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*** AMENDED***
PERSONNEL COMMITTEE AGENDA
Monday, May 11, 2015 - 6:45 P.M.
(or immediately following previously scheduled meeting)
Lincoln Center — 1519 Water Street
[A quorum of the City Council may attend this meeting]

Discussion and possible action on:

Request from the Police & Fire Commission to set the salary for the Interim Assistant
Chief - Police Department above Step 1 of Grade.

Letter of Understanding between the City of Stevens Point and the Stevens Point Police
Officers Organization relating to Interim Assistant Chief.

Amended DOT Random Testing Policy.
Request to fill vacancy at Transit.
Request for new part-time position at Municipal Airport.

Adjourn into closed session (approximately 7:00 p.m.) pursuant to Wisconsin State
Statute 19.85(1)(e) Deliberating or negotiating the purchasing of public properties, the
investing of public funds, or conducting other specified public business, whenever
competitive or bargaining reasons require a closed session for:

A) Step 3 Grievance Hearing on Transit Grievance 2-4-15;

B) Update on Bargaining;

C) Consideration of Side Letter to resolve Transit Grievance 1-15-3.

Reconvene into open session (approximately 20 minutes after adjourning into closed
session) for possible action on:

A) Step 3 Grievance Hearing on Transit Grievance 2-4-15;

C) Consideration of Side Letter to resolve Transit Grievance 1-15-3.

Adjournment.

Any person who has special needs while attending this meeting or needs agenda materials for this
meeting should contact the City Clerk as soon as possible to ensure a reasonable accommodation can
be made. The City Clerk can be reached by telephone at (715) 346-1569, TDD# 346-1556, or by mail at
1515 Strongs Avenue, Stevens Point, WI 54481.

Copies of ordinances, resolutions, reports and minutes of the committee meetings are on file at the
office of the City Clerk for inspection during normal business hours from 7:30 a.m. to 4:30 p.m.



May 5, 2015

TO:

MEMORANDUM

Personnel Committee

FROM: Lisa Jakusz, City Personnel

RE:

May 11, 2015 Personnel Committee Agenda

1.

Included in your packet is a memo from the Police & Fire Commission
President, Dave Schliehs outlining his request for placement on the City
Pay Plan of the Interim Assistant Police Chief. Currently, this employee is a
Police Sergeant and that position resides within the Stevens Point Police
Officer’s Organization (union). Protocol in these circumstances is that the
City enters into a side letter with the bargaining unit to allow for a union
employee to work in a management position temporarily in an interim
situation and return to their former (union) position once the interim period
ends.

The side letter to the current agreement with the Stevens Point Police
Officers agreement outlining the terms for the Interim Assistant Chief
assignment is attached. The Personnel Committee and City Council must
apyprove prior to the Mayor and City Clerk signing the document.

Enclosed in the packet is an updated Drug and Alcohol Testing Policy for
those City of Stevens Point employees who are required to have and
maintain a CDL in order to perform their job duties. (Please note that this
policy does not include the Bus Operator; they are covered under FTA
and are covered under a separate policy) Updates such as statute
references, the list of drugs tested for were much in need of update as the
original policy had been in place since 1995. The City Attorney assisted in
the update of the policy and has made a number of the changes and
also approved of other changes made.



4. The City received notice of retrement from a Bus Operator in City Transit.
Included in the packet is a request from Director Lemke to refill the
vacancy. This position is included in the 2015 budget.

5. Director Lemke is requesting permission to add a .75 (three-quarter) time
position at the Municipal Airport. Included in the packet is a memo
detailing his request.

6. There are three items for discussion and consideration in closed session.
Action will be taken once the Committee returns to open session.

Please feel free to contact me with any questions related to the agenda items
or the supporting documentation included in the packet at 346-1594.



May 4, 2015

To:

From:

RE:

Personnel Committee
Members of the City Council

David Schleihs, President, Police and Fire Commission

Starting Salary for Interim Assistant Chief of Police

Thanks for your time consideration in this matter. The Police and Fire Commission [PFC]
took action at our April 28, 2014 meeting to start the Interim Assistant Chief of the Police
Department at an annual salary of $77,450 [ Grade O, Step 3 on city’s pay plan]. We’d
like to make the salary retro-active to April 13 to reflect when a shift in responsibilities
occurred. The Commission asks that you support our decision based on the following
reasons:

D)

2)

3)

4)

On September 15, 2014 City Council approved starting existing Assistant Chiefs
[ACs] in the Police and Fire Departments at Grade O, Step 3. This decision took
effect on Sept. 16, 2014. The ACs moved to Step 4 [ $79,544 ] on Jan. 1°'2015
provided the AC received an acceptable job evaluation for 2014,

The Fire Department hired an Assistant Chief in October 2014 which started at
Grade O, Step 3. That AC had served a few months as the Interim AC while the
PFC conducted a search for a fire chief. No one raised an objection to the Grade,
Step placement. The position was funded in the 2015 budget without objection.

