CITY OF GREEN BAY PERSONNEL POLICY
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1.1.1 PURPOSE. The general purpose of these Personnel Policies is to establish a system of
personnel administration that meets the social, economic and program needs of the City
of Green Bay. The system herein established shall be consistent with the following
principles.
a.

Recruiting, selecting and advancing employees on the basis of their relative
ability, knowledge and skills including open competition of qualified applicants
for initial appointments.

b.

Establishing pay rates consistent with the principle of providing equal pay for
significantly equal work duties.

c.

Recognizing good job performance, rewarding exceptional performance,
correcting inadequate performance and separating employees whose
performance is not acceptable.

d.

Assuring fair treatment of all applicants and employees in all aspects of
personnel administration without regard to political affiliation, race, color, creed,
religion, age, sex, sexual orientation, gender expression, gender identity, gender
non-conformity, transgender status, disability, national origin, genetic
information, ancestry, marital status, military service, arrest or conviction
record, non-merit factors, or any other basis protected by state or federal law
and with proper regard to their rights. Reasonable accommodations will be
provided for disabled individuals who are otherwise qualified.

1.1.2 EQUAL EMPLOYMENT OPPORTUNITY. Equal employment opportunity will be assured in
the City system and affirmative action provided in its administration. Discrimination
against any person in recruitment, examination, appointment, training, promotion,
retention, discipline or any other aspect of personnel administration because of political
affiliation, race, color, creed, religion, age, sex, sexual orientation, gender expression,
gender identity, gender non-conformity, transgender status, handicap, national origin,
genetic information, ancestry, marital status, military status, arrest or conviction record,
non-merit factors, or any other basis protected by state or federal law will be
prohibited. Discrimination on the basis of age, sex (including sexual orientation and
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gender identity), or physical disability will be prohibited except where specific age, sex
or physical requirements constitute a bona fide occupational qualification and/or
represents a business necessity.
1.1.3 AFFIRMATIVE ACTION PLAN. In order to correct the effects of discrimination or
disparate treatment which may have occurred prior to the adoption of Federal and
State civil rights laws, the City reaffirms its commitment to an Affirmative Action
Program. This program shall include an Affirmative Action plan which outlines the City's
recruitment and outreach efforts on behalf of individuals in protected groups (females,
minorities, the disabled and people 40-years of age or older). The plan will be updated
by the Affirmative Action Committee with the advice of the City Affirmative Action
Officer and shall include information on representation of members of protected groups
within the City workforce, as well as methods for dealing with under-representation.
In administering personnel policies and procedures governing recruitment, selection,
transfer, promotion, compensation, layoff and recall, discipline and training, managerial
personnel will implement and adhere to the Affirmative Action plan. Furthermore, the
City of Green Bay, in administering its Affirmative Action Program, shall require similar
efforts from vendors, contractors and firms with which it does business.
1.1.4 POLITICAL ACTIVITY. All employees have the right to freely express their views as
citizens and to vote. Coercion for political purpose of and by employees of federally
aided programs and use of their positions for political purposes is prohibited.
Individuals whose principal employment is in a federally grant-aided program are
subject to prohibitions in the Federal Hatch Political Activities Act as amended, 5 U.S.C.
1501-1508. Where it is clear that a position is covered by this Act, the City shall include
a statement to that effect in the job description. For all other positions, the City will
make every effort to determine what prohibitions exist at the time the affected
employee or applicant makes inquiry.
1.1.5 EMPLOYEE-MANAGEMENT RELATIONS. City employees have the right to organize, join,
and participate in any employee organization freely and without fear of penalty or
reprisal subject to the provisions and exclusions in the Municipal Employment Relations
Act (Wis. Stat. 111.70 and 111.77).
1.1.6 COVERAGE AND AMENDMENT. This document shall apply to personnel administration
for all employees and departments of the City of Green Bay now existing or hereafter
established except the following:
a.
Members of the Green Bay City Council
b.

Members of committees, boards or commissions who are not City employees

c.

