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Purpose.   
 
It is the employee’s responsibility to report to work regularly and consistently, and to inform the employer 
when he/she is unable to work.  When an employee fails to report to work consistently and/or does not keep 
Southwest Wisconsin Workforce Development Board (SWWDB) informed about their work status, that 
employee may be considered to have resigned their position. This policy establishes conditions under which an 
employee voluntarily resigned his/her position. 
 
Policy.   
 
An employee will be considered to have voluntarily resigned without proper notice when the employee fails to 
report to work for three consecutive scheduled workdays without properly notifying his/her supervisor, walks 
off the job during normal work hours without informing his/her supervisor, or when, at least two weeks prior to 
the completion of an approved leave of absence, an employee fails to notify the supervisor of the intent to 
return to work. 
 
When an employee is considered to be resignsed without proper notice, the chief eExecutive Directorofficer   
(CEO) shall notify the person in writing that employment has been terminated immediately and that the person 
is ineligibility for separation benefits.  The CEO may designate the Director of Finance to handle administrative 
responsibilities related notifying the employee, terminating employment and removing the person will initiate 
the necessary documents to have the person removed from the payroll and all benefit programs. 
 
Reference: 
Policy Adopted: December 10, 2004 
Policy Revised:  
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Purpose.   
 
Southwest Wisconsin Workforce Development Board (SWWDB) has the right to establish conditions of 
employment including hours of work for employees.  This policy sets forth the work hour guidelines for SWWDB 
employees. 
 
Policy.   
 
Employees are expected to work regularly scheduled hours established by SWWDB and the employee’s 
supervisor. 
 
The standard daily hours set by SWWDB is an 8-hour workday, exclusive of a 30-minute unpaid lunch break.  
Meal periods cannot be accumulated and will not be used to leave early, arrive late, or carried over from day-to-
day to extend other lunch periods. 
 
The normal workweek will consist of 40 hours from Monday through Friday.  For non-exempt employees, in any 
given workweek, any hours worked in excess of 40 hours shall be compensated at “time and a half” or shall be 
entitled compensatory time off.  In certain situations, an employee may have a regular work schedule of less 
than 40 hours per week.  The chief Eexecutive Directorofficer (CEO) shall approve the schedule of any employee 
who regularly works less than 40 hours per week. 
 
The employee must obtain his/her supervisor’s approval, in advance, for any variations to the employee’s 
normal work schedule.  Any approved adjustment in the work schedule of a non-exempt employee work 
schedule (to make up time missed during regular working hours or to offset working beyond the regular 
workday when the 40-hour week must be maintained) should be arranged within the affected workweek to the 
extent possible.  
 
Fair Labor Standards Act (FLSA) prohibits employers from unjustly benefiting from work performed without 
his/her knowledge.  Therefore, non-exempt employees are discouraged from working unrecorded hours, either 
at the job site or at home, without the employer’s permission or contrary to instructions.   Unauthorized hours 
must be counted as hours worked if the supervisor knows or has reason to believe an employee is working 
unrecorded hours.  The supervisor shall enforce the “no work rule” and ensure that non-exempt employees do 
not work unauthorized hours. 
 
Occasionally, an employee and his/her supervisor may mutually agree to a minor adjustment to the employee’s 
normal work schedule.  The supervisor must approve any variation in the work schedule in advance.  This 
provision is intended to provide occasional adjustments to accommodate specific needs; it is not intended to 
change an employee’s regular work hours or eliminate other overtime opportunities. 
 
Flextime is a regular and approved alternate work schedule that deviates from the standard 8-hour workday.  
The CEOExecutive Director approves a flextime work schedule in writing for all SWWDB employees and the 
employee’s immediate supervisor approves a flex schedule for leased employees. 
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Assigned travel during an employee's regular working hours is counted as time worked.  Travel time between 
home and the work place is not time worked.  Travel that keeps an employee away from home overnight and 
that occurs outside the employee's normal working hours is not considered as hours of work.  
 