The Interim AC of PD would earn approximately $2,000 less than the other ACs
of PD and FD — which is a fair Step separation in salary because the current ACs
have 7 months, or more, experience at that level of responsibility. [ $79,544 -
$77,450 = $2,094 ] A lower Step placement would be unfair given the comparable
responsibilities and job experience level of the ACs.

City Council approved the Police Departments budget in November 2014. The
Interim AC salary falls below the budgeted amount — so no extra funds are
needed.



Based on action taken at the 9/15/2014 City Council meeting, the following payroll changes will
go into effect 9/16/2014 (the day after Council):

Assistant Chiefs (Police & Fire) will automatically move to Step 4 within their grade (which is
$78,374.00 currently) as of Jan 1°.

Note: This document depicts on the changes to the Assistant Chief salaries taken at the
9/15/2014 City Council Meeting. The information is an excerpt from a larger document that
discusses other positions from other departments.
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LETTER OF UNDERSTANDING BETWEEN THE CITY OF STEVENS
POINT AND THE STEVENS POINT POLICE OFFICERS
ORGANIZATION

The Stevens Point Police Department has a need to temporarily
fill the vacant position of Assistant Chief of Police.

The Police and Fire Commission voted to fill this position. The
Interim Chief of Police will have the responsibility of selecting
the person to fill the position. The selection process shall
reference Policy 200 “Organizational Structure and
Responsibility”, specifically paragraph 200.3.1 “Succession of
Command”. Attached is the job description.

Terms relating to the interim position:

The Stevens Point Police Department has a need to temporarily
fill the vacant position of Assistant Chief. The position is
vacant due to the current Assistant Chief filling the role of
Interim Chief of Police, with a return date unknown but presumed
to be approximately six months. The Chief of Police will select
the person to fill the position.

1. The Interim Assistant Chief will perform the duties in the
Assistant Chief - Administrative Division.

2L, The Individual filling the position will be compensated by
receiving the current salary identified in Grade “O” Step
3 of the City Pay-plan matrix, contingent on approval of
the May 2015 City Personnel Committee and City Council.

3. The Individual filling the interim position will remain a
member of the Stevens Point Police Officers
Organization.

4. The Individual can return to their previous position when
the current Assistant Chief is no longer needed to fill the
Interim Police Chief role, or a permanent replacement is
found, should that become necessary.

Bl Benefits will accrue at the same rate as per current
collective bargaining agreement.



6. The Individual selected for the interim position will not
be harmed in any way related to promotions within the
bargaining unit or lose any seniority status pertaining to
years of service or in grade.

7. The Interim Assistant Chief will work a 40 hour week
consistent with a schedule currently worked by
Administrative personnel. No overtime or compensatory
time will be paid or incurred.

8. The Interim Assistant Chief will be assigned a fleet
vehicle and will be required to respond to emergency
incidents. This response will be consistent with
requirements of all management staff.

2. The Interim Assistant Chief will fulfill the role of
Assistant Chief of the Administrative Division within the
Chain of Command. |If labor agreement specifies
Assistant Chief, this will refer only to a promoted
Assistant Chief, not an interim Assistant Chief. The
Interim Assistant Chief will not be considered a
management employee, which will preclude them from
sharing in confidential information or administrative level
disciplinary functions.

10. The interim Assistant Chief will be precluded from
sharing in confidential union information and be asked
not to partake in union meetings.

11. All earned time in existing accounts shall, if request is
made, be paid at the rate of pay set forth in the current
Association’'s Labor agreement.

This letter of understanding to fill a temporary vacant position
as Assistant Chief is for this one occurrence only and will not
set a precedent, past practice or existing right.

Attest Date



Initial Approval: April 1995
Updated 2015

DRUG AND ALCOHOL TESTING POLICY

I STATEMENT OF POLICY

The City of Stevens Point recognizes that the use and/or abuse of alcohol or controlled
substances by drivers of commercial motor vehicles present a serious threat to the safety and
health of the driver and the general public. It is the policy of the City of Stevens Point that its
drivers should be free of drugs and alcohol. In order to further the City’s goal of obtaining a
drug-free and alcohol-free transportation system, and to come into compliance with the Omnibus
Transportation Employee Testing Act of 1991, the City of Stevens Point has implemented a drug
and alcohol testing program which is designed to help reduce and avoid traffic accidents and
injuries to the City’s employees and the public, to discourage substance and alcohol abuse, and
to reduce absenteeism, accidents, health care costs, and other drug and alcohol-related problems.

II. PURPOSE

The Department of Transportation (DOT), the Federal Highway Administration (FHWA) and the
Federal Transportation Authority (FTA) have issued Federal Regulations (49 CFR Parts 40, 382,
and 655) implementing the provisions of the federal Omnibus Transportation Employee Testing
Act of 1991 which requires alcohol and controlled substance testing of drivers who are required
to have a commercial driver’s license. These Regulations include detailed procedures for urine
drug testing and breath alcohol testing of employees in safety-sensitive positions. The purpose
of this Policy, then, is to establish an alcohol and controlled substances testing program to help
prevent accidents and injuries resulting from the misuse of these substances by drivers of
commercial motor vehicles. Consequently, the City of Stevens Point has established the
following alcohol misuse prevention program and anti-drug program as well as the subsequent
enforcement of violations for its employees conducting safety-sensitive job functions.
Employees should also refer to the City’s “Drug Free Workplace Policy” which addresses

the strict enforcement of workplace controlled substances and alcohol usage.

