with coats which identify them as 
Village employees. A uniform allowance of $100 annually per employee will be provided toward clothing 
and/or shoes upon submission of receipt of purchase to the Treasurer. They arealso expected to wear the 
appropriate personal protective equipment necessary for adequate safety whenperforming particular tasks. 
We want our employees to work safely. If you feel a particular task requires additional personal protective 
equipment, notify your supervisor. 

 
Paid Time Off 

 
All leaves of absence benefits are approved by the Personnel Committee and are subject to Village Board 
funding and approval. 

 
Holidays 

 
Holiday pay will not be counted as time worked for purposes of determining entitlement to overtime pay. 
Holiday pay will be paid as straight time. 

 
Employees receive the following 11 paid holidays per year. Each day equals eight hours. Library employees 
may have alternative holiday hours. 

• New Year's Day 
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving Day 
• Day after Thanksgiving 
• Christmas Eve Day 
• Christmas Day 
• Floating Holidays (three days) 

As a general practice, if an observed holiday falls on a Saturday, the preceding Friday will be recognized 
as the official holiday. If the observed holiday falls on a Sunday, the following Monday will be recognized 
as the official holiday. To receive holiday pay, you must work on the last scheduled day prior to the holiday 
and the first scheduled day after the holiday, unless your absence is approved in advance by your 
supervisor. 

 
Upon employment with the village you are eligible for the three (3) floating holidays. These holidays will be 
pro-rated based on your employment date for your first year of employment. Floating holidays are scheduled 
through your supervisor, and may be taken in 4-hour increments. Floating holidays may not be carried over 
into the next calendar year any unused floating holidays will not be monetarily paid out. 

 
Part-time employees that work 15 hours per week receive holiday and floating holiday pay on a pro-rated 
basis. Employees that work 20 hours or more per week receive holiday pay and floating holiday pay on a 
prorated basis depending on normally scheduled work days that would fall on their normally scheduled 
work day. For example, if an employee works 20 hours per week, he would receive one-half day's pay 
for a holiday. An employee who works 30 hours per week would get a three-quarter day's pay for a 
holiday that falls on their normally scheduled work day.. 
If the employee has not been with the Village for one year, they will be paid on a prorated estimate of total 
hours that will be worked. If an employee was hired for 20 hours a week, they will be paid 4 hours for 
holiday pay that falls on their normally scheduled work day. 
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As established by the Library board, library employees may have alternative holiday hours and holiday 
pay schedule. 

 
Vacation 

 
We believe that you should have a period of rest and relaxation each year. The amount of your vacation 
is determined by the number of full years of service that you have completed. 

 
Vacation for new employees is prorated from the date of hire to the end of the calendar year. 
Vacation is not counted as time worked for purposes of determining overtime pay. 

 
Vacation is scheduled through your supervisor. You may take vacation in increments of four hours. The 
schedule of the vacation benefit is: 

 

• Upon hiring 
• After one year of service 
• After five years of service 
• After ten years of service 
• After twenty years of service 

5 days 
10 days 
15 days 
20 days 
25 days 

 
Part-time employees receive vacation pay based on the total number of hours that they work in 
comparison with total hours worked by a full-time employee. For example, if an employee who works 40 
hours per week gets 10 days of vacation, and employee who works 20 hours would get 5 days of 
vacation. An employee who works 30 hours per week would get 7.5 days. 

 
All vacation requests are approved by the Clerk. It is policy that at least one and preferably two 
employees must be in the office and at least one and preferably two public works/utility employees must 
be "in the field" each regular weekday, except under special circumstance as approved by the Village 
Board and/or Personnel Committee, such as training. Vacation is typically approved on a first come basis, 
but approval is at the discretion of the Clerk and/or Department Supervisor. Appeals regarding vacation 
requests may be made to the Personnel Committee. Unused vacation time will be paid out at 100% at 
the end of the calendar year. 

 
Sick Leave 

 
Full-time employees accrue one sick day per month. You may accumulate sick leave up to 1,000 hours. 
At the end of the calendar year during which you accrued more than 1,000 sick hours, you will be paid a 
daily rate for each sick day more than 1,000 hours. Sick leave is charged at a minimum increment of two 
hours. If you use a sick day, you must call in and notify your supervisor as soon as possible. Part-time 
employees are not eligible for this benefit. 

 
Sick leave, not other time off, is meant to be used when you are sick. Your supervisor may ask you to present 
a doctor's note, or other evidence of illness. If you are sick more than three days in a row, you must get a 
medical slip signed by your doctor authorizing you to return to work. You may use sick leavefor the care of 
your child's minor illness if alternative care is not available. Sick leave is a privilege and nota right. If you 
abuse this privilege, you will be subject to disciplinary action. 

 
Upon retirement, and after working for the Village for at least 10 years, employees may be compensated for 
up to 1,000 hours of accumulated sick leave. Such compensation will be paid into a Post Employment Health 
Plan with North Shore Bank as approved by the board January 2016. The Village will apply the accumulated 
sick leave at full value of one day pay per day of accumulated sick time. 
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JurvDutv 

If you are called to jury duty, you will be granted a paid leave of absence from the Village. You must turn 
in your jury check except for expenses incurred for travel and meals. 

 
The Village of Cambridge policy is to encourage employees to serve on jury panels. An employee should 
inquire about the duration of the jury trial in advance of accepting such service. 

 
Full-time employees who are requested to serve on jury duty or to answer a court order as a witness will 
be granted a paid leave of absence from the Village. Employees who exercise this benefit shall be required 
to provide their supervisor with a copy of the court order as soon as possible after it has been served. Proof 
of court service and compensation will be required, so employees should retain all receipts which verify their 
court appearance. All compensation received, excluding mileage and meals, for court duty by full-time 
employees is to be turned over to the Village. Part-time employees may be rescheduledin order to 
accommodate scheduled jury dates and will not be compensated by the Village. Part-time employees 
however, are able to retain all compensation received for appearance at jury duty. Any timean employee's 
attendance is not required for purposes of jury duty or witness service during their regularly scheduled work 
hours, the employee is required to report to work as soon as circumstances will reasonably allow. 

 
Pursuant to Section 103.87 of Wisconsin State Statutes, employers may not discharge an employee for 
being absent from work in order to appear in court pursuant to a subpoena to testify in a civil or criminal 
case. If the case involves the employer, the employer may not withhold the employee's pay for time away 
from work for such court appearances. 

 
Military Leave of Absence 

 
An employee who is drafted for service in the armed forces or is a reservist called up for active duty is 
eligible for military leave of absence. Such military leave of absence is governed by the Uniformed Services 
Employment and Reemployment Rights Act of 1994 (USERRA) and Wisconsin state law. 

An employee whose absence from work with the Village is required by reason of service in the uniformed 
services is entitled to the reemployment rights and benefits under USERRA if the employee meets the 
following criteria for eligibility: 

 
•  The employee gives the employer advance written or verbal notice of the service (no notice is 

required if military necessity prevents notice from being given or if, under all of the circumstances, 
giving such notice is impossible or unreasonable); and 

•  The cumulative length of the absence and of all previous absences from work with the Village by 
reason of service in the uniformed services does not exceed five years; and 

• The employee has not been dishonorably discharged or separated from the uniformed service 
under other than honorable conditions; and 

•  The employee reports to, or submits an application for reemployment to the Village within the 
time periods allowed by USERRA. 

 
The time periods for applying for reemployment are based on the employee's length of military service. For 
service of less than thirty-one (31) days, the service member must return at the beginning of the next 
regularly scheduled work period on the first full day after release from service, taking into account sufficient 
time for safe travel home plus an eight-hour rest period. For service of more than thirty (30) days but less 
than one hundred eighty-one (181) days, the service member must apply for reemployment within fourteen 
(14) days of being released from service. For service of more than one hundred eighty 
(180) days, the member must apply for reemployment within 90 days of being released from service. 

Failure to apply for reemployment within the specified time periods does not automatically forfeit the service 
member's entitlement to reemployment, but subjects the person to the Village's general practices pertaining 
to explanations and discipline with respect to absence from scheduled work. 
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An employee who is a member of the Armed Forces Reserve or the National Guard and who is required 
to attend annual active duty for training or other short-term (two weeks or less) reserve or Guard duty (i.e. 
forest fire fighting, police duty for natural disaster, etc.). is eligible for a military leave of absence. Such 
time off will not be considered vacation time. If the employee's military pay for the training is less than his/her 
average Village earnings for a like period, the Village of Cambridge will pay the difference to the employee 
for a period not exceeding two (2) weeks. 

 
There are additional rights, responsibilities and benefits associated with federal and Wisconsin state law 
regarding military leave. Employees who are currently, or are likely to become, members of the uniformed 
services should contact the Village Administrator/Clerk/Deputy Treasurer for more details. 

 
Employees that are Volunteer Emergency Service Providers 

 
The Village encourages employees to volunteer to serve on local Emergency Medical Services (EMS) or 
the Volunteer Fire Department; however the following guide lines and rules shall apply: 

 
1.  Any employee responding to an emergency call will be paid for regular hours, but overtime hours 

will not be paid. Any additional work required shall be completed in the same day, without incurring 
overtime unless the Village work exceeds 8 hours and if the total time for the week exceeds 40 
hours of regular time. Additional work beyond 8 hours in a day or 40 hours a week is applied only 
if the work is necessary for the general good of all Village Residents. 

2.  The employee shall not respond to any emergency call if the interruption in their work would be 
affected or become hazardous or detrimental to leave unattended. This would include open 
manholes, unprotected road hazards such as holes or excavations, sewer backups, or any such 
hazard or situation that could cause harm to any Village Resident or the public in general. 

3.  Injuries: Any injuries as a result of any action or function related to the volunteer emergency service 
function shall be covered by the emergency services insurance policy and not the Village's 
insurance. This includes workmen's compensation and any other related insurance claims. The 
Village insurance coverage stops as soon as the page to respond is received and itis required 
that the employee must safely leave their current Village responsibilities and Village insurance 
coverage will not resume until the employee is back to Village work. This includes traveling to or 
from the emergency call. 

4.  It shall be stressed that the Village employees' first responsibility is to his/her work for the Village 
and they shall only respond to emergency, or non-emergency calls, when it becomes apparent (a 
second page) that additional help will be required or needed to handle the emergency call, or that 
leaving their current Village work would not be detrimental to the village. 