The SWWDB board of directors tasks the CEO with responsibility to manage employee work hours in a manner 
consistent with this policy.  In doing so, the CEO shall act in conformity with applicable federal laws and state 
statutes, as they may be amended from time to time.  The CEO may assign certain duties to the Director of 
Finance as the human resource manager for SWWDB.  
Reference: 
Policy Adopted: December 10, 2004 
Policy Revised:  
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Purpose.   
 
Southwest Wisconsin Workforce Development Board (SWWDB) is committed to providing a total compensation 
package that will enable SWWDB to attract and retain highly skilled and talented employees for all positions. A 
competitive total compensation package includes an effective salary administration plan and a comprehensive 
benefits program. This policy establishes the salary administration provisions of the SWWDB compensation 
package. 
 
Policy.   
 
The SWWDB Salary Administration Plan is intended to provide equitable compensation for all employees and is 
designed to administer staff salaries within an organized structure.  The Salary Administration Plan includes two 
(2) distinct elements.  The first element is the development and maintenance of a salary structure, while the 
second element involves annual salary adjustments based on meritorious performance.  The chief Eexecutive 
Directorofficer (CEO) shall be responsible for the overall management and maintenance of the Salary 
Administration Plan.   
 
A salary structure detailing the pay grades for all positions shall be prepared and maintained as part of 
SWWDB’s Salary Administration Plan.  In order for a position to be included in the salary structure, a position 
description must be written and approved by the Executive DirectorCEO in accordance with SWWDB Policy B-
210 – Position Descriptions.  Every position description will be assigned a pay grade, including a pay range that 
describes the minimum and maximum pay rates for the position.  Each position will be placed in a pay grade 
based on the position’s duties and responsibilities  
 
An employee’s salary or wage shall be the “rate of pay” given to the employee based on the employee's 
qualifications, education, background and experience, and previous work history.  The “rate of pay” will fall 
within the salary range for the position’s pay grade as established by SWWDB salary structure.  The Executive 
DirectorCEO shall assign the “rate of pay” at the time the employee is hired.   
 
The salary structure will be maintained through annual analysis of management objectives, economic conditions 
and SWWDB funding projections.  While the Executive DirectorCEO is responsible for maintaining the salary 
structure and grade assignments, all supervisors are responsible for the drafting and approval of new position 
descriptions in a timely manner and updating existing position descriptions when duties change significantly.  
No offer of employment or change in compensation shall be made unless the employee's position has been 
classified and included in the salary structure.  
 
Annually, prior to the beginning of the program year, the Executive Director will prepare a salary range 
adjustment recommendation that will be presented to the Executive Committee for review and consideration.  
This recommendation establishes the percentage the salary structure pay grades will increase for the upcoming 
program year.  The recommended range adjustments will take into consideration the prevailing salary/wage 
rates paid for similar positions, financial conditions and funding projections for SWWDB; and any other factors 
that may properly be considered to have a bearing upon the fairness and adequacy of SWWDB’s salary 
structure.  The Executive Committee will present recommended action to the full Board for approval.  
Adjustment of the salary ranges does not increase the salary paid to an employee, but provides increased 
potential for salary and wage advancement. 
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Employees will normally move through the salary range by earning merit increases based on their performance.  
The Executive DirectorCEO may award employee salary/wage adjustments annually based on satisfactory 
performance by the employee as documented by the , at the beginning of the program year.  To be eligible for a 
performance increase, the employee must receive a rating of “meets” or “exceeds“ on all-important aspects of 
their position, make significant progress on achieving annual objectives and have worked at the current salary 
for twelve (12) months.  A performan SWWDB Performance Appraisal and Counseling Form B-620-A. ce 
appraisal shall be completed within the three (3) months preceding approval of any performance increase.  The 
new, adjusted salary/wage rate must fall within the pay range established for the position. 
 
The Executive DirectorCEO, upon notice to the Eexecutive Ccommittee, may award an employee an 
administrative stipend when that employee is temporarily assigned responsibilities of a higher level position or 
other significant duties not part of the employee's regular position.  The sum of the stipend and base salary shall 
not exceed the maximum salary of the higher-level position. 
 
The SWWDB board of directors delegates to the chief executive officer (CEO) responsibility for administering 
SWWDB’s Salary Administration Plan, and directs the CEO to establish and maintain the procedures and 
protocols necessary to the full and proper management of this policy.  The Director of Finance will be 
operationally responsible for salary administration and payment under the direction of the CEO. 
 