All other individuals expressly excluded by statute or ordinance

1.1.7 This manual applies to employees not covered by collective bargaining agreements and
to employees so covered when specific contracts do not apply to the contrary. However,
application of these policies to members of bargaining units neither contemplates nor
allows for the extension of fringe benefits or other compensation beyond that which is
provided in the specific labor agreements.
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1.1.8 All City employees can assist in keeping this Manual up to date by notifying their
supervisors or the Human Resources Director whenever problems are encountered or
improvements can be made. While uniform implementation of the Personnel Policies is
the ultimate goal of the Personnel Committee, it is recognized that all departments have
unique characteristics which may require special consideration by the Committee.
1.1.9 These policies shall not be treated as a legally binding contract as they may be amended
at any time by the Personnel Committee of the Green Bay Common Council.
Amendments shall be submitted to the Common Council for approval.
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1.2.1 PURPOSE. The purpose of this policy is to maintain a healthy work environment in which
all individuals are treated with respect and dignity and to provide procedures for
reporting investigating and resolving harassment and discrimination complaints. Federal
and state law provides for the protection of classes of persons discriminated against
based on race, color, sex, sexual orientation, gender expression, gender identity, gender
non-conformity, transgender status, religion, age (over 40), disability, marital status, and
national origin. Harassment on the basis of any of the aforementioned is illegal under
Section 111.31-111.39, Wisconsin Statutes.
1.2.2 POLICY - HARASSMENT AND DISCRIMINATION IN THE WORKPLACE. It is the policy of the
City of Green Bay that all employees have the right to work in an environment free of all
forms of harassment. The City of Green Bay will not tolerate, condone, or allow
harassment by any employee or other non-employees who conduct business with the
City. The City of Green Bay considers harassment and discrimination of others to be
forms of serious employee misconduct. Therefore, the City shall take direct and
immediate action to prevent such behavior, and to remedy all reported instances of
harassment and discrimination. A violation of this City policy will result in discipline up
to and including termination, with repeated violations, even if “minor,” resulting in
greater levels of discipline as appropriate.
a.

Prohibited Activity (Sexual Harassment and Harassment):
1)

Harassment is any verbal, written, visual or physical act that creates a
hostile, intimidating or offensive work environment or interferes with an
individual’s job performance.

2)

No employee shall either explicitly or implicitly ridicule, mock, deride, or
belittle any person.

3)

Employees shall not make offensive or derogatory comments to any
person, either directly or indirectly, based on race, color, sex, sexual
orientation, gender expression, gender identity, gender non-conformity,
transgender status, religion, age, disability, marital status or national
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origin. Such harassment is a prohibited form of discrimination under
state and federal employment law and/or is also considered misconduct
subject to disciplinary action by the City of Green Bay.
4)

Sexual harassment is defined as unwelcome sexual advances, requests
for sexual favors and other verbal or physical conduct of a sexual nature
when:
i.

Submission to such conduct is made either explicitly or implicitly a
term of condition of employment; or

ii. Submission to or rejection of such conduct by an employee is used as
the basis for employment decisions affecting the employee; or
iii. Such conduct has the purpose or effect of unreasonably interfering
with an employee’s work performance or creates an intimidating,
hostile, or offensive working environment.
5)

b.

Individuals covered under this policy include all employees and elected
officials. Any unwelcome conduct that originates from a non-employee
or elected official (Examples: customers, citizens, temporary employees,
volunteers, contractors, etc.) will be investigated in accordance with this
policy.

This policy covers any incident that occurs as an extension of the workplace (i.e.
City sponsored event). All conduct, whether before, during, or after the event,
will be considered under this policy.

1.2.3 SUPERVISORY RESPONSIBILITIES.
a.

b.

Each supervisor shall be responsible for preventing prohibited activities as
defined above.
1)

Monitoring the work environment for signs of harassment;

2)

Informing employees of the types of behavior prohibited, and the City
procedures for reporting and resolving complaints of harassment;

3)

Stopping any observed behavior that may be considered harassment, and
taking appropriate steps to intervene and report behavior, whether or
not the involved employees are within his/her line of supervision; and

4)

Taking immediate action to prevent retaliation towards the complaining
party or witnesses and to eliminate the hostile work environment where
there has been a complaint of harassment, pending investigation. If a
situation requires separation of the parties, care should be taken to avoid
actions that appear to punish the complainant. Transfer or reassignment
of any of the parties involved should be reviewed with Human Resources
prior to the move and the transfer or reassignment should be voluntary if
possible. If it must be non-voluntary, the transfer should be temporary
pending the outcome of the investigation.

Each supervisor has the responsibility to assist any employee of the City who
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comes to that supervisor with a complaint of harassment by documenting and
filing a complaint with the Human Resources Department or other reporting
authority as designated by the City.
c.

Failure to carry out these responsibilities may be grounds for discipline.

1.2.4 EMPLOYEE RESPONSIBILITIES.
a.

b.

Each employee, including elected officials and supervisors of the City, is
responsible for assisting in the prevention of harassment by the following acts:
1)

Refraining from participation in, or encouragement of actions that could
be perceived as harassment;

2)

Reporting acts of harassment to a supervisor; and

3)

Encouraging any employee who confides that he or she is being harassed
or discriminated against to report these acts to a supervisor.

Employees are expected to cooperate fully in any investigation, whether or not
they are directly involved in the incident.