III. COVERAGE
For purposes of this Policy, the City of Stevens Point and the DOT strictly prohibit the use of
alcohol and/or controlled substances by its employees and volunteers who are performing, ready

to perform, or ceasing to perform the following safety-sensitive job functions:

1. Operation of a commercial motor vehicle;



Iv.

2. Directly supervising employees who perform safety-sensitive job functions or
supervisors required to have a CDL.

PROHIBITED CONDUCT

Federal Regulations prohibit employees from engaging in the following conduct:

1.

Using or possessing alcohol while on duty performing safety-sensitive functions.

NOTE: Federal Regulations include medications containing alcohol in the substances
banned from use or possession in the workplace. Therefore, employee will not be
assigned to safety-sensitive job functions while using or possessing prescription or non-
prescription medication if such medication contains any measurable amount of alcohol. It
is the responsibility of the employee to notify his/her supervisor of such medication;

No driver required to take a post-accident alcohol test under § 382.303 shall use alcohol
for eight (8) hours following the accident, or until he/she undergoes a post-accident
alcohol test, whichever occurs first;

No driver shall report for duty or remain on duty requiring the performance of safety-
sensitive functions while having an alcohol concentration of 0.04 or greater;

Consuming any amount of alcohol within four (4) hours before reporting for duty
performing safety-sensitive functions;

No driver shall report for duty or remain on duty requiring the performance of safety
sensitive functions when the driver uses any drug or substance identified in 21
CFR 1308.11 Schedule I;

No driver shall report for duty or remain on duty requiring the performance of safety-
sensitive functions when the driver uses any non-Schedule I drug or substance that is
identified in the other Schedules in 21 CFR part 1308 except when the use is pursuant to
the instructions of a licensed medical practitioner, as defined in § 382.107, who is
familiar with the driver's medical history and has advised the driver that the substance
will not adversely affect the driver's ability to safely operate a commercial motor vehicle

No driver shall report for duty, remain on duty or perform a safety-sensitive function, if
the driver tests positive or has adulterated or substituted a test specimen for controlled
substances; or

No driver shall refuse to submit to a pre-employment controlled substance test required
under § 382.301, a post-accident alcohol or controlled substance test required under

§ 382.303, a random alcohol or controlled substances test required under § 382.305, a
reasonable suspicion alcohol or controlled substance test required under § 382.307, a


http://www.law.cornell.edu/cfr/text/49/382.303
http://www.law.cornell.edu/cfr/text/21/1308.11
http://www.law.cornell.edu/cfr/text/21/1308
http://www.law.cornell.edu/cfr/text/49/382.107
http://www.law.cornell.edu/cfr/text/49/382.301
http://www.law.cornell.edu/cfr/text/49/382.303
http://www.law.cornell.edu/cfr/text/49/382.305
http://www.law.cornell.edu/cfr/text/49/382.307

return-to-duty alcohol or controlled substances test required under § 382.309, or a follow-
up alcohol or controlled substance test required under § 382.311.

In addition, City of Stevens Point Policies prohibits employees from engaging in the following

conduct:

1. Dispensing, distributing or receiving alcohol and controlled substances while on duty;

2. Possession of controlled substances while on duty, unless the use is pursuant to the
instructions of a physician who has advised the driver that the substance does not
adversely affect the driver’s ability to safely operate a commercial motor vehicle;

3. Reporting for duty or remaining on duty while having an alcohol concentration of 0.02
but less than 0.04;

4. Reporting for duty or remaining on duty while under the influence of alcohol or a
controlled substance;

5. Deliberately misusing this policy in regard to subordinates; and

6. Providing false information in connection with a test or falsifying test results through
tampering, contamination, adulteration, or substitution.

V. REQUIRED TESTS

Refusal to take a required test will result in the removal of that employee from the employee’s
assignment(s), which, in turn, will result in discipline.

Testing must be conducted in the following situations:

1.

Pre-employment Testing - Any individual not currently employed by the City of
Stevens Point who is applying for a safety-sensitive position shall be required to undergo
drug and alcohol testing after a conditional offer of employment has been made.

Prior to the first time an existing employee performs safety- sensitive functions for the
City of Stevens Point (i.e. new position, job transfer, promotion, new duties, etc.), the
employee shall be required to undergo testing for alcohol and controlled substances. A
positive test will result in a disqualification for further consideration for employment in
that safety sensitive position until the employee presents evidence of successful
completion of a Substance Abuse Treatment Program.