An Employment Change of Status Form B-310-A showing the wage adjustment for an employee must be 
completed and approved by the CEO prior to the wage becoming effective. The employment status form shall 
be filed and retained in the employee’s personnel record maintained at the SWWDB administrative officemust 
be filled out and submitted for a signature from the Executive Director. 
 
Reference: SWWDB Policy B-210 – Position Descriptions 
 SWWDB Policy B-620 – Employee Performance Appraisal and Counseling 
 
Policy Adopted: December 10, 2004 
Policy Revised:  
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Purpose.   
 
Southwest Wisconsin Workforce Development Board (SWWDB) employees are paid either an hourly rate (non-
exempt) or an annual rate (exempt) of pay.  All employees, regardless of employee category, will be paid on a 
bi-weekly basis.  This policy establishes SWWDB’s pay period structure as bi-weekly.   
 
Policy.   
 
All SWWDB employees will be paid on a bi-weekly basis.   The pay period is a two week timeframe, beginning on 
a Sunday at 12:01 a.m. and ending at 12:00 Midnight on a Saturday night, with an announced ending date.  
SWWDB uses an "authorized-time" payroll system that means there is lag time between the time worked and 
the pay date.  Pay will be for time worked during the previous two-week pay period.  SWWDB non-exempt 
employees will be paid an hourly rate, while exempt employees will receive a prorated annual salary rate.   
 
SWWDB will use an "authorized-time" payroll system; that means there is lag time between the time worked 
and the period paid.  The employee’s pay shall be for time worked during the previous two-week pay period.   
 
SWWDB will pay employees every two (2) weeks.  The actual dates of payment will be determined by 
administration and communicated to employees.  When the payday coincides with a holiday, pay will be issued 
the day before the holiday. 
 
The SWWDB boards of directors delegates to the chief executive officer (CEO) responsibility for administering 
the payroll and pay period policy, and directs the CEO to establish and maintain the procedures and protocols 
necessary to the full and proper management of this policy.  The Director of Finance will be operationally 
responsible for managing payroll activities under the direction of the CEO. 
 
Reference:   None 
 
Policy Adopted: December 10, 2004 
Policy Revised:  
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Purpose.   
 
Southwest Wisconsin Workforce Development Board (SWWDB) uses an “authorized-time” payroll system.  This 
system utilizes employee timesheets to document and record employee work time.  This policy establishes the 
requirement that every SWWDB employee shall prepare and submit an accurate timesheet bi-weekly. 
 
Policy.   
 
It is the policy of SWWDB to use an The “authorized-time" payroll system and requires that employees 
accurately prepare and submit used by SWWDB means that a payroll voucher (timesheet), reviewed and  must 
be generated by the employee and authorized by the supervisor,  in order to initiate any pay processing.  A 
timesheet must be initiated bi-weekly, at the end of each pay period.  Supervisors shall verify the accuracy of 
the timesheet and are responsible for submitting the form to the SWWDB fFinance dDepartment in accordance 
with the announced deadline dates for payroll processing.  Bi-weekly timesheets that are not received by the 
fFinance dDepartment by noon on the Monday following the pay period may result in the employee not being 
paid on time. 
 
Each employee is personally responsible for his/her own timesheet.  Falsification of a timesheet is cause for 
discipline up to and including immediate dismissal.  Preparing and submitting a timesheet for another person is 
also cause for discipline up to and including immediate dismissal.  This applies to signing another employee’s 
timesheet or assisting in the falsification of any record relating to time actually worked. 
 
The SWWDB board of directors delegates to the chief executive officer (CEO) responsibility for administering 
this policy, and directs the CEO to establish and maintain the procedures and protocols necessary to the full and 
proper management of timesheets.  The Director of Finance will be operationally responsible for payroll and 
timesheet management under the direction of the CEO. 
 
Reference:    
 
Policy Adopted: December 10, 2004 
Policy Revised:  
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Purpose.  
 