 
Funeral Leave 

 
You will be granted up to three days off with pay to attend the funeral of: 

 
• Your spouse, parents, step-parents, children, step children, legal guardian, grandchildren, 

grandparents, brother, sister; 
• Mother-in-law, father-in-law, brother-in-law, sister-in-law; 
• Your spouse's children, grandparents, and grandchildren . 

 
.Leave of Absence 

 
Other necessary leaves are available, such as general leave (including maternity leave). Requests for 
any leave of absence must be written and submitted in advance to the Clerk and reviewed and approved 
by the Personnel .Committee. 
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Family and Medical Leave of Absence 
 

While the federal and state family and medical leave laws typically apply only to e,mployers with 50 or more 
employees, it is the intent of the Village of Cambridge to consider the employees of the Village of Cambridge 
to be covered by both the federal and state Family/Medical Leave Laws. Because the lawsare complex, 
you should discuss your particular needs with the Clerk as soon as a leave is anticipated. 

 
Generally, federal Family and Medical Leave requires that employers provide eligible employees, upon 
request, up to twelve weeks of unpaid leave upon the birth, adoption or serious illness of a child, the serious 
illness of a parent or spouse or the employee's own illness. You must provide 30 days notice of foreseeable 
leaves based upon an expected birth or adoption and 30 days notice of other Family and Medical leave or 
as much notice as practical. Health benefits are continued during this period, and, under some 
circumstances, you are returned to your former position upon completion of the leave. While Familyand 
Medical leave is unpaid leave, you may request (or the Village may require you) to substitute vacation pay 
or other accumulated leave for this time off. 

Under state law, you may receive six weeks of unpaid leave for the birth or adoption of a child, or two weeks 
for the serious health condition of a child, parent or spouse or your own serious health condition. You may 
substitute vacation pay or other accumulated leave for this time off, and unlike federal law, the Village 
cannot require you to substitute your accumulated leave. You will be returned to your former position upon 
completion of state law leave. Where state and federal law conflict, you will be given the more generous of 
the two provisions. 

 
FRINGE BENEFITS 

 
Medical Benefits 

 
Depending upon plan participation levels, full-time employees may enroll with the Village's Health 
Maintenance Organization (HMO), which is currently Dean Health System. Employees will be informed at 
each dual plan enrollment if participation levels allow for additional HMO enrollment. The Village pays 88% 
of the employee, spouse and dependent premium and effective January 1, 2016 employee spouse and 
adult dependent children will pay an additional $50.00 per month towards the premium in addition to the 
12% contribution. Premium contributions will be divided over 26 pay periods and will be a payroll deduction. 

 
 

A new employee will be eligible for coverage the 1st of the month following 30 days after the date of hire. 
The Village has the right to change plan carriers, alter benefits, and add cost containment measures to 
the medical care plans as it deems necessary. Employee benefits are ultimately guided by the handbook 
and provider plan policies currently in place. 

Effective January 1, 2016 any active employee or employee spouse who reaches the age of 65 and enrolls 
in Medicare will be reimbursed their premium amount for the supplemental insurance premium anddental 
insurance premium monthly. Employees must provide proof of insurance and premium before the 
reimbursement will be paid. The reimbursement will be included in the bi-weekly payroll check and will be 
paid over 26 pay periods annually. Adult dependent children or spouse may continue on the village health 
insurance if the employee is Medicare eligible. The contribution rate will be determined annually by the 
Personnel Committee. 

 
Regular part-time employees who normally are expected to work at least 30 hours per week are eligible for 
health benefits as required under 1995 Wisconsin Act 289.. You may decline medical benefits if you have 
coverage elsewhere. 
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Dental Benefits 
 

The Village provides a dental benefit program. These benefits are available to full-time employees and are 
as described in the dental insurance company's policy manual. A new employee will be eligible for coverage 
on the first of the month after 30 days of hire.. Effective January 1, 2017, the village will pay 88% of the 
dental premium employees will pay 12% of the premium. Premium contributions will be divided over 26 pay 
periods and will be a payroll deduction. The Village has the right to change plan carriers, alter benefits, and 
add cost containment measures to the dental care plan as it deems necessary. Employee benefits are 
ultimately guided by the handbook and provider plan policies currently in place. Our Dental Plan also 
includes vision coverage. 

Flexible Spending Plan 
 

Full-time and regular part-time employees who work at least 20 hour per week may participate in the Flexible 
Spending Plan. Participants must be at least 18 years of age. This is a plan that allows specific employee 
expenses to be paid with pre-tax wages, effectively increasing the employee's spendable income. Expenses 
may be applied within three accounts: Insurance Premiums Account, Dependent Care Account, and Medical 
Expense Account. Contributions to Medical Expense Accounts are limited to $3000 each year. Effective 
January 1, 2016 funds of $500 or less will be allowed to carry over into the next plan period. 

 
New employees may participate the first of the month following 30 days of employment. Continuing 
employees must enroll annually, at the calendar year. Participating employees should be fully aware of the 
rights and limitations within the plan. 

 
This plan is administered subject to the rules of the IRS. Plan information is available from the /Clerk. 

Term Life Insurance 
 

Employees who are eligible to participate in the Wisconsin Retirement System are also eligible to 
participate in a Group Term Life Insurance offered through the Wisconsin Department of Employee Trust 
Funds. The Village of Cambridge will pay premiums for Basic Group Life Insurance on behalf of 
participating employees. Supplemental and additional coverage is also available at the employee's own 
cost. Deductions for supplemental and additional coverage will be made through the employee's 
paycheck. 

Retirement Benefits - Wisconsin Retirement System (WRS) 
 

The Village participates in the Wisconsin Retirement System (WRS). The WRS is a multi-employer 
qualified retirement system under Section 401 (a) of the IRS code. It is a hybrid pension plan with both 
defined benefit and defined contribution components. 

 
This benefit is available to full-time employees and to part-time employees who are expected to work a 
minimum of 1,200 hours per year and are expected to be employed for at least one year from date of hire. 
All new hires will be evaluated for eligibility and will be automatically enrolled if the participation criteria 
are met. To enroll, two forms must be competed: A Wisconsin Retirement System Enrollment form (ET- 
2316) and Election to Participate in the Variable Trust Fund (ET-2356). 

 
Contributions to the WRS plan begin on the first day you are eligible for cover ge. Contribution rates to the 
WRS plan are set by statute and are calculated as a percentage of covered salary. WRScontribution rate 
changes are evenly distributed between the employer and employee rates. 2011 Wisconsin Acts 10 and 32 
require that each contribution rate be evenly divided between the Employer- Required Contribution (ERRC) 
and the Employee-Required Contribution (EERC) for General category employees. 
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For more information, please see the benefit handbook from the Department of Employee Trust Funds or 
visit their website: http://etf.wi.gov/faq/wrs.htm 

 
In addition, the Village matches your Social Security contribution. 
Wisconsin Deferred Compensation and Income Continuation are also available through the Employee 
Trust Fund. 

 
Retiree Medical Benefits 

 
Retired regular employees are permitted to retain health insurance at their sole expense after retirement 
and until eligible for Medicare or until they secure comparable coverage from a successor employer, if the 
insurer permits. The retired employee shall make monthly payments of the premium due to the Village 
Treasurer. 

 
Upon retirement, an employee may continue to participate in group health insurance coverage provided by 
the Village of Cambridge, subject to contractual provisions; however, the fact that the employee has a 
spouse whose employment makes that employee eligible for group health insurance coverage provided by 
the other employer, shall under no circumstances disqualify an employee who has retired from continuing 
in his or her participation in group health insurance coverage provided by the Village. 

 
Upon retirement, and after working for the Village for at least 10 years, employees may receive pay for up 
to 1,000 hours of accumulated sick leave. This sick IE?ave pay must be used for extended health insurance 
coverage and will be deposited into the employees Post Employee Health Plan with North Shore Bank as 
approved by the Village Board in January 2016. The Village will apply your accumulated sick leave at full 
value of one day's pay per day of accumulated sick leave and deposit this into the Post Employment Health 
Plan with North Shore Bank. 

 
If a retiree ceases being a participant in the Village's health insurance program after retirement and, prior 
to becoming eligible for Medicare, is eligible to return to the Village's plan, the retiree will be required to 
submit evidence of insurability for the retiree and any dependents; and, any return to participation is subject 
to a waiver of coverage for pre-existing conditions. 

 
COBRA Act 

 
In accordance with the Consolidated Omnibus Budget Reconciliation Act (COBRA), if you presently receive 
group medical and dental insurance coverage through the Village, you may continue receiving these 
benefits for up to 18 months after you leave Village employment. In some circumstances, you may be eligible 
to receive continued coverage for up to 36 months after you leave Village employment You must pay the 
premiums for such coverage. Contact the Village Administrator/Clerk/Deputy Treasurer for more information 
about this benefit. 

 
Tuition Reimbursement and Training 

 
Employee Orientation and Training 

 
After you are hired, you will participate in an orientation program to help familiarize you with the Village 
and your new job. 

 
Employee Training 

 
The Village provides in-house and outside training programs, as necessary. Your supervisor is responsible 
for recommending you for training programs, conferences, seminars, workshops, on-the-job training, and 
for assigning on-the-job trainers. Training will be conducted during normal working hours whenever practical. 

http://etf.wi.gov/faq/wrs.htm
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Training-Related Travel 
 

For outside training programs (e.g., conferences, seminars, workshops and other short-term training 
programs), that you attend, reasonable and related travel, meal, and lodging expenses will also be paid, but 
not for alcoholic beverages. Mileage will be reimbursed at the IRS rate. 

 
Tuition and Book Reimbursement 

 
If you take a University or Technical School course that is job related, the Village will reimburse full-time 
employees for tuition and book expenses for approved courses after satisfactory course completion. A final 
grade of "C" or better will be considered successful completion. The course must first be approved byyour 
department head and approval will depend on your Department's training budget fund availability. Tuition 
may not be paid for more than two courses at any one time. The Village may retain the books for use in the 
department library, or may let you keep them. 

 
Part-time employees normally working at least 20 hours per week are eligible for 50% tuition reimbursement 
for satisfactory completion of a direct job-related class. 

 
CONDUCT 

 
As a Village employee, you are expected to behave in a proper, ethical manner at all times. Departments 
may have a comprehensive set of work rules that govern on-the-job behavior and manner of job 
performance. You should be familiar with your Department's work rules. The following guidelines are 
intended to serve as general examples of inappropriate behavior for which you may be disciplined, and so, 
the list is not comprehensive of all improper behaviors. 