Any applicant or existing employee who refuses to undergo such alcohol or drug testing
will be disqualified from further consideration for employment in that safety-sensitive
position.


http://www.law.cornell.edu/cfr/text/49/382.309
http://www.law.cornell.edu/cfr/text/49/382.311

Reasonable Suspicion Testing - Reasonable suspicion means suspicion based on a
specific, contemporaneous, articuable observation by a trained supervisor or other trained
City of Stevens Point representative concerning the appearance, behavior, speech or body
odors of an employee, including indications of the chronic and withdrawal effects of
controlled substances. Reasonable suspicion drug or alcohol testing will only occur under
these rules if the supervisor’s observations are made during, just before, or just after the
time the employee is performing work in a safety-sensitive position.

(a) In a situation where an employee is either acting in an impaired manner or the
supervisor has reasonable suspicion to believe the employee is using or is under
the influence of alcohol or drugs, the supervisor may order the employee to
undergo a drug or alcohol test. The supervisor may, but need not, seek a
corroborating opinion from another supervisor prior to immediately removing the
employee from the job and sending the employee for drug or alcohol testing.

(b) Once the employee has been removed from the job, the supervisor is to contact
the Personnel Department. If contact cannot be made at that time, the supervisor
is to proceed through the next step of this procedure and make contact with the
Personnel Department as soon thereafter as possible.

(©) The supervisor is to then take the employee to the collection site for drug and/or
alcohol testing immediately, but no later than three (3) hours for an alcohol test or
twenty- four (24) hours for a drug test, of having determined that there is
reasonable suspicion to believe that the employee is using or is under the
influence of alcohol or drugs. The supervisor is to wait at the facility with the
employee until the breath test has been completed or the urine sample has been
taken. If the alcohol test is not conducted within eight (8) hours after the
supervisor makes such reasonable suspicion determination, or if the drug test is
not conducted within twenty-four (24) hours after such determination, the
supervisor will complete a report explaining the reasons why the test was not
conducted.

(d) Once the alcohol testing has been completed and a positive confirmation test
result has been received (0.04 percent or above}, the supervisor or designee will
return the employee to the work site. The employee may make his/her
arrangements for transportation home. If the employee elects to drive his own
vehicle, the supervisor will contact the Police Department if the test result was
over the legal limit [per State Statute 346.63(1)].

(e) If a urine test has been administered, the City of Stevens Point will contact the
employee once the test results are known and a decision has been made as to the
employee’s status.



63) The results of the drug testing will be sent directly to the Medical Review Officer
(MRO) for review and the results of the alcohol testing will be sent directly to the
Human Resource Manager. When the results are obtained, the employee’s
supervisor and department head will meet with the Human Resource Manager to
determine the appropriate course of action to be taken. This is a confidential
process. Test results will be held in strict confidentiality in compliance with all
applicable confidentiality rules, regulations and statutes. Likewise, a supervisor
will maintain a like confidentiality standard in instance of a referral or
disciplinary action.

(2) Once the test has been completed and the employee has been sent home, the
supervisor must submit a written report to the Human Resource Manager
outlining, in detail, the event and the behavior observed that led the supervisor to
believe the employee was under the influence of alcohol and/or drugs.

This report must be done within 24 hours of the testing.

Random Testing - Random alcohol and drug testing will be conducted just before,
during, or just after an employee’s performance of safety-sensitive duties. The employee
will be randomly selected for testing from a “pool” of employees subject to testing. The
testing dates and times are unannounced and will occur with unpredictable frequency
throughout the year.

The minimum annual percentage rate for random alcohol testing shall be 25 percent and
the minimum annual percentage rate for random drug testing shall be 50 percent of the
average number of employees in safety-sensitive positions. The City of Stevens Point
reserves the right to either increase or decrease the minimum annual percentage rate for
random alcohol and drug testing based upon the violation rate for the entire industry as
determined by the Federal Highway Administration and the Federal Regulations
implementing drug and alcohol testing in the transportation industry.

The selection of employees from the pool for random testing shall be made by Ministry
Medical Group / St. Michael’s Hospital, using a scientifically valid method. This method
will be a random number table of a computer-based random number generator that is
matched with employee’s social security numbers. Under this selection process, each
employee in the pool will have an equal chance of being tested each time selections are
made. As a result, some employees in the pool may be tested more than once each year,
while other employees in the pool may not be tested at all.

Post-Accident Testing - As soon as practicable following an accident involving a
commercial motor vehicle, the City of Stevens Point shall test an employee driver for

alcohol and controlled substances in the following situations:

a. the accident involved the loss of human life; or
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b. the employee receives a citation under state or local law for a moving traffic
violation arising from the accident.

c. In accidents involving Transit vehicles, the following situations require testing:
6)) An individual dies;

(1))  An individual suffers a bodily injury and immediately receives medical
treatment away from the scene of the accident;

(ii1))  Any occurrence in which the vehicle or vehicles involved incur disabling
damage as the result of the occurrence and is transported away from the
scene by a tow truck or other vehicle. For purposes of this definition,
“disabling damage” means damage which precludes departure of any
vehicle from the scene of the occurrence in its usual manner in daylight
after simple repairs. Disabling damage includes damage to vehicles that
could have been operated but would have been further damaged if so
operated, but does not include damage which can be remedied temporarily
at the scene of the occurrence without special tools or parts, tire
disablement without other damage even if no spare tire is available, or
damage to headlights, taillights, turn signals, horn, or windshield wipers
that makes them inoperative.