Southwest Wisconsin Workforce Development Board (SWWDB) uses a Ddirect Ddeposit pay system in lieu of 
paper paychecks.  This document provides the policy of SWWDB This policy establishes the requirement that 
all SWWDB employees will be paid using the Ddirect Ddeposit method. 
 
Policy.   
 
It is the policy of the Southwest Wisconsin Workforce Development Board (SWWDB) that Aall SWWDB 
employees are required to participate in the Ddirect Ddeposit Pprogram as a condition of employment.  The 
employee is required, within five (5) working days from the employment start date, to provide the SWWDB 
Ffinance Ddepartment with information contained on the Payroll Direct Deposit Authorization Form (Form B-
313-A) on the bank account in which the employee wants his/her pay direct deposited.  Failure to provide the 
information may delay the deposit of the employee’s pay. 
 
The chief executive officer shall ensure that procedures and systems are established and maintained to properly 
pay employees.  The director of finance, under the direction of and in consultation with the chief executive 
officer, shall be operationally responsible for the documentation, accountability and management of the direct 
deposit payroll system. 
 
Reference:    
  
 
Policy Adopted: December 10, 2004 
Policy Revised:  
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Purpose.  
 
Employees may request an employer to withhold a portion of their pay and direct that it be assigned for 
purposes they determine and paid to organizations’ they designate.  Employers are sometimes required to 
withhold money from an employee’s pay for regulatory, statutory or other purposes.  To ensure timely and 
accurate processing of payroll, Tthis policy establishes the authority of the Southwest Wisconsin Workforce 
Development Board’s (SWWDB) authority to withhold statutory, voluntary, and special deductions from an 
employee’s pay. 
 
Policy.   
 
It is the policy of the Southwest Wisconsin Workforce Development Board (SWWDB) to The SWWDB will 
automatically deduct from the gross pay any statutory deductions including withholdings required for federal, 
state, and local taxes.  SWWDB will also deduct voluntary employee-elected payroll deductions authorized in 
writing by the employee.  Special deductions, which may be statutory, court-ordered, or a part of some legal 
agreement or settlement will also be withheld in accordance with documents filed in the SWWDB Finance 
Department.  
 
The chief executive officer shall ensure that procedures are established and maintained to withhold required or 
desired deductions from an employee’s pay.  The director of finance, under the direction of and in consultation 
with the chief executive officer, shall be operationally responsible for the processing, documentation, and 
accountability of statutory, voluntary, and special deductions withheld from an employee’s pay. 
 
Reference:    
 
Policy Adopted: December 10, 2004 
Policy Revised:  
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Purpose.  
 
It is assumed that tThere will be occasions when organizational activities and employee workload overtime 
will be required of non-exempt employees to work overtime. Overtime is normally handled on a volunteer 
basis and must be approved in advance.   This policy establishes the authority of Southwest Wisconsin 
Workforce Development Board (SWWDB) to assign and pay employees for overtime work in accordance with 
applicable laws.  
 
Policy.   
 
Employees classified as non-exempt under the Fair Labor Standards Act (FLSA) may be required to work more 
than eight (8) hours in any given work day.  In those situations, the employee may be provided time off during 
the same workweek.  In the event that time off during the same workweek cannot be arranged and the 
employee works in excess of forty (40) hours in a seven (7) day workweek, the employee shall be compensated 
by cash payment or by being credited with overtime-compensatory leave.  Cash payment for purposes of 
overtime compensation shall be paid on the basis of one and one-half times an employee’s regular hourly rate 
of pay for each hour of overtime worked.  
 
Because SWWDB operates on a set budget each fiscal year, overtime will be limited to emergency situations or 
pre-planned and approved overtime for peak work periods.  Requests for overtime require prior written 
approval by the chief executive Directorofficer (CEO).  
 
Supervisors are encouraged to make a reasonable effort, based on department needs and mutual agreement, to 
allow employees to state a preference between overtime-compensatory leave and cash payment.  If agreement 
cannot be reached, then overtime compensation mustshall be in the form of a cash payment. 
 