1.2.5 PROCEDURES - HARASSMENT AND DISCRIMINATION IN THE WORKPLACE.
a.

Any employee encountering harassment is encouraged but not required to
inform the person that his or her actions are unwelcome and offensive. This
initial contact can be either verbal or in writing. The employee is to document all
incidents of harassment in order to provide the fullest basis for investigation.

b.

Any employee who believes s/he is being harassed shall report the incident(s) as
soon as possible to their supervisor so that steps may be taken to protect the
employee from further harassment, and so that appropriate investigative and
disciplinary measures may be initiated. Where doing so is not practical, the
employee should file the complaint with the Human Resources Manager, Human
Resources Analyst, or the City Attorney.
1)

The supervisor or other person to whom a complaint is given shall meet
with the employee and document the incident(s) complained of, the
person(s) performing or participating in the harassment, any witnesses to
the incident(s) and the date(s) on which it occurred.

1.2.6 HUMAN RESOURCES. The Human Resources Department will be responsible for
investigating any complaint alleging harassment or discrimination.
a.

The Human Resources Department shall immediately notify the City Attorney if
the complaint contains evidence of criminal activity, such as battery, rape or
attempted rape.

b.

The investigation shall include a determination as to whether the person is
harassing other employees, and whether other City employees participated in or
encouraged the harassment. Human Resources will maintain appropriate
records of all investigations.

c.

Human Resources shall inform the appropriate parties involved of the outcome
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of the investigation.
d.

There shall be no retaliation against any employee for filing a harassment or
discrimination complaint, or for assisting, testifying, or participating in the
investigation of such a complaint.

e.

The complaining party’s confidentiality will be maintained throughout the
investigatory process to the extent practical and appropriate under the
circumstances.

f.

Complaints of employees accused of harassment may file a grievance/appeal in
accordance with City policy/procedures when they disagree with the
investigation or disposition of a harassment claim.

1.2.7 RETALIATION.
a.

Retaliation against any employee for filing a harassment or discrimination
complaint, or for assisting, testifying, or participating in the investigation of such
a complaint, is illegal and is prohibited by the City of Green Bay and by federal
statutes.

b.

Retaliation is a form of employee misconduct. Any evidence of retaliation shall
be considered a separate violation of this policy and shall be handled by the
same complaint procedures established for harassment and discrimination
complaints. Retaliation may subject an individual to additional discipline up to
and including dismissal.

c.

Monitoring to ensure that retaliation does not occur is the responsibility of the
supervisors.

1.2.8 DEFINITIONS - HARASSMENT AND DISCRIMINATION IN THE WORKPLACE.
a.

Verbal Harassment: Sexual innuendoes, degrading or suggestive comments,
repeated pressure for dates, jokes of a sexual nature, unwelcome sexual
flirtations, degrading words used to describe an individual, obscene and/or
graphic descriptions of an individual’s body or threats that job, wages,
assignments, promotions or working conditions could be affected if the
individual does not agree to a suggested sexual relationship.

b.

Non-Verbal Harassment: Sexually suggestive or offensive objects or pictures,
inappropriate usage of voicemail, e-mail, the internet or other such sources as a
means to express or obtain sexual material, comments etc., printed or written
materials including offensive cartoons, suggestive or offensive sounds, whistling,
catcalls or obscene gestures. Any material, which inappropriately raises the
issues of sex or discrimination. Treating an employee differently than other
employees when they have refused an offer of sexual relations.

c.

Physical Harassment: Unsolicited or unwelcome physical contact of a sexual
nature, which may include touching, hugging, massages, kissing, pinching,
patting, or regularly brushing against the body of another person.

d.

Other Forms of Harassment/Discrimination: Persistent and unwelcome conduct

Harassment and Discrimination in the Workplace
Chapter 1, Section 2

1-7

City of Green Bay Personnel Policies
Reformatted: February, 2017

or actions on the basis of disability, sex, sexual orientation, gender expression,
gender identity, gender non-conformity, transgender status, arrests or
conviction record, marital status, membership in the military reserve, or use or
nonuse of lawful products away from work is prohibited under this policy and
s.111.31-111.39, Wisconsin Statutes.
e.

Harassment/Discrimination on any basis (race, sex, age, disability etc.) exists
whenever: Submission to harassing conduct is made, either explicit or implicit, a
term or condition of an individual’s employment; submission to or rejection of
such conduct is used as the basis for an employment decision affecting an
individual; the conduct interferes with an employee’s work or creates an
intimidating, hostile, or offensive work environment. Such conduct is prohibited
under this policy and §111.31-111.39, Wisconsin Statutes.

f.

Unwelcome: Sexual conduct is unwelcome whenever the person subjected to it
considers it unwelcome. The conduct may be unwelcome even though the
victim voluntarily engages in it to avoid adverse treatment.

g.

Extension of the Workplace: Includes, but is not limited to retirement parties,
golf outings or any other social gatherings.
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