 
• Incompetence or inefficiency. 
• Offensive conduct. 
• Insubordination or violation of any official order or regulation. Insubordination is defined as failure 

or deliberate refusal to obey an order by a superior, ridiculing a superior or a superior's orders, 
whether in or out of the presence of a superior. 

• Accepting tips or gifts in the course of work. 
• Conviction of a criminal offense involving moral turpitude or depravity. 
• Negligent, or willful damage, or waste of public property. 
• Inexcusable absences without being granted leave. 
•  Bringing, possessing, being under the influence of intoxicants, or using intoxicants, or the 

consumption of alcoholic beverages or controlled substances while on duty or subject to duty. 
•  Harassment of any employee because of sex, race, religion, physical disability, or any other 

legally protected group status. 
• Engaging in outside employment while on any leave of absence. 
• Engaging in fraudulent use of a leave of absence. 
• Claiming sick leave under false pretenses. 
• Excessive or chronic absenteeism or tardiness. 
• Failure to notify your supervisor in advance when you will be absent from work or are unable to 

report for work on time. 
• Failure to comply with employee's specific department rules. 
• Failure to conform to assigned work hours. 
• Falsification or misuse of time cards, time sheets, records, or assisting in such falsification. 
• Theft or misappropriation of Village property or another employee's property. 
• Provoking, instigating, or involvement in fighting on the job, or on Village property. Threatening or 

carrying out acts of violence to an employee, supervisor, Village official, or visitor. 
• Sleeping on the job. 
• Violation of the Employee Handbook. 
• Working unauthorized overtime. 
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• Possessing weapons or explosives of any type on Village property without Village authorization. 
• Deliberately restricting work output or encouraging another employee to do so. 
• Illegal, immoral, offensive or indecent conduct during the workday or on Village property. 
• Failure to comply with the Village Safety Program. 
• Using profanity or abusive language. 
• Any other activity which is not compatible with good public service. 
• Rude behavior toward a member of the general public or other Village employees. 
• Lying or attempting to withhold information from a supervisor. 
•  Any other action or activity which results in a loss of public trust or affects any Village employee's 

ability to perform his/her duties as a Village employee. 
 

Discipline and Discharge 
 

Employees are considered at-will employees and serve at the discretion of the Village Board of Trustees. 
The Village's determination to discipline, including discharge of employment, an employee is final and may 
be without cause. The at-will policy shall not be modified by any statements made to you or materials given 
to you. 

Progressive discipline will be administered by the Village, at its sole discretion. The steps of progressive 
discipline include, in order of severity: 

1. Oral warning from Supervisor or Personnel Committee 
2. Written warning from Supervisor or Personnel Committee 
3. Meeting with employee, supervisor, and others as determined by the Personnel Committee. 
4. Suspension from Personnel Committee 
5. Recommendation to Village Board for termination of employee from Personnel Committee 
6. Termination from employment from Village Board 

 
Complaints 

 
If you have a complaint regarding your employment with the Village, report the complaint to the Village 
President who will make a recommendation to the Personnel Committee for action. 

 
Evaluations 

 
The purpose of a job performance evaluation is to recognize good job performance or work to improve it, 
review the past year's accomplishments, and plan the next year's major projects. The evaluation reminds 
you of job expectations and alerts your supervisor to concerns that you may have. 

 
Six Month Review 

 
After six months in a new position, your job performance will be evaluated by your supervisor. 

 
Yearly Review 

 
After a 6-month review, your job performance will be evaluated each year. You will receive a copy of the 
review and have the opportunity, if you wish, to include a written statement which will be made part of your 
file. 

 
Good Communication 

 
Good communication is essential to the successful operation of any organization. Do not hesitate to 
advise your supervisor of: 
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• Problems that make your job performance difficult; 
• Misunderstood expectations; and/or 
• Your suggestions to improve work conditions, etc. 

Just as you appreciate knowing what goes on at their levels, your supervisors want to know how their 
decisions affect you. If you are uncomfortable speaking with your supervisor about your concerns, you may 
discuss them with the Village Administrator/Clerk/Deputy Treasurer. 

 
Job Postings 

 
Position announcements are posted on employee bulletin boards. 

 
Demotions 

 
A demotion is defined as a move to a different job in a lower pay range. If you are demoted through no fault 
of your own (e g., elimination of position), you will maintain the same salary. If you apply for a lower range 
job and receive it, then your pay will not exceed the salary maximum of the new position. If you are demoted 
for disciplinary reasons, then your salary will be determined by the Personnel Committee. 

 
Access to Village Property 

 
You do not have a right to privacy when using Village offices, file cabinets, desks, lockers, and other Village 
property and facilities. Although the Village does not prohibit you from bringing personal items to work, (e.g., 
family pictures, plants, etc.) you should not bring them if you do not want them exposed to thepublic. You 
also do not have a right to privacy regarding the Internet sites you access or e-mails you write. E-mails are 
considered open, permanent records under the law. If you would not want them to be seen, then don't click 
on the web sites or write the e-mails. E-mails considered public records shall notbe deleted unless they 
have been archived on a CD or printed and properly filed and stored. 

 
Close and lock all doors, windows and other Village property as identified by your supervisor (e.g., file 
cabinets, desks) in your work area at the end of the work day. 

 
Use of Village Equipment and Supplies 

 
You are responsible for proper operation, care, and conservation of Village equipment, tools, and supplies. 
You must report any accidents, breakdowns, malfunctions or thefts immediately so that necessary repairs 
or investigations may be made. You may not use Village equipment and supplies for unauthorized or 
personal purposes, including photocopying equipment. The guidelines below are intended to serve as a 
general example for which you may be disciplined regarding the use of Village equipment and supplies. The 
following are prohibited actions: 

 
• Negligent, willful damage, waste or loss of public property; 
• Theft or misappropriation of Village property or another employee's property; 
• Any other action or activity that results in a loss of public trust or affects any employee's 

ability to perform his/her duties as a Village employee. 
 

Use of Village-Owned Vehicles 
 

Village trucks will be provided to designated employees by the Village of Cambridge for work. They are not 
to be used for personal reasons or errands. It is the employee's responsibility to keep the trucks in good 
working order and to report any problems immediately. The trucks are to be neat and orderly, inside and 
out, at all times. It is the employee's responsibility to wash and clean the truck they are responsible for, as 
time allows. Each employee will be responsible for keeping the truck (they use the most) organized, stocked 
and fueled. Gas tanks are required to be more than one-quarter full and supplies are to be stocked. 
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Village trucks are to be driven in a responsible manner at all times. Speeding, reckless driving, etc., will not 
be tolerated. Remember that our name is on the truck. It is your driver's license and your fine, if you are 
stopped for a violation other than equipment safety. 

 
You should make regular visual checks of your truck for scratches, scrapes and dents. Any problems should 
be reported to your supervisor immediately. A police report must be filled out at the scene of an accident if 
there is substantial damage requiring repair. If damage is due to employee's negligence, employee shall be 
responsible for payment of insurance deductible for repairs. 

 
The Village of Cambridge enforces a "clean truck" policy. Random inspections may take place. 

 
It is the employee's responsibility to provide self-transportation to work. "On-call" service personnel are 
excluded. Trucks may not leave the jobsite once set up for purposes of retrieving lunch, soda, snacks, 
etc. Employees must wear seat belts at all times while using a Village vehicle. 

 
It is the employee's responsibility to make sure the trucks are completely locked up. The keys are to be 
returned to the office when the truck is not in use. 

 
Village vehicles are valuable property and you may only drive them to conduct Village business. Personal 
use of a Village vehicle is never authorized, since such use creates unnecessary liability exposure to the 
Village and hurts the reputation of the Village and other employees. 

 
If you drive a Village vehicle, then you must have a valid Wisconsin driver's license. You are expected to 
drive the Village vehicle in a safe and courteous manner, consistent with the Village Safety Program. While 
driving, you must obey all traffic laws, rules, and regulations, including wearing seat belts. You will be 
responsible for all parking and traffic tickets you receive while driving a Village vehicle. If you have an 
accident, report it in accordance with the Village Safety Program. 

 
If using a personal vehicle for Village-related travel, you must document mileage and reason for travel to 
receive a reimbursement at the IRS mileage rate. 

 
Federal Controlled Substances and Alcohol Use and Testing Rules for Employees with Commercial 
Drivers Licenses (CDL's) 

In accordance with Wisconsin Department of Transportation rules, employees who possess a CDL and 
are using a vehicle for which a CDL is required will be required to have testing for drugs and alcohol if 
they are involved in any on-the-job accident that causes a fatality, personal injury, involves tow-away 
damage, or in which the driver is ticketed. Alcohol tests must be administered within eight hours of the 
incident. Drug tests must be administered within 32 hours after the incident. 

If a CDL is required for your position with the village, the village will pay for your license and any 
renewals. Reimbursement will be processed when a receipt of payment and copy of new license is 
received in the Clerk's office. 

 
Tools and Equipment 

 
Employees are required to keep tools and equipment in good working order. Quality hand tools are essential 
in doing proficient work as well as showing a professional appearance. Specialized equipment provided by 
the Village of Cambridge must be well maintained by the employee. All Village-owned equipment that is 
abused, poorly maintained, or lost by the employee will be replaced by the Village of Cambridge at the 
employee's expense. 
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The hand tools shall be readily mobile, as switching trucks is sometimes necessary to complete different 
jobs. 

 
Mobile Phones/Radios/Pagers 

 
Cellular telephones, radios and pagers are for Village of Cambridge business only. Cell phones should be 
used at a minimum. The use of our mobile phones is restricted to business only and is prohibited for any 
other use, except in the event of an emergency situation. 

 
Employees are required to have their pagers and cell phones activated and on their person during business 
hours. 

 
Telephone bills are monitored and the employee will be charged for any unauthorized use. If cell telephones, 
radios or pagers are lost, the employee will be responsible for payment for replacements. 

 
Telephone Use 

 
Your work comes first. Personal telephone calls result in inconvenience to other callers and/or loss of 
valuable work time. Telephones are intended for Village business and not for personal use except in cases 
of emergency or other specific personal business that cannot be conducted during non-working hours. 

 
The Village encourages employees to use personal "calling cards" when placing a long distance telephone 
call that is non-business related. Personal phone calls should be kept to a minimum and shouldnot interfere 
with an employee's productivity. 