The alcohol breath test must be administered as soon as possible, but no later than three (3) hours
following the accident, and the drug test must be administered within thirty-two (32) hours of the
accident. If the alcohol test is not administered within eight (8) hours of the accident or if the
drug test is not administered within thirty- two (32) hours of the accident, the supervisor will
complete a

Report explaining why the test was not conducted.

An employee who is subject to post-accident testing shall remain readily available for such
testing or may be deemed by the City of Stevens Point to have refused to submit to testing. A
covered employee who leaves the scene of the accident may continue to be considered as
“readily available” for testing if (1) the employee notifies his supervisor or, if unavailable,
another supervisor of his or her location; (2) the employee left the scene to obtain necessary
medical care (for himself, herself, or others); or (3) the employee left the scene to obtain
assistance in responding to the accident.

5. Return-to-Duty/Follow-Up Testing - The City of Stevens Point will ensure that before
an employee returns to duty requiring the performance of a safety-sensitive job function
after engaging in conduct prohibited by Federal Regulations in Part IV above, the driver
hall undergo a return-to-duty alcohol and/or controlled substance test with a result
indicating an alcohol concentration of less than 0.02 and a verified negative result for

6



controlled substance use. In any event, an employee will not be allowed to return to duty
without first having been evaluated by the City of Stevens Point’s EAP provider in order
to determine the employee’s fitness-for-duty. Such follow up activity may be required if
an employee has engaged in conduct prohibited by City Policy in Part IV above.

Following a determination that an employee is in need of assistance in resolving
problems associated with alcohol misuse and/or use of controlled substances, the City of
Stevens Point will ensure that the employee is subject to unannounced follow-up alcohol
and/or controlled substances testing in consultation with a substance abuse professional.
Consequently, the employee will be given at least six (6) unannounced tests during the 12
month period after returning to duty with the possibility of follow-up testing for up to 60
months after the employee returns to duty.

VI. TESTING PROCEDURES

The City of Stevens Point has entered into an alcohol and drug testing agreement with Ministry
Medical Group / St. Michael’s Hospital. Testing may be done on both urine and breath (blood
alcohol may also be required). All drug and alcohol testing will be conducted in conformance
with the procedures and rules established by the federal Omnibus Transportation Employee
Testing Act of 1991 and its implementing regulations. St. Michael’s will handle taking the
sample (in standard collection kits) twenty-four (24) hours per day, Sunday through Saturday.
They will be responsible for seeing that the samples are sent to a certified laboratory, and assist
in the interpretation of the results. Specimen collection is not to be done anywhere but at
Ministry Medical Group / St. Michael’s unless specifically authorized by the Human Resource
Manager.

A. ALCOHOL TESTING

Employees will be required to submit to breath testing using an approved Evidential
Breath Testing (EBT) device. A certified Breath Alcohol Technician (BAT) will
administer an initial screening test. If the employee tests positive for alcohol, then the
BAT will conduct a confirmation test. The City of Stevens Point will take action based
only upon the positive results of the confirmation test, 0.04 or greater. All procedures and
steps used in conducting both the initial and confirmation tests will be performed in
conformance with the Federal Law and Federal Regulations.

1. Preparation for Breath Alcohol Testing

The following procedures summarize the procedures established by the Federal Highway
Administration regulations implementing drug and alcohol testing under the Federal Law.
These procedures are not binding and are subject to change in the event the Federal
Highway Administration or other government agency changes the regulations on drug
and alcohol testing of employees in safety- sensitive positions.



When the employee enters the collection site, the BAT will require him/her to
provide positive identification (i.e. photo I.D. or employer identification).

The BAT will explain the test procedure.

Employees will be required to complete and sign various forms used to document
the testing process. Refusal to sign the test forms will be regarded as a refusal to
take the test.

Employees will be instructed to blow forcefully into the mouthpiece for at least 6
seconds or until the EBT indicates that an adequate amount of breath has been
obtained.

If an employee tests positive during the screening test, the employee shall not eat,
drink, put any object or substance in his or her mouth and to the extent possible,
not belch during the 20 minute waiting period before the confirmation test is
conducted.

Refusal by an employee to complete and sign the test form, to provide breath, to
provide an adequate amount of breath, or other failure to cooperate with the
testing process in a way that prevents the completion of the test will subject the
employee to discipline, up to and including termination.

In the event of conflicting results between the initial test and the confirmation test, the
confirmation test results will determine the outcome of the test.

2.

Blood Alcohol Testing

Blood alcohol testing is authorized only in the following circumstances:

a.

When this Policy or Federal Rules requires a post-accident or reasonable
suspicion test, and an EBT is not readily available for either a screening or
confirmation test, or if there is an EBT available only for a screening test.