Compensatory time shall be taken at times approved by the employee’s immediate supervisor.  The SWWDB 
overtime policy encourages employees to use overtime-compensatory leave as soon as possible after it is 
earned, normally during the week that it is earned.  If compensatory time cannot be taken during the week it is 
earned it may be accumulate up to an annual maximum of (8) hours of overtime (12 hours of compensatory 
time).  All overtime compensatory leave credits typically must be taken as leave time or be cashed out prior to 
the end of each fiscal year. 
 
For overtime purposes, the workweek begins on Sunday at 12:01 a.m. and ends at 12:00 Midnight on the 
following Saturday night.  Absences covered by sick leave or compensatory leave, even though paid for, are not 
considered as time actually worked for purposes of computing overtime compensation. 
 
The CEO shall ensure that procedures and systems are established and maintained to document and record all 
overtime and compensatory time.  The director of finance, under the direction of and in consultation with the 
CEO, shall be operationally responsible for the documentation, accountability and management of overtime 
payments and compensatory time. 
 
Reference:    
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Purpose.  
 
Southwest Wisconsin Workforce Development Board (SWWDB) is required by federal and state law to 
participate in the Wisconsin Unemployment Insurance program and to provide benefits to employees as 
needed.  This policy directs SWWDB’s administration to comply with all Unemployment Insurance (UI) 
program requirements and contributions. 
 
Policy.   
 
SWWDB is a covered employer under the Wisconsin UI laws and makes contributions to the UI Fund to cover all 
employees.  In the event an employee is terminated or laid off, the employee may be eligible to receive 
unemployment benefits unless the employee is determined ineligible or disqualified in accordance with 
applicable laws and regulations.  Applications for UI Benefits must be made to the Department of Workforce 
Development (DWD)/UI Division. 
 
The chief executive officer (CEO) shall ensure that procedures and systems are established and maintained to 
document and report all instances of unemployment of staff and to provide impacted staff with assistance 
during a layoff.  The director of finance, under the direction of and in consultation with the CEO, shall be 
operationally responsible for unemployment compensation documentation, accountability and management 
including ensuring that SWWDB is in compliance with applicable federal and state laws as they may change from 
time to time.  Compliance shall include, but is not limited to ensuring that SWWDB is current with its UI tax 
obligations and that all quarterly and annual reports submitted are timely and accurate.  The director of finance, 
as SWWDB’s human resource manager, shall also explain UI benefits to employees and answer questions 
regarding unemployment benefits. 
 
Reference:   Federal Unemployment Compensation Act (FUCA) – 42 U.S.C.A. §§ 501–504, 1101–1105 
 Wisconsin Statutes Chapter 108 – Unemployment Insurance and Reserves 
 Wisconsin Department of Workforce Development Unemployment Insurance website – 

http://dwd.wisconsin.gov/ui/ 
 
Policy Adopted: December 10, 2004 
Policy Revised:  
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Purpose.  
 
Under Wisconsin’s Workers’ Compensation laws, employees may be compensated for absence from work due 
to injury or illness covered by these laws.  Southwest Wisconsin Workforce Development Board (SWWDB) 
shall comply with all laws, rules, and regulations associated with Wisconsin’s Workers’ Compensation system. 
Southwest Wisconsin Workforce Development Board (SWWDB) is required by federal and state law to 
participate in the worker’s compensation program and to provide benefits to employees as needed.  This 
policy directs SWWDB’s administration to comply with all Worker’s Compensation program requirements and 
contributions. 
 
Policy.   
 
SWWDB is a covered employer under the Wisconsin Unemployment Insurance (UI) laws and makes 
contributions to the UI Fund to cover all employees.  In the event an employee is terminated or laid off, the 
employee may be eligible to receive unemployment benefits unless the employee is determined ineligible or 
disqualified in accordance with applicable laws and regulations.  Applications for UI Benefits must be made to 
the Department of Workforce Development (DWD)/UI Division. 
Workers’ compensation insurance is a form of insurance an employer purchases that provides recompense for 
employees who are injured on the job.  As an employer covered by federal and state labor laws, regulations and 
rules, the Southwest Wisconsin Workforce Development Board (SWWDB) will obtain and maintain a workers’ 
compensation insurance policy that complies to the full extent of the law. 
 