 
ELECTRONIC EQUIPMENT POLICY 

 
General 

 
The Village relies heavily upon the copier, computer system, and facsimile machine for everyday 
operations. These pieces of equipment are available for the purpose of completing Village business and 
are not intended for personal use. There will be instances when an employee may need the use of a piece 
of equipment for personal use. In these circumstances, fees as established by the Village Board shall be 
paid to the Village Treasurer. 

 
Internet and E-Mail 

 
The Village expects that its staff will use the Internet system and e-mail in a responsible manner. 
Accordingly, the Village has established rules governing staff's use in accessing these systems. Staff must 
realize that use of this electronic information resource is a privilege, not a right. Supervisors must ensure 
that their employees understand that violations of these rules will result in appropriate disciplinary action, 
up to and including discharge. 

 
Privacv 

 
Any use of the Village of Cambridge's computer networks by an employee constitutes a waiver of any right 
to privacy concerning such use. This includes personal communications. The Village of Cambridge 
exercises the right to review, audit, intercept, and disclose all communications on Cambridge's networks 
at any time without prior notice to employees. If the user wishes confidentiality, he or she must use privately 
owned equipment and private access to such information services. 



Page 30 
Employee Handbook Approved by Village Board as revised November, 2024 

 

Software 
 

The Village of Cambridge has the exclusive right to install all software used on the Village's computer 
networks. The installation of any software on the Village's computer networks and workstations during work 
time or personal time without the express approval of the Village Board is prohibited. The Village of 
Cambridge will remove all unauthorized software from its servers or workstations. The Village of Cambridge 
will monitor software use by employees for licensing purposes and to protect against viruses and 
unauthorized use of Village servers or workstations by third parties. It is the policy of the Village of 
Cambridge to prohibit any employee from copying copyright protected computer software for use on any 
computer, whether the software is owned by the Village of Cambridge or owned by an individual. 

 
 
 

All data, whether on a server or on a workstation, is the property of the Village of Cambridge. It is against 
Village policy for an employee to purposefully delete or modify the work product of another Village employee 
without the consent of the employee that created the work product For the purpose of this policy, work 
product means any compilation of data, analyses, reports or correspondence selected, coordinated, or 
arranged by an employee. 

 
Security 

 
The Village of Cambridge will provide each employee who needs access to the Village's computer networks 
with a unique user identification to gain access to the Village's computer networks. Authorized users of the 
networks will also be required to enter a password to gain access to their individual and shared areas on 
the network servers and other information resources located on the networks. 

 
Monitoring Communications and Software Use 

 
All communications and data on the computer networks may be public records subject to disclosure under 
the state open records law, with certain exceptions. All communications on and uses of the Village's 
networks or applications of any licensed software program installed in a workstation or server during work 
or personal time may be monitored from time to time. VHlage employees should be aware that any such 
communications and other uses of the networks are not private and the Village reserves and may exercise 
the right to access and disclose all messages on the networks at any time with or without prior notice to the 
employee. 

 
Data Storage 

 
The Village of Cambridge shall be responsible for organizing all data on the Village computer networks in 
a manner that will allow users to readily access files and other information on the networks. 

The Village shall further establish procedures or protocols governing the deletion and retention of all data 
on the networks, including the development of record retention schedules. 

While the Village will be responsible for disaster recovery and back up of all data on Village servers, the 
Village of Cambridge's authorized users on the computer networks are responsible for protecting data or 
information maintained locally at their workstation. This includes backing up data on individual workstations 
to ensure that data saved on individual workstations conforms to established record retention schedules 
and that such data is available to authorized users during the appropriate retention periods. 

 

The content and maintenance of the Village's electronic mail and shared file storage areas are the user's 
responsibility. Authorized users should follow standard business etiquette in using this medium. 
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Village of Cambridge employees should be aware that electronic mail messages sent within the Village's 
networks or on the Internet using Village computer eq1Jipment are not private communications and that all 
e-mail messages are the property of the Village of Cambridge. The Village reserves the right to access, 
reviews, and disclose all e-mail messages. Village staff should regard all e-mail messages as non-private 
communications that may be viewed by others. 

 
Employees using e-mail should delete unwanted messages or files immediately in order to preserve disk 
storage space. Alternatively, users should transfer to disks or hard drives any e-mail messages or filesthe 
user wants to save. Some communications must be retained as an official record of Village business. If you 
are unsure about whether a message may be deleted, please consult the Village 
Administrator/Clerk/Deputy Treasurer. 

E-mail is not designed to transfer large files. Large files may cause problems on the Village's servers, as 
well as the recipient's local server or workstation. Large files are defined as those larger than one megabyte 
(1 MB). As a guideline, files with graphics, animation and/or large spreadsheets should be checked. In 
addition, large files going to multiple addresses have the potential to cause performance problems across 
all applications. 

 
Internet Access 

 
The Internet provides access to a wide variety of resources that can assist Village employees in the 
performance of their jobs. The Village may monitor Internet usage at workstations and remote sites and 
maintain a record of employee time on the Internet and sites accessed. 

Village employees have an obligation to be aware of computer security, economic and privacy concerns 
associated with the use of various systems on the Internet, and to guard against computer viruses and 
incurring costs while conducting research or communications on the Internet. At no time shall an employee 
incur charges for Internet usage without the express consent of the Village Board. 

 
Personal Use of Networks and Computers 

 
The Village of Cambridge recognizes that employees who use computers and the information resources 
available on the Village computer networks can enhance their knowledge of electronic information resources 
and can sharpen their information technology skills. Personal use of computers during non working hours 
is permitted in order to enhance those skills so long as such use does not interfere with the employee's job 
responsibilities and the work of other employees. However, employees shall not utilize the Village's 
computer networks, workstations, or other electronic devices on behalf of a third party. 

Personal use of Internet access and e-mail services is permitted during personal time provided that the 
accessed sites are at no cost to the Village of Cambridge and as long as the employee agrees that any 
messages received or sent may be accessed, reviewed and disclosed at the Village's discretion. 

 
All Village employees using Village computer equipment on personal time must follow all guidelines set 
forth in this policy. 

Personal time includes breaks, lunchtime, and time outside of established work hours. Employees using 
the resources to fulfill job responsibilities always shall have a priority over those desiring access for personal 
use. 

All costs associated with personal use of the Village's computer networks for printing information must be 
paid for by the employee. 

 
The use of storage space on servers for personal data is prohibited. Personal data may be stored on an 
employee's hard drive at individual workstations provided that space is available. 
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Prohibited Activities 
 

Village employees shall not interfere with or disrupt the Village's computer networks, other network users, 
services, programs, software, or equipment. 

 
Interference or disruption with the Village networks, other network users, services, software, or equipment 
may include, but are not limited to the following: 

 
• The use of the Village system and/or networks to gain unauthorized access to remote systems; 
•  The use of the Village system to copy unauthorized system files or copyrighted material, such as 

third-party software; 
• Intentional attempts to "crash" the Village network systems or programs; 
• Attempting to secure unauthorized higher level privileges on the networked systems; 
• The willful or negligent introduction of computer viruses or destructive programs that could adversely 

affect the Village networks; 
•  Sharing password information with any other person; if a Village employee does share that 

information with another person, the employee shall be solely responsible for the actions thatother 
person has appropriated; 

• Deleting, examining, or modifying files or work product belonging to other users without their prior 
consent; or 

• Using the network or any of its authorized software for personal gain or solicitation, to harass or 
threaten others, to send junk mail or "for-profit" messages. 

 
It is also against Village policy for an employee to engage in the following conduct on the Village networks: 

 
•  Access sites or display items that may be regarded as offensive, indecent, or obscene by other 

employees or visitors; 
• To use abusive or obscene language in any messages transmitted on the networks, including any 

internal or external e-mail messages and Internet communications; 
• To engage in behavior on the networks that is proscribed under the Village's Employee Handbook, 

including, but not limited to harassment; or 
• To engage in any other conduct that could cause congestion and disruption of the Village's 

networks and systems. 

Violations of the Village's Electronic Equipment Policy are subject to the same discipline as any other 
violations of Village personnel policies. Judgment regarding violations will be made by the Village 
Administrator/Clerk/Deputy Treasurer, Personnel Committee or Village Board, as necessary. 

 
Compliance with Laws 

 
Village employees will be responsible for respecting and adhering to local, state, and federal laws in 
conducting their work on Village computer networks. Any attempt to break those laws through the use of 
the n·etworks may result In litigation against the offender by the proper authorities. If such an event should 
occur, the Village of Cambridge will fully cooperate with the appropriate authorities to provide any 
information necessary to assist the relevant law enforcement authorities during the investigation process. 

 
SAFETY 

The Village is committed to provide a safe working environment for all employees. Employees in Public 
Works and Utilities, and certain Administrative employees may participate in safety training. The purpose 
of the training is to educate in the prevention of accidents and injuries to you and others. Other general 
safety training may be provided to all Village employees from time to time (e.g., defensive driving, first aid, 
CPR). All Village employees are required to follow the guidelines set forth in the Village Safety Policy. 
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Job Related Injuries 
 

All work injuries, no matter how slight, must be reported immediately to your supervisor. Your department 
then notifies the Treasurer of the injury. The Treasurer , as part of administering worker compensation, 
reports the injury to the State in compliance with State regulations. If you are severely injured, then the Fire 
Department should be called for paramedic service. If the injury is minor but requires treatment, you may 
be sent to the Village designated physician or a local clinic. If the injury results in time off from work, then 
you must obtain a medical report authorizing your time off from work and your return to work, and whether 
the return to work is based upon limited duty or full duty. 

 
VACATING YOUR POSITION 

 
Retirement 

 
Full retirement eligibility is 57 years of age with 30 years of service. You may retire as early as age 55 with 
a reduced benefit, depending upon your years of service, as determined by the Personnel Committee. 

 
Upon retirement the employee will be eligible for payment of vacation, personal holiday and floating holiday 
time earned the previous year. 

 

Layoffs may occur because of a decrease in services, change in work methods, or other conditions. To 
assure continued quality services, merit and length of service may be given consideration in determining 
the order in which employees are laid off 

 
Loss of Acceptable Position Requirement 

 
You may be laid off if you lose a license or other requirement necessary for you to perform the duties of 
your position. 

 
CONCLUSION 

This personnel policy manual has been developed to apply consistent and standard guidelines for all 
employees in the organization. This manual should help in explaining personnel policies, salary information, 
fringe benefit provisions, and other personnel guidelines. Through the implementation of this manual, the 
Village encourages open communication with its employees. However, this manual is not intended to 
supercede any contractual relationship presently in existence, or possible future contract negotiations. 