When an employee attempts and fails to provide an adequate amount of breath,
blood alcohol testing may be used for both screening and confirmation test
purposes.

Upon the conclusive finding of a positive (0.04 or greater) blood alcohol test result, the
employee has 72 hours in which to request a test of the split specimen.(For explanation of
“split specimen,” refer to the TESTING FOR CONTROLLED SUBSTANCES section
below.) An employee, who fails to notify the Medical Review Office (MRO) within 72
hours of receiving the results of the positive test of the employee’s desire to have the split



specimen tested, shall be deemed to have waived the employee’s right to seek testing of
the split specimen.

Pending receipt of the result of the analysis of the split specimen, the employee shall not
perform safety-sensitive functions unless the employee has met conditions set forth in
this Policy for a return to safety-sensitive functions following a test result of 0.04 or
greater.

All blood alcohol testing will be conducted in conformance with the procedures
established by the Federal Regulations.

3. Results of Positive Test

If a confirmation alcohol test measures 0.04 or greater, the City of Stevens Point is
required to:

a. Remove the employee from the safety-sensitive position;
b. Before returning the employee to employment, take the following steps:
1. Refer the employee to the City of Stevens Point’s EAP for assessment and
a determination of whether participation in a treatment program is
necessary;
il. Obtain a verification from a substance abuse professional that the

employee has complied with any required rehabilitation or treatment
program; and

11i. Re-test to verify the employee’s alcohol concentration is below 0.02;

c. The employee will subsequently be given at least six (6) unannounced tests during
the next year with the possibility of follow-up testing for up to 60 months.

If the confirmation test level is between 0.02 and 0.039, the employee will be removed
from the safety-sensitive position.

In the event that an employee is required to comply with breath testing as a result of a law
enforcement investigation, the employee must submit to the examination. The test will
be considered enforceable for purposes of this Policy if the testing officer is a qualified
BAT and the EBT that was used for the test has been certified by the State of Wisconsin
or a local law enforcement agency.



B. TESTING FOR CONTROLLED SUBSTANCES

The City of Stevens Point has established its anti-drug program through its Drug Free Workplace
Policy which strictly prohibits the unlawful manufacture, distribution, dispensing, possession or
unauthorized use of a controlled substance in the workplace. Furthermore, any abnormal conduct
that may create a reasonable suspicion that an employee is under the influence of a controlled
substance is addressed in the “Reasonable Suspicion Testing” section described previously in
this Policy.

For purposes of this Policy and the Federal Regulations, the
City of Stevens Point will utilize a 6-panel drug screen consisting of the following drugs:

1. Cannabinoids
2. Cocaine
3. Amphetamines

4. Opiates (DOT)
5. Phencyclidine (PCP)

6. MDA Analogues

In instances where there is reason to believe an employee is abusing a substance other than the
five drugs listed above, the City reserves the right to test for additional drugs under the City’s
own authority using standard laboratory testing protocols.

Drug testing is conducted by analyzing an employee’s urine specimen (through a certified testing
lab).  This procedure will include use of a split specimen testing procedure. Each urine
specimen is subdivided into two bottles labeled as a “primary” and a “split” specimen.Both
bottles will be sent to a certified lab. Only the “primary” specimen is opened and used for the
urinalysis. The split specimen bottle will remain sealed and stored at the lab. If the analysis of
the primary specimen confirms the presence of illegal, controlled substance, the employee has 72
hours to request the split specimen be re-tested at the same lab or be sent to another certified
laboratory for analysis, at the employee’s expense. An employee who fails to notify the Medical
Review Officer (MRO) within 72 hours of receiving the results of the positive test of the
employee’s desire to have the split specimen tested shall be deemed to have waived the
employee’s right to seek testing of the split specimen. In some cases the employee may be
unable to provide a urine specimen. After a reasonable waiting period (not less than two hours)
the collection site person may terminate the testing procedure. The City of Stevens Point will
proceed with laboratory testing based upon blood specimen alone.
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1.

Preparation For Drug Testing

The following procedures summarize the procedures established by the Federal Highway
Administration regulations implementing drug testing under the federal law. These procedures
are subject to change in the event the Federal Highway Administration or other government
agency changes the regulations on drug and alcohol testing of employees in safety-sensitive
positions.

a.

When the employee enters the collection site, the employee will be required to provide
positive identification (i.e., photo I.D. or employer identification).

The employee will be instructed to provide at least 45 ml of urine under the split sample
method of collection. This will be done in a specifically designated “donor” bathroom.

The urine sample shall be divided into a primary specimen (30 ml) and a split specimen
(15 ml).

If the test result of the primary specimen is positive, the employee may request, within 72
hours of receiving the positive test result, that the Medical Review Officer (MRO) direct
that the split specimen be tested in the same or a different DHHS-certified laboratory for
presence of the drug(s) for which a positive result was obtained in the test of the primary
specimen.

An employee will be removed from the safety-sensitive position pending the result of the
test of the split specimen.