It is the policy of SWWDB to provide a workers’ compensation program at no cost to employees.  This program 
shall cover any work-related injuries or illnesses.  To be considered work-related, the injury or illness must arise 
from and occur in the course of employment.  SWWDB will not be liable for the payment of workers’ 
compensation benefits for injuries that occur during an employee’s voluntary participation in any off-duty 
recreational, social or athletic activity whether or not the activity is arranged by SWWDB.   
 
SWWDB fully supports the right of every employee to file a workers’ compensation claim when a work-related 
injury or occupational disease occurs.  Filing of a legitimate workers’ compensation claim will not to be used as 
grounds for disciplinary actions against an employee except when: 
 

• The employee refuses to return to work in a modified duty assignment when determine capable and fit 
to return to work; 

• It is determined by the third party administrator that the employee misrepresented his/her claim; 
and/or  

• The employee knowingly works outside his/her limitations while on modified duty. 
 
Workers’ compensation fraud is a punishable crime.  SWWDB has a “zero tolerance” policy for fraud.  Offenders 
will be prosecuted to the full extent of the law.  Offenders will also be subject to disciplinary action up to and 
including termination. 
 
The chief executive officer (CEO) shall ensure that procedures and systems are established and maintained to 
document and report all instances of work related injuries/illness to proper authority and to provide impacted 
staff with assistance during periods of recuperation.  The director of finance, under the direction of and in 



WORKERS’ COMPENSATION POLICY                                                                           B-351 

 

  

 
Southwest Wisconsin Workforce Development Board 

1370 North Water Street, P.O. Box 656 
Page 2 of 2 Platteville, Wisconsin  53818-0656 
 

consultation with the CEO, shall be operationally responsible for worker’s compensation documentation, 
accountability and management including ensuring that SWWDB is in compliance with applicable federal and 
state laws as they may change from time to time.  Compliance shall include, but is not limited to ensuring that 
SWWDB is current with its worker’s compensation payment/tax obligations and that all quarterly and annual 
reports submitted are timely and accurate.  The director of finance shall be SWWDB’s workers’ compensation 
claims coordinator responsible for coordinating activities with the insurance provider.  The director of finance 
shall also explain worker’s compensation benefits to employees and answer questions regarding these benefits. 
 
Reference:   Federal Employees' Compensation Act (FECA) 
 Title 5 USC Chapter 81 – Compensation for Work Injuries 
 20 CFR Part 10 - Regulations under the FECA 
 Wisconsin Statutes Chapter 102 – Worker’s Compensation 
 Wisconsin Administrative Code Chapters DWD 80, DWD 81 and LIRC 1 and 3 
 Wisconsin Department of Workforce Development Worker’s Compensation website –

 http://dwd.wisconsin.gov/wc/ and http://dwd.wisconsin.gov/dwd/publications/wc/WKC-1-P.htm  
 
Policy Adopted:  
Policy Revised:  
 

http://dwd.wisconsin.gov/wc/
http://dwd.wisconsin.gov/dwd/publications/wc/WKC-1-P.htm

	Encl - Policies a
	Binder1 1
	Binder1 10
	Binder1 11
	Binder1 12
	Binder1 13
	Binder1 14
	Binder1 2
	Binder1 3
	Binder1 4
	Binder1 5
	Binder1 6
	Binder1 7
	Binder1 8
	Binder1 9

	Encl - Policies - B-320
	Binder1 1
	Binder1 10
	Binder1 11
	Binder1 12
	Binder1 13
	Binder1 14
	Binder1 2
	Binder1 3
	Binder1 4
	Binder1 5
	Binder1 6
	Binder1 7
	Binder1 8
	Binder1 9

	Encl - Policies - B-350
	Binder1 1
	Binder1 10
	Binder1 11
	Binder1 12
	Binder1 13
	Binder1 14
	Binder1 2
	Binder1 3
	Binder1 4
	Binder1 5
	Binder1 6
	Binder1 7
	Binder1 8
	Binder1 9

	Encl - Policies - B-351
	Binder1 1
	Binder1 10
	Binder1 11
	Binder1 12
	Binder1 13
	Binder1 14
	Binder1 2
	Binder1 3
	Binder1 4
	Binder1 5
	Binder1 6
	Binder1 7
	Binder1 8
	Binder1 9