As stated at the outset of this manual, it is not a contract and because conditions change, the Village 
reserves the right to unilaterally alter, add to, or delete any provisions contained in this manual upon proper 
action by the Village Board of Trustees. The Village Board welcomes any additional input by the Village staff 
to subsequent editions of this manual. 

 
RECEIPT 

 
One signed copy of the following receipt should be removed and placed in the employee's personnel file. 
The other copy will remain with the employee's personal copy of the Employee Handbook. 
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APPENDIX A - OFFICIAL EMPLOYEE NOTICES 

Federal and state laws require that certain posters be displayed in the workplace. There are also certain 
forms and other notices that employees should know about. The following pages contain official legal notices 
that are seen on employee bulletin boards, along with some common employment-related forms. These are 
provided in the handbook for your convenience and reference. If you have any questions about the 
information provided in these notices and forms, please contact the Village Administrator/Clerk/Deputy 
Treasurer. The notices provided include: 

 
Federal Notices 

• Employment Eligibility Verification (Form 1-9) 

• Equal Employment Opportunity is the Law 

• Employee Polygraph Protection Act 

• Your Rights Under the Family and Medical Leave Act of 1993 

• Your Rights Under the Fair Labor Standards Act - Federal Minimum Wage 

• You Have a Right to a Safe and Healthful Workplace (OSHA) 

 
State of Wisconsin Notices 

• Public Employee Safety and Health 

• Hazardous Chemicals in the Workplace? 

• Hours and Times of Day Minors May Work in Wisconsin 

• Employee Protections Against Use of Honesty Testing Devices 

• Wisconsin Fair Employment Law 

• Wisconsin Family and Medical Leave Law 

• Wisconsin Minimum Wage Rates 

• Notice to Employees About Applying for Wisconsin Unemployment Benefits 
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RECEIPT 
 

I hereby acknowledge that I have received the Employee Handbook, and I understand that it is my 
responsibility to read and understand the policies contained in the Handbook and any revisions made to it. 
I further acknowledge that the Handbook is neither a contract of employment nor a legal document. 

 
The Handbook describes important information about the Village of Cambridge as my Employer. I 
understand that I should consult my supervisor about any questions not answered in the Handboo_k. I have 
entered into my employment relationship with the Village of Cambridge voluntarily and acknowledgethat 
there is no specified length of employment. Accordingly, either I or the Village of Cambridge may terminate 
the relationship at will, with or without cause, at any time. 

 
I acknowledge that the information, policies, and benefits described in the Handbook are subject to change. 

 
 

 
Date: 

 

 
Employee Signature: 

 

 
Employee's Printed Name:



 

 



PAY CATEGORY WAGES % of Wages

MUN BLDG - HOURLY WAGES
70 070 AMUNDSON MN 100-00-51600-120-000 3,990.21 0.00 0.00 0.00 147.48 0.00 0.00 0.79 15.20 3.56 17.25

PUBLIC WORKS - HOULY WAGES
10 010 STR PATCH 100-00-53311-120-000 1,018.67 0.00 0.00 0.00 34.63 0.00 0.00 0.20 90.13 21.04 102.62
11 011 BRUSH COLL 100-00-53311-120-000 9,019.58 0.00 0.00 0.00 315.04 0.00 0.00 1.79 1.46 0.34 1.64
13 013 SIGN PAINT 100-00-53311-120-000 1,281.69 0.00 0.00 0.00 45.04 0.00 0.00 0.25 502.58 117.45 570.11
14 014 SNOW PLOW 100-00-53311-120-000 5,079.76 391.50 0.00 0.00 182.41 9.00 0.00 1.09 33.35 7.79 25.76
16 016 TREE MAINT 100-00-53311-120-000 8,960.33 199.50 0.00 0.00 313.25 4.50 0.00 1.82 185.81 43.46 195.04
17 017 DPW ADM/OTH 100-00-53311-120-000 5,700.48 0.00 0.00 0.00 195.95 0.00 0.00 1.13 177.21 41.36 201.53
18 018 GARAGE MNT 100-00-53311-120-000 5,917.92 0.00 0.00 0.00 225.60 0.00 0.00 1.18 62.64 14.62 71.52
19 019 CMTE MTG ST 100-00-53311-120-000 618.90 0.00 0.00 0.00 21.13 0.00 0.00 0.12 76.26 17.81 86.68
80 080 MAIN ST MNT 100-00-53311-120-000 3,660.02 0.00 0.00 0.00 126.78 0.00 0.00 0.73 30.72 7.17 35.18
90 090 VEH/EQ DPW 100-00-53311-120-000 11,303.01 0.00 0.00 0.00 381.07 0.00 0.00 2.25 10.88 2.55 12.36

PW - PW 100-00-53311-120-000 6,750.00 0.00 0.00 0.00 156.00 0.00 0.00 1.34 959.55 224.39 1,090.28
RETRO PAY - PW 100-00-53311-120-000 0.00 0.00 0.00 1,250.00 0.00 0.00 0.00 0.25 113.85 26.62 130.25

PARKS - HOURLY WAGES
20 020 MOW GRASS 100-00-55200-120-000 6,458.55 0.00 0.00 0.00 337.15 0.00 0.00 1.28 23.12 5.40 26.18
21 021 PARK TREE 100-00-55200-120-000 609.01 0.00 0.00 0.00 21.33 0.00 0.00 0.12 633.84 148.25 714.98
22 022 WEED/FERTIL 100-00-55200-120-000 1,081.89 0.00 0.00 0.00 37.41 0.00 0.00 0.22 55.29 12.89 61.92
23 023 FLOWERS 100-00-55200-120-000 248.24 0.00 0.00 0.00 8.56 0.00 0.00 0.05 127.56 29.89 143.57
24 024 ICE RINK 100-00-55200-120-000 1,476.93 0.00 0.00 0.00 50.57 0.00 0.00 0.29 0.85 0.19 0.98
25 025 PARK ADM/OT 100-00-55200-120-000 23.61 0.00 0.00 0.00 1.00 0.00 0.00 0.00 496.26 116.06 563.80
27 027 SHELT MAINT 100-00-55200-120-000 8,235.90 45.00 0.00 0.00 282.19 1.00 0.00 1.65 5.65 1.30 6.42
28 028 FISH PONDS 100-00-55200-120-000 541.23 0.00 0.00 0.00 23.99 0.00 0.00 0.11 243.29 56.86 257.87
29 029  MISC 100-00-55200-120-000 2,785.35 261.00 0.00 0.00 104.02 6.00 0.00 0.61 108.00 25.26 122.69
91 091 VEH PARKS 100-00-55200-120-000 1,216.55 0.00 0.00 0.00 42.01 0.00 0.00 0.24 227.55 53.20 258.07

LIBRARY - WAGES
84 084 LIBRARY FAC 150-00-55110-120-000 919.84 0.00 0.00 0.00 33.21 0.00 0.00 0.18 222.34 51.96 254.39

WATER - HOURLY WAGES
6 006 train water 500-00-53700-600-000 2,340.11 0.00 0.00 0.00 81.91 0.00 0.00 0.47 88.21 20.60 100.39

60 060 WTR TREAT M 500-00-53700-600-000 12,328.35 3,361.26 0.00 0.00 429.05 77.00 0.00 3.12 19.48 4.52 22.10
61 061 WTR TOWER 500-00-53700-600-000 1,875.84 0.00 0.00 0.00 63.64 0.00 0.00 0.37 61.36 14.35 69.61
62 062 WTR PUMP HS 500-00-53700-600-000 290.00 87.00 0.00 0.00 10.00 2.00 0.00 0.07 172.23 40.31 196.70
63 063 WTR DATA/LB 500-00-53700-600-000 10,285.83 0.00 0.00 0.00 397.86 0.00 0.00 2.04 19.59 4.58 22.05
64 064 WTR MAIN BR 500-00-53700-600-000 797.75 108.75 0.00 0.00 27.70 2.50 0.00 0.18 22.29 5.17 25.28
65 065 WTR VLV/HYD 500-00-53700-600-000 2,063.63 0.00 0.00 0.00 84.35 0.00 0.00 0.41 88.13 20.56 100.64
66 066 CROSS CONN 500-00-53700-600-000 14.50 0.00 0.00 0.00 0.50 0.00 0.00 0.00 685.01 160.20 785.66
68 068 WTR ADM/OTH 500-00-53700-600-000 8,070.01 43.50 0.00 0.00 277.98 1.00 0.00 1.61 2,914.02 681.49 0.00
69 069 WTR MN CONS 500-00-53700-600-000 92.80 0.00 0.00 0.00 3.20 0.00 0.00 0.02 4,994.84 1,168.12 5,977.26
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71 071 READ UT MTR 500-00-53700-600-000 1,765.52 0.00 0.00 0.00 60.88 0.00 0.00 0.35 1,477.18 345.54 1,618.65
72 072 MNT UT MTR 500-00-53700-600-000 3,714.26 0.00 0.00 0.00 130.76 0.00 0.00 0.74 180.98 42.34 218.47
73 073 OTHER 500-00-53700-600-000 1,001.02 0.00 0.00 0.00 34.38 0.00 0.00 0.20 1,658.17 387.72 1,837.26
74 074 CMTE MTG WS 500-00-53700-600-000 309.14 0.00 0.00 0.00 10.66 0.00 0.00 0.06 1,826.36 427.10 936.64
85 085 DIGGER HL 500-00-53700-600-000 1,729.22 0.00 0.00 0.00 60.00 0.00 0.00 0.34 195.30 45.72 0.00
92 092 VEH UTILITY 500-00-53700-600-000 1,444.42 0.00 0.00 0.00 54.21 0.00 0.00 0.29 300.15 70.21 0.00
93 093 VEH OTHER 500-00-53700-600-000 317.95 0.00 0.00 0.00 11.17 0.00 0.00 0.06 2,544.48 595.08 2,852.28

PW - WATER 500-00-53700-600-000 1,125.00 0.00 0.00 0.00 42.00 0.00 0.00 0.22 15.25 3.57 0.00
RETRO PAY-WATER 500-00-53700-600-000 0.00 0.00 0.00 2,987.00 0.00 0.00 0.00 0.59 3,327.12 778.24 2,217.76
WEEKEND DUTIES 500-00-53700-600-000 0.00 0.00 0.00 2,060.00 0.00 0.00 0.00 0.41 218.24 51.04 0.00