If the result of the test of the split specimen fails to confirm the presence of the drug(s) or
drug metabolite(s) found in the primary specimen, the Medical Review Officer (MRO)
shall cancel the test.

Employees will be required to complete and sign various forms used to document the
testing and chain of custody process. Refusal to sign the test form(s) will be regarded as a
refusal to take the test.

Refusal by an employee to complete and sign the test and chain of custody forms, to
provide urine, to provide an adequate amount of urine (to be decided on a case-by-case
basis), or other failure to cooperate with the testing process in a way that prevents the
completion of the test will be considered grounds for disciplinary action.

In the event of conflicting results between the initial test and the confirmation test, the
confirmation test results will determine the outcome of the test.
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2. Results of Positive Test

As with an alcohol misuse violation, the City of Stevens Point is required to act upon a positive
drug test result in the following manner:

a. Remove the employee from the safety-sensitive position. This removal will only take
place after the employee has been allowed to meet or speak with a Medical Review
Officer (MRO) to determine that the positive drug test did not result from the authorized
use of a controlled substance;

b. Refer the employee to the City of Stevens Point’s EAP for assessment and subsequent
compliance with recommended rehabilitation after a determination of a drug problem has
been made;

C. Employee must be evaluated by a substance abuse professional or Medical Review

Officer (MRO) and determined to be fit to return to work prior to their release of the
employee; and

d. Employee must have a negative result on a return-to-duty drug test. Follow-up testing to
monitor the employee’s continued abstinence from drug use will be required if the
employee is determined as needing rehabilitation.

VII. PRESCRIPTION DRUGS

Before performing work-related duties, employee must notify their supervisor if they are taking
any legally prescribed medication, therapeutic drug, or any non-prescription drug which contains
any measurable amount of alcohol or which carries a warning label that indicates the employee’s
mental functioning, motor skills, or judgment may be adversely affected by the use of this
medication. A written report of this notification is to be filed by the supervisor with the
Personnel Department with a copy to the employee. It is the responsibility of the employee to
inform his/her physician of the type of safety-sensitive function that the employee performs in
order that the physician may determine if the prescribed substance could interfere with the safe
and effective performance of the employee’s duties or operation of City equipment. However, as
required by the Federal Regulations, any employee who uses or possesses medication containing
alcohol while on duty or who tests positive for alcohol will be removed from his/her safety-
sensitive position, and subject to the provisions of this Policy, even though the reason for the
positive alcohol test is the fact that the employee’s prescription medication contains alcohol.

A legally prescribed drug is one where the employee has a prescription or other written approval
from a physician for the use of the drug in the course of medical treatment. The prescription
must include the patient’s name, the name of the substance, quantity/amount to be taken, and the
period of authorization. Employees do not need to disclose the purpose or the name of the
medication being taken. Disclosure will be on a form prepared by the City with one copy going
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to the employee 1s medical file and one copy to the employee. The misuse or abuse of legal
drugs while performing City business is prohibited by City Policy.

VIII. CONFIDENTIALITY OF RECORDS

The City of Stevens Point respects the confidentiality and privacy rights of all of its employees.
Accordingly/ the results of any test administered under this Policy and the identity of any
employee participating in the City of Stevens Point’s EAP or other assessment or treatment
program will not be revealed by the City of Stevens Point to anyone except as required by law.
The City of Stevens Point will release an employeels records as directed by the express written
consent of the employee authorizing release to an identified person. In addition, the City of
Stevens Point will ensure that any lab or agency used to conduct testing under this Policy will
maintain the confidentiality of employee test records.

However, the lab or testing agency will disclose information related to a positive drug or alcohol
test of an individual to the Human Resource Manager. The Human Resource Manager may
disclose this information t9 the employee or to the decisionmaker in a lawsuit, grievance, or
other proceeding by or on behalf of the individual which arises from any action taken in response
to a positive drug or alcohol test; or as required by law, including court orders or subpoenas.

The Medical Review Officer (MRO) will not reveal individual test results to anyone except the
Human Resource Manager unless the MRO has been presented with a written authorization from
the tested employee. The MRO may reveal to the Human Resource Manager relevant
information as to whether the employee is qualified to perform safety-sensitive functions or
whether the employee has tested positive for alcohol or a controlled substance. The Human
Resource Manager may disclose this information to the employee or to the decisionmaker in a
lawsuit, grievance or other proceeding on behalf of the individual which arises from any action
taken in response to a positive drug or alcohol test; or as required by law, including court orders
or subpoenas; or upon the tested employee’s written authorization and consent.

All records related to drug and alcohol tests of individual employees will be maintained in
individual files separate from the employee’s personnel file. These records will be stored in a
locked cabinet and access will only be allowed to those employees who have a legitimate need to
review the records of a particular employee.

IX. COSTS

The employer shall pay all costs associated with the administration of alcohol and controlled
substance testing except those costs for a “split specimen” test requested by an employee or an
alcohol test as outlined in Section XI(c) below. The employee shall pay for the split specimen

test. If the result of the test is negative the City shall reimburse the employee for said test.

The employee must bear the cost of the alcohol test outlined in XI(c).
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X. PAY STATUS

All time spent undergoing required alcohol or controlled substance testing, including travel time
shall be paid in accordance ith applicable provisions of a Collective Bargaining Agreement or
pay policy of the City, except that an alcohol test as described in Section XI(c) below must be
done on an employee’s own time, prior to the start of his/her regular shift.

XI. DISCIPLINE

Consistent with this policy the employer may take disciplinary action based on non-compliance
with this policy by an employee and specifically for actions as follows:

A.

Questions:

If a Medical Review Officer (MRO) reports that a urine drug test is positive, the
employee will be subject to discharge. Discharge may be held in abeyance if the
employee enters into a last chance agreement and successfully completes a
Substance Abuse Treatment Program.

If a BAT reports that a breath test is equal to or exceeds 0.04 employee shall be
subject to discharge. Discharge may be held in abeyance if the employee enters
into a last chance agreement and successfully completes a Substance Abuse
Treatment Program.

If a BAT reports a breath test is recorded between 0.02 and 0.04, the employee
shall be subject to discipline. At a minimum, the employee will be placed on leave
without pay for a minimum of 24 hours following administration of the test.
Employees will be permitted to return to work at the start of their next regularly
scheduled shift provided they present proof of a retest resulting in a reading less
than 0.02. This retest must be conducted at Ministry Medical Group / St.
Michael’s Hospital and employees must make their own arrangements and pay for
the retest.

Any employee who refuses to submit to a urine drug and/or breath alcohol test
shall be subject to discharge.

Any employee having questions with respect to the scope of this policy and its

contents, may contact the Human Resource Manager at (715) 346-1594.
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This policy amendment is effective ,2015.

Mike Wiza, Mayor

John V. Moe, City Clerk
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EMPLOYEE ACKNOWLEDGMENT

Detach and return this page to the Personnel Department after you have received training on the
City of Stevens Point’s Drug and Alcohol Testing Policy and have received a copy of the Policy.

I acknowledge that I have received training and a copy of the City of Stevens Point’s Drug and
Alcohol Testing Policy on the date indicated below.

Signed:

Date:
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City of Stevens Point
Departments of Public
Utilities and Transportation
300 Bliss Avenue

Stevens Point, WI 54481-0243

May 1, 2015

To: Mayor Mike Wiza and Personnel Committee

From: Joel Lemke, Director of Public Utilities and Transportation

Regarding: Request to fill a vacant position

Joel C. Lemke
Director

Phone: 715-345-5260
Fax: 715-345-5369

| am requesting approval to fill a part-time Bus Operator position within the Transit Division.
The vacancy is due to arefirement. The retiring Employee's last day of employment with the
City will be Friday, May 15, 2015.

Sincerely,

\

-
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Joel Lemke

Director of Public Utilities and Transportation

Cc: Lisa Jakusz- City Personnel Manager

Susan Lemke- Transit Manager

%;/ Qj\&é
Approved: __ £ -~ ~

May(f\—/\ike Wiza




City of St Point Joel C Lemke
anii s g - STEVENS pO,NT S Director

Department of
Public Utilities & L Phone: 715-345-5266

i ' 4 : jlemke@stevenspoint.com
Trangportation MUNICIPAL |~~~ AIRPORT Jlemkse P

May 5, 2015

TO: Mayor Wiza and Personnel Committee
RE: Request to increase staff at the Airport

Mayor/Committee:

Airport management has been working on an implementation plan and request for
increasing the Airport staff from 2 FTE to 2.75 FTE to present with the 2016 budget. We are
requesting to see consideration on this item sooner due to a couple staffing circumstances that
leave us in an understaffed position. As you know, the airport is a seven day-a-week operation.
All aspects of the operation need to be covered by someone who is fully trained. Also, we need
staff available for after-hours call-in.

Recent action of the Committee has allowed us to fill a medical related vacancy;
however, we will not be able to rely on that coverage indefinitely as the individuals involved in
the temporary fill-in position have other jobs to attend to.

Additionally, we are now aware that we will have another medical related leave coming
up in the third quarter of the year, so we need to be prepared for that situation while adequately
staffing the Airport with qualified staff.

The Airport is respectfully requesting that the Committee approve the addition of a
position that will work up to 75% full time. The position would be requested to be placed at
grade “G” in the pay-plan matrix. Step one of that grade is currently at $17.77/hr. This is the
grade approved for the temporary work fill-in positions.

The Airport operation will be able to fund the position in-budget, and therefore will not be
requesting any extra levy contribution to make this possible. Department management has
discussed Airport levy contribution amounts and is confident in this being sustainable within the
current Airport budget.

Thank you for your consideration, please contact my office if you have any questions
you would like answered prior to the Personnel Committee meeting.

Best Regards,
. / Approved: } 7
A ol T/ P
‘ / 77 / >,
Joel Lemke (Méyor Mike Wiza)

Director
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