
 

 

 

 

 

EMPLOYEE HANDBOOK 

12/10/2020 
 

 

Welcome to the Lake Ripley Management District!  We are happy to have you as a part of our organization, 

joining others who are committed to an important cause.  The Lake