OPERATION & MAINTENANCE WAGES
30 030 SEWER PUMP 600-00-53700-820-000 1,033.43 1,866.75 0.00 0.00 36.42 42.50 0.00 0.58 17.36 4.06 0.00
31 031 MANHOLE MNT 600-00-53700-820-000 1,028.48 0.00 0.00 0.00 35.13 0.00 0.00 0.20 6.20 1.45 0.00
32 032 SEWER MNT 600-00-53700-820-000 1,160.06 87.00 0.00 0.00 40.91 2.00 0.00 0.25 3.72 0.87 0.00
34 034 SEWER GRNDS 600-00-53700-820-000 506.21 0.00 0.00 0.00 17.05 0.00 0.00 0.10 11.16 2.61 0.00
35 035 SWR ADM/OTH 600-00-53700-820-000 177.77 0.00 0.00 0.00 6.13 0.00 0.00 0.04 2.48 0.58 0.00

PW - SEWER 600-00-53700-820-000 1,125.00 0.00 0.00 0.00 42.00 0.00 0.00 0.22 2.48 0.58 0.00

OPERATION WAGES
100 100 STR SWEEP 800-00-58100-600-000 1,000.61 0.00 0.00 0.00 38.81 0.00 0.00 0.20 172.44 40.32 0.00
101 101 STORM SEWER 800-00-58100-600-000 2,830.51 0.00 0.00 0.00 100.80 0.00 0.00 0.56 414.03 96.82 469.14
103 103 STR SWP MNT 800-00-58100-600-000 316.38 0.00 0.00 0.00 13.40 0.00 0.00 0.06 69.01 16.13 78.18
104 104 LEAF VAC MN 800-00-58100-600-000 364.50 0.00 0.00 0.00 12.50 0.00 0.00 0.07 69.01 16.13 78.18
105 105 DETEN POND 800-00-58100-600-000 1,448.55 0.00 0.00 0.00 49.78 0.00 0.00 0.29 76.30 17.83 86.83

CODES NOT INCLUDED - DISTRIBUTION SUMMARY 

12 12 Line painting
15 15 Private Sidewalk Snow Removal
26 26 Committee - Trees & Parks
33 33 Exercise Generators
67 67 Well Abandonment Ordinance
81 81 New Construction (Type & Location)
82 82 Grant Projects 
83 83 Other

102 102 Leaf Collection and Disposal

PER DIEM -  VB 100-00-51100-140-000 3,520.00 0.00 0.00 0.00 88.00 0.00 0.00 0.70 142.90 33.40 162.67
PER DIEM - PERS 100-00-51100-140-000 60.00 0.00 0.00 0.00 3.00 0.00 0.00 0.01 61.82 14.44 70.80
PER DIEM LICENS 100-00-51100-140-000 40.00 0.00 0.00 0.00 2.00 0.00 0.00 0.01 548.28 128.21 618.79
PER DIEM-JOINTL 100-00-51100-140-000 180.00 0.00 0.00 0.00 9.00 0.00 0.00 0.04 78.07 18.24 86.42

PER DIEM - OTH 100-00-51120-140-000 280.00 0.00 0.00 0.00 14.00 0.00 0.00 0.06 333.80 78.07 361.43
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COURT 100-00-51200-110-000 3,150.00 0.00 0.00 0.00 9.00 0.00 0.00 0.63 556.06 130.02 621.00

Courts 100-00-51200-120-000 4,841.28 0.00 0.00 0.00 214.50 0.00 0.00 0.96 348.44 81.45 396.23

PRES 100-00-51410-110-000 2,781.00 0.00 0.00 0.00 9.00 0.00 0.00 0.55 363.22 84.92 410.22

ADMIN PAY 100-00-51420-110-000 0.00 0.00 0.00 11,304.40 0.00 0.00 0.00 2.25 37.73 8.80 42.99
CLK - ADMIN 100-00-51420-110-000 86,003.38 0.00 0.00 0.00 2,186.00 0.00 0.00 17.10 397.22 92.90 181.16

CLk - ADMIN H 100-00-51420-120-000 30,305.00 118.27 0.00 0.00 1,117.58 2.55 0.00 6.05 37.20 8.68 41.26

PER DIEM BD REV 100-00-51532-140-000 40.00 0.00 0.00 0.00 2.00 0.00 0.00 0.01 65.93 15.39 75.17

PER DIEM - PC 100-00-56700-140-000 100.00 0.00 0.00 0.00 5.00 0.00 0.00 0.02 60.97 14.22 69.47

LIB - DIRECTOR 150-00-55110-110-000 41,040.00 0.00 0.00 0.00 1,440.00 0.00 0.00 8.16 18.94 4.45 21.44

LIB - WAGES 150-00-55110-120-000 54,360.06 0.00 0.00 0.00 3,119.25 0.00 0.00 10.81 56.07 13.13 63.95

LIB - MEDI REIM 150-00-55110-130-000 0.00 0.00 0.00 246.00 0.00 0.00 0.00 0.05 105.83 24.77 120.11

PER DIEM - ECON 250-00-56700-110-000 180.00 0.00 0.00 0.00 9.00 0.00 0.00 0.04 683.57 159.82 785.40

PER DIEM - WS 500-00-53700-500-000 180.00 0.00 0.00 0.00 9.00 0.00 0.00 0.04 73.67 17.17 84.52

CLK - WATER 500-00-53700-680-000 28,413.81 137.98 0.00 0.00 861.71 2.98 0.00 5.68 11.16 2.61 0.00

CLK - SEWER 600-00-53700-850-000 25,297.11 110.39 0.00 0.00 760.91 2.38 0.00 5.05 11.16 2.61 0.00

CLK - STORMWTR 800-00-58100-680-000 3,116.70 27.60 0.00 0.00 100.80 0.59 0.00 0.63 183.63 42.95 207.60

CABLE 920-00-55190-110-000 47,000.03 0.00 0.00 0.00 1,363.25 0.00 0.00 9.34 125.66 29.30 142.90

478,342.89 6,845.50 17,847.40

503,035.79
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Village of Cambridge 

Workplace Conduct Policy 
 

Purpose 
The Village of Cambridge is committed to maintaining a professional, respectful, and collaborative work 
environment. This policy sets expectations for workplace conduct and provides guidance to ensure all 
employees, officials, and volunteers contribute to a positive and productive workplace. 
 
Scope 
This policy applies to all Village of Cambridge employees, elected officials, appointed officials, volunteers, 
contractors, and anyone conducting business on behalf of the Village. 

 
Standards of Conduct 
 
All individuals are expected to: 

1. Demonstrate Professionalism 
o Treat coworkers, elected officials, residents, and visitors with courtesy and respect. 
o Communicate in a constructive, clear, and professional manner. 
o Avoid the use of profanity, vulgar language, or offensive jokes. 
o Maintain confidentiality of sensitive information. 

2. Promote Respectful Behavior 
o Refrain from discussing sexual topics, sharing sexual jokes, stories, or innuendos in the 

workplace. 
o Avoid gossip, name-calling, or personal attacks. 
o Respect diversity, differing opinions, and cultural backgrounds. 
o Respect religious beliefs, practices, and expressions of all individuals. 
o Refrain from making disparaging remarks, jokes, or comments about religion or faith. 
o Do not attempt to pressure or persuade others to participate in religious or non-religious 

activities. 
o Requests for reasonable accommodation of held religious beliefs or observances will be 

reviewed and, when possible, granted in accordance with applicable law. 
o Refrain from harassment, bullying, discrimination, or retaliation of any kind. 

3. Support a Positive Workplace 
o Cooperate with colleagues and departments to meet organizational goals. 
o Resolve conflicts respectfully and, if necessary, involve a supervisor or HR. 
o Be mindful of tone, body language, and non-verbal communication. 

4. Maintain Integrity and Accountability 
o Comply with all applicable laws, policies, and procedures. 
o Use Village resources, property, and time responsibly and for official business. 
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o Avoid conflicts of interest or appearances of impropriety. 
5. Ensure Safety and Wellbeing 

o Follow all workplace safety procedures. 
o Report unsafe conditions, threats, or concerning behavior promptly. 
o Refrain from violence, threats, or possession of dangerous items in the workplace. 
o Abstain from drug or alcohol use while on duty or representing the Village. 

 
Professionalism and Workplace Etiquette 
 
Employees are expected to maintain professional habits and behaviors while in the workplace. The following 
activities are not appropriate at individual desks, in public areas, or during work hours: 

• Applying makeup, styling hair, or other personal grooming. 
• Flossing or performing other dental/personal hygiene activities. 
• Eating full meals at desks or in public-facing areas (meals should be taken in designated break areas). 
• Playing loud music, videos, or using speakerphones without headphones. 
• Any other behavior that detracts from a professional, respectful, and distraction-free environment. 

Reasonable accommodations will be made as required by law for employees with medical or disability-related 
needs. 

 
Professional Use of Technology 
 
Employees are expected to use Village technology, including email, phones, computers, and internet access, in a 
responsible and professional manner. The following is prohibited: 

• Sending, viewing, or sharing messages containing profanity, vulgarity, sexual content, or discriminatory 
language. 

• Using Village systems for personal gain, illegal activity, or excessive personal use. 
• Accessing, downloading, or distributing inappropriate or offensive websites, images, or materials. 
• Using Village email, text, or messaging platforms for gossip, harassment, or non-business-related 

communications. 
• Sharing confidential Village information without authorization. 

 
Social Media Conduct 
 
Employees are expected to exercise professionalism and good judgment when using social media, both on and 
off duty. The following guidelines apply: 

• Do not post confidential or proprietary Village information. 
• Do not use Village logos, branding, or imagery without authorization. 
• Do not use social media to harass, bully, or disparage coworkers, residents, officials, or the Village 

itself. 
• Personal social media use should not interfere with job responsibilities. 
• When identifying as a Village employee, elected official, or volunteer, individuals must ensure posts 

reflect professionalism and do not harm the Village’s reputation. 
• Political activity on personal accounts must remain separate from Village roles and should not give the 

impression of official endorsement. 
 

Dress Code & Professional Appearance 
 



Date Created: 10/06/2025 by Lucy Peterson, Administrator 
Last Updated: 10/06/2025 by Lucy Peterson, Administrator 
 

Employees are expected to maintain a neat, clean, and professional appearance that reflects positively on the 
Village of Cambridge. Standards include: 

• Clothing should be appropriate to the position, work duties, and level of public interaction. 
• Attire must be clean, in good repair, and free from offensive graphics, slogans, or messages. 
• Revealing, excessively casual, or inappropriate clothing is not permitted. 
• Employees working in public-facing roles should dress in business casual or other attire consistent with 

their department’s expectations. 
• Uniforms, safety gear, or other required attire must be worn when provided. 
• Personal hygiene should be maintained at a level consistent with a professional environment. 

 
Prohibited Behaviors 
 
To maintain a professional environment, the following are strictly prohibited: 

• Use of profanity, vulgarity, or offensive language. 
• Talking about sex, sexual jokes, or sexual innuendos. 
• Harassing, bullying, or intimidating others. 
• Gossiping or spreading rumors about coworkers, residents, or officials. 
• Viewing, displaying, or distributing inappropriate materials. 
• Personal grooming, flossing teeth, or eating full meals at desks or in public areas. 
• Any behavior that disrupts work or creates an uncomfortable environment for others. 

 
Reporting Concerns 
 
Employees who observe or experience conduct inconsistent with this policy should report it to their supervisor, 
the Village Administrator, or Human Resources. All reports will be handled promptly and, to the extent 
possible, confidentially. Retaliation for reporting concerns in good faith is strictly prohibited. 

 
Enforcement 
 
Violations of this policy may result in corrective or disciplinary action, up to and including termination of 
employment, removal from office or volunteer role, or termination of contractual relationships. 

 
Acknowledgement 
 
All employees are expected to review and acknowledge this policy as part of their employment with the Village 
of Cambridge. 
 
 
 
Employee Signature: _________________________________ 
Date: ________________________________ 
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Village of Cambridge 

Leave & Income Continuation Insurance (ICI) Coordination Policy 

1. Sick Leave 

• Employees must use their accumulated sick leave first when unable to work due 
to illness or injury. 

• Sick leave may cover all or part of the 30-day waiting period before ICI benefits 
begin. 

• If an employee has a large sick leave balance, they may choose to remain on sick 
pay until it is reduced, before starting ICI. 

2. Vacation Leave 

• Vacation leave is not required to be used before ICI. 

• Employees may: 

o Use vacation to remain on full pay during the ICI waiting period, or 

o Save vacation for later use after returning to work. 

• Vacation may also be used to “top off” ICI benefits (for example, using vacation to 
make up the remaining 25% of wages not covered by ICI). 

3. Family and Medical Leave Act (FMLA) 

• FMLA is a job protection law, not a pay replacement. 

• If eligible, employees must file for FMLA when they are unable to work for medical 
reasons. 

• FMLA runs at the same time as sick leave and/or ICI. 

• Example: An employee on ICI is also considered on FMLA if they qualify, ensuring 
job protection while income replacement is provided. 

4. Income Continuation Insurance (ICI) 

• ICI begins after a 30-day elimination period, once required sick leave is used. 

• ICI pays about 75% of monthly earnings, up to plan limits. 
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• Benefits are paid directly to the employee by the Department of Employee Trust 
Funds. 

• ICI may continue short-term or long-term, depending on medical need and 
eligibility. 

5. Coordination of Benefits 

• Sick Leave → Vacation (optional) → ICI → FMLA (runs concurrently) 

• Employees are encouraged to plan with their supervisor and HR to decide how 
vacation and ICI should be coordinated. 

 


���� Reminder: Each situation may be unique. Employees should contact the Village 
Administrator for guidance on filing ICI claims and FMLA paperwork. 

 

 

 

 

 

 

 

 

 

 

Employee Signature:  ________________________________ 

Date:  ______________________ 



 

 

 

Village of Cambridge  
 

To: Village Board of Trustees 
From: Lucy Peterson, Village Administrator 
Date: October 14, 2025 
Subject: Proposal to Modify Village Office Hours for Improved Staff Productivity 

 

Current Office Hours: 

• Monday, Wednesday, Thursday: 7:30 AM – 4:00 PM 
• Tuesday: 7:30 AM – 6:00 PM 
• Friday: 7:30 AM – 1:00 PM 

Proposed Office Hours: 

• Monday through Thursday: 8:00 AM – 4:00 PM 
• Friday: 8:00 AM - 12:00 PM (Based on Village Clerk tracking, the highest recorded 

counter activity on Fridays was six individuals to submit utility payments.) 

The proposed adjustment to office hours is intended to improve staff productivity and attention 
to detail by reducing counter interruptions. With uninterrupted time, staff can better focus on 
administrative tasks such as financial reconciliation, records management, and project planning. 
The shortened Friday hours will provide staff with dedicated time to complete essential end-of-
week tasks while still offering limited public access. 

The proposed change to Village office hours is designed to enhance staff productivity and 
service quality by minimizing counter interruptions and creating a more consistent schedule. By 
shifting to a uniform Monday–Thursday timetable and shortening Friday hours, staff can better 
focus on essential administrative tasks while still providing 32 hours of public access weekly. 
This adjustment supports improved accuracy, boosts employee morale, and maintains reliable 
service for residents through phone, email, and dropbox access. 

Additional Notes: 

• Clear communication will be provided to residents via signage, website updates, and 
social media. 



• We will monitor the impact of this change and remain open to feedback and future 
adjustments. 

Recommendation:  
I respectfully request the Board’s approval to implement the new office hours effective 
November 1, 2025. We believe this adjustment will enhance operational efficiency while 
maintaining high-quality service to our residents. 
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Village of Cambridge – Safety and Security Plan 

Effective Date:  

Buildings Covered: 

1. Village Hall 

2. Department of Public Works (DPW) Building 
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o Emergency Preparedness 
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7. Reporting & Documentation 
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13. Plan Review & Acknowledgment 

 

3. Roles and Responsibilities 

Role Responsibility 

Village Administrator 
Overall safety oversight, policy enforcement, coordination with law 
enforcement. 

Village Clerk 
Maintain emergency contacts, assist with evacuation plans, 
manage public safety notices. 

Public Works Director 
Ensure DPW staff compliance with safety protocols, maintain 
equipment safety, oversee DPW emergency preparedness. 

Department 
Supervisors 

Conduct safety briefings, ensure employees follow protocols, 
report incidents. 

Employees 
Follow safety procedures, report hazards, participate in trainings 
and drills. 

Visitors/Contractors Comply with building rules and staff instructions. 

 

4. Village Hall Safety & Security 

4.1 Access Control 

• Public entry through main lobby. 

• Staff-only areas secured with keycard or keyed locks. 

• Visitor check-in at front desk. 

4.2 Security Systems 

• Security cameras at entrances and main lobby. 

• Alarm systems with panic buttons in Administrator and Clerk offices. 

• Motion-sensitive exterior lighting. 

4.3 Emergency Preparedness 

• Fire alarms, extinguishers, and smoke detectors maintained and tested. 



• Evacuation routes posted. 

• First aid kits and AEDs in main offices. 

• Procedures for medical emergencies, active threats, severe weather, and natural 
disasters. 

 

5. Department of Public Works (DPW) Building Safety & Security 

5.1 Access Control 

• Limited to authorized staff and contractors. 

• Garage Doors and doors locked when unattended. 

• Visitor log maintained for deliveries. 

5.2 Security Systems 

• Security cameras at entrances. 

• Alarm system with panic button in main office. 

5.3 Hazardous Materials 

• Proper labeling, storage, and handling. 

• SDS (Safety Data Sheets) accessible. 

• Spill response kits maintained on-site. 

5.4 Emergency Preparedness 

• Fire alarms and extinguishers maintained. 

• Evacuation routes posted. 

• First aid kits and AED accessible. 

• Procedures for severe weather, active threat, and chemical spills. 

 

6. Health & Safety Policies 

• Safe workplace conduct, harassment-free environment. 

• PPE requirements: hard hats, gloves, reflective vests, steel-toe boots for DPW; PPE 
as needed for Village Hall tasks. 



• Annual safety training: CPR, first aid, fire safety, active threat response, hazardous 
materials (DPW). 

 

7. Reporting & Documentation 

• All incidents, near misses, or breaches reported immediately. 

• Incident reports submitted to Village Administrator within 24 hours. 

• Records maintained for review and compliance. 

 

8. Security for Special Events 

• Identify entrances/exits for visitors. 

• Staff monitor entrances and control crowd flow. 

• Emergency contacts available. 

• Ensure clear access for emergency vehicles. 

 

9. Communication 

• Emergency contact list posted in main offices and breakrooms. 

• Staff email and phone notification system in place for urgent alerts. 

• Coordination with local police, fire department, and emergency management 
agencies. 

 

10. Staff Checklists 

Village Hall Staff Checklist 

• Conduct monthly fire extinguisher and alarm check 

• Test panic buttons quarterly 

• Update visitor log daily 

• Review evacuation routes annually 

• Conduct annual fire drill 



DPW Staff Checklist 

• Inspect gates, doors, and locks weekly 

• Check security cameras monthly 

• Update SDS for all chemicals 

• Conduct spill response drill annually 

• Conduct annual fire and severe weather drill 

 

11. Evacuation Maps / Diagrams Placeholders 

(Insert here: diagrams of all exits, safe areas, and assembly points) 

• Village Hall Map: Emergency exits, main stairwells, safe zones. 

• DPW Building Map: Gates, main building exits, hazardous material zones, safe 
assembly areas. 

 

12. Emergency Contact Tables 

Contact Phone Notes 

Police (Dane County Sheriff) 911 / [Direct Line] Emergency response 

Fire Department 911 / [Direct Line] Fire & rescue 

Ambulance / EMS 911 Medical emergency 

Village Administrator [Phone] Safety oversight 

Village Clerk [Phone] Evacuation coordination 

Public Works Director [Phone] DPW safety & hazardous materials 

Building Maintenance [Phone] Repairs & safety hazards 

 

13. Plan Review & Acknowledgment 

• Plan reviewed annually by Village Administrator and Public Works Director. 



• Updates communicated to all staff. 

Employee Acknowledgment 

I acknowledge that I have read and understand the Village of Cambridge Safety and 
Security Plan and agree to follow all policies and procedures outlined. 
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RELEASE AND WAIVER OF LIABILITY 
 

VOLUNTEER ON _____________ (Project) 
 

PLEASE READ CAREFULLY.  THIS IS A LEGAL DOCUMENT  
THAT AFFECTS YOUR LEGAL RIGHTS. 

 
 
This Release and Waiver of Liability (“Release”), is executed on this _______ day of 
___________________, 20_____, by ___________________________________________ (the 
“Volunteer”) in favor of the Village of Cambridge, Dane and Jefferson Counties, Wisconsin, and 
its officials, committee members, commission members, board members, employees, and agents 
(collectively, the “Village”). 
 
Volunteer desires, on a volunteer basis, to assist the Village with activities associated with the 
above-named project (the “Activities”). 
 
For good and valuable consideration, including the opportunity to volunteer for the Village, 
Volunteer hereby freely, voluntarily, and without duress executes this Release under the 
following terms:   
 
Release, Waiver, and Indemnification.  Volunteer does hereby waive, release and forever 
discharge the Village and its successors and assigns from any and all liability, claims, and 
demands of whatever kind or nature, either in law or in equity, (including claims and damages 
arising from bodily injury, personal injury, illness, death or property damage) which arise out of, 
or occur in connection with, the Activities. 
 
Volunteer further agrees to indemnify and hold harmless the Village from any and all claims, 
damages, costs, or expenses incurred by the Village which result from or relate to the Activities. 
 
Volunteer understands that this Release releases and discharges the Village from any liability or 
claim that Volunteer may have against the Village with respect to any bodily injury, personal 
injury, illness, death, or property damage that may result from the Activities, even if caused by 
the negligence of the Village or its officers, employees, agents.  However, this Release does not 
release and discharge the Village from a liability or claim for harm caused by the intentional or 
reckless acts of the Village. 
 
Assumption of Risk.  Volunteer understands that the Activities may be hazardous to the 
Volunteer and others, and that such hazards could include bodily injury, personal injury, illness, 
death or property damage.  Volunteer represents that Volunteer is familiar with the hazards 
related to or arising out of the performance of the Activities. Volunteer further represents that 
Volunteer has the education, expertise, experience, and/or skill to properly perform the 
Activities, in a safe, efficient and proper manner.  Volunteer hereby expressly and specifically 
assumes the risk of injury or harm arising from the Activities. 
  
Not Employee.  Volunteer acknowledges and agrees that Volunteer is not an employee of the 
Village and is not entitled to any compensation from the Village for performing the Activities. 
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Additional Provisions.  Volunteer expressly agrees that this Release is intended to be as broad 
and inclusive as permitted by the laws of the State of Wisconsin, and that this Release shall be 
governed by and interpreted in accordance with the laws of the State of Wisconsin.  Volunteer 
agrees that in the event any clause or provision of this Release shall be held to be invalid by any 
court of competent jurisdiction, the invalidity of such clause shall not otherwise affect the 
remaining provisions of this Release, which shall continue to be enforceable. 
 
Opportunity to Negotiate. 
 
 I HAVE BEEN OFFERED THE OPPORTUNITY TO NEGOTIATE THE TERMS AND CONDITIONS OF THIS 

RELEASE.  HOWEVER, I CHOOSE TO ACCEPT THE TERMS AND CONDITIONS OF THIS RELEASE AS 
THEY ARE, WITHOUT NEGOTIATION. 

 
 I WANT TO NEGOTIATE THE TERMS AND CONDITIONS OF THIS RELEASE BEFORE PROCEEDING 

WITH THE ACTIVITIES.  I UNDERSTAND THAT I MUST CONTACT THE VILLAGE ADMINISTRATOR 
WHO WILL COORDINATE A CONFERENCE CALL WITH THE VILLAGE ATTORNEY.  ANY CHANGES 
NEGOTIATED MUST THEN BE APPROVED BY THE VILLAGE BOARD.   

 
 
IN WITNESS WHEREOF, Volunteer has executed this Release as of the day and year first 
above written. 
 
 
Volunteer’s Signature:        
 
Volunteer’s Printed Name:        
 
Address:          
 
Phone (home):       
 
Phone (work):       
 
Date of Performance of Activities: _____________________ 



 

 

 

Village of Cambridge 

2026 Employee Training & Development Plan 

 

Purpose 

The Village of Cambridge is committed to maintaining a skilled, professional, and ethical workforce through structured training 
and development. This plan ensures all employees, elected officials, and appointed representatives receive consistent, 
relevant, and high-quality training opportunities aligned with legal requirements, safety standards, and professional growth 
goals.

 

Objectives 

• Ensure compliance with federal, state, and local laws (OSHA, DNR, Wisconsin Open Meetings Law, Equal Rights 
Division, etc.) 

• Enhance efficiency, safety, and quality of public services. 

• Encourage continuous learning, leadership development, and collaboration across departments. 

• Promote a respectful, inclusive, and engaged workplace culture. 

• Support retention and morale through professional growth opportunities. 

 



Training Categories, Estimated Costs & Providers 

Category Training Description Audience Frequency 
Delivery Method / 
Provider 

Estimated 
2026 Cost 

New Employee 
Orientation 

Village policies, ethics, benefits, 
safety, and expectations. 

New hires As needed 
Internal (Admin/Dept 
Heads) 

Minimal / 
staff time 
only 

Workplace Conduct 
& Ethics 

Professionalism, harassment 
prevention, confidentiality, and 
respectful workplace conduct. 

All employees Annual 
League of WI 
Municipalities (LWM) 
webinar 

$250 

Safety & Risk 
Management 

PPE, hazard recognition, 
vehicle/equipment operation, 
emergency response. 

PW, Utilities 
Semi-
annual 

WI Rural Water Assoc. 
& insurance provider 
safety modules 

$500–$800 

Harassment & 
Discrimination 
Prevention 

Equal Rights Division standards, 
complaint procedures, 
retaliation prevention. 

All Annual 
Online or LWM 
webinar 

$250 

Cybersecurity 
Awareness 

Phishing, password protection, 
and secure data handling. 

All with computer 
access 

Bi-annual 
UW–Madison Local 
Gov Center 

$300 

Customer Service & 
Communication 

Handling public inquiries, 
complaint resolution, tone, and 
confidentiality. 

Admin/Clerical Annual 
UW Local Gov Center 
webinar 

$200 



Category Training Description Audience Frequency 
Delivery Method / 
Provider 

Estimated 
2026 Cost 

Emergency 
Preparedness & First 
Aid 

Fire safety, active threat 
response, first aid/CPR 
certification. 

All Annual 
Dane County 
Emergency Mgmt or 
Red Cross 

$600 

Supervisor & 
Leadership 
Development 

Coaching, delegation, time 
management, and performance 
evaluation. 

Supervisors / 
Department 
Heads 

Annual 
UW Local Gov Center 
or LWM 

$400–$600 

Public Works 
Technical Training 

CDL, snow removal, 
wastewater/water certification, 
OSHA refresher. 

PW / Utilities Ongoing 
WI Rural Water Conf. & 
DNR certification 

$1,200 

Diversity, Equity & 
Inclusion (DEI) 

Building respect and inclusivity 
in the workplace. 

All 
Every 2 
years 

UW–Madison Local 
Gov Center 

$250 

Records & Open 
Meetings 
Compliance 

Wisconsin Open Meetings Law, 
Public Records Law, record 
retention. 

Clerk, Officials Annual WI Clerks Conf. / LWM $300 

Policy & Procedure 
Updates 

Review of Village policies, 
handbook, and ordinances. 

All As needed Internal (Admin) 
Staff time 
only 

 

 

 



Professional Conferences & Continuing Education (2026) 

Event / Program Typical Attendees Purpose 
Estimated Cost 
(Registration, Travel, 
Lodging) 

League of Wisconsin Municipalities 
Annual Conference 

Admin, Board, Clerk, PW 
Director 

Legislative updates, 
municipal law, ethics, HR 

$1,200 (2 attendees) 

UW–Madison Local Government 
Center Workshops/Webinars 

All Departments (varies) 
Leadership, public 
engagement, HR, ethics 

$500 (shared 
webinars) 

Wisconsin Rural Water Association 
Conference 

Utilities / DPW 
Technical certification & 
compliance training 

$1,500 (2 attendees) 

Wisconsin Clerks Conference Clerk / Deputy Clerk 
Statutory compliance, 
elections, records, ethics 

$1,200 (2 attendees) 

Wisconsin Clerks & Treasurers 
Institute (UW–Green Bay) 

Clerk / Deputy 
Clerk/Treasurer/Deputy 
Treasurer 

Advanced training and 
certification program 

$2,800 (2 attendees) 

International Institute of Municipal 
Clerks Association (IIMCA) Annual 
Conference 

Clerk 
National-level training, 
networking, best practices, 
and certification support 

$2,500(1 attendee) 

 

 

 



Total Estimated 2026 Training & Development Budget 

Category Estimated Cost Range 

Internal & Online Trainings $2,000 – $2,500 

Professional Conferences $8,500 – $9,500 

Safety / Technical Trainings $1,000 – $1,500 

Total Estimated Annual Cost ≈ $11,500 – $13,000 

 

Implementation Timeline – 2026 

Quarter Training Focus Departments / Notes 

Q1 (Jan–Mar) Orientation Refresh, Workplace Conduct, Cybersecurity All employees 

Q2 (Apr–Jun) Safety & Risk Mgmt, Records Compliance, Customer Service All / Admin 

Q3 (Jul–Sep) Emergency Preparedness, Leadership, Technical Training DPW / Utilities / Supervisors 

Q4 (Oct–Dec) DEI, Policy Updates, Annual Review & Planning All 

 

 

Tracking & Evaluation 

• Admin will maintain a central Training Log and Certification Record for compliance tracking. 



• Supervisors are responsible for ensuring staff completion and follow-up discussions. 

• End-of-Year Review (December 2026): Evaluate training effectiveness and prepare updates for 2027. 

 

Sign-Off Page 

Village of Cambridge – 2026 Employee Training & Development Plan 
Approved by the Village Board / Personnel Committee on the date below. 

Name / Title Signature Date 

Personnel Committee Chair ___________________________ __________ 

Village Administrator ___________________________ __________ 

Village Clerk ___________________________ __________ 

Public Works Director ___________________________ __________ 

Village President (if applicable) ___________________________ __________ 

Date of Adoption: ____________________ 
Effective Date: ____________________ 

 

 

 

 

 



 

 

Employee Training Acknowledgment Form 

Village of Cambridge – Employee Training Acknowledgment 

I acknowledge that I have reviewed and understand the Village of Cambridge’s 2026 Employee Training & 
Development Plan. I understand that participation in required training is a condition of employment and that 
completion of assigned sessions is required for continued compliance with Village policy and state/federal 
regulations. 

 

Employee Name (Print): ________________________________________ 

Department: ________________________________________ 

Position Title: ________________________________________ 

Signature: ________________________________________ 

Date: ________________________________________ 

Supervisor’s Signature (verifying explanation and schedule review): 

 

 
________________________________________  Date: ___________________ 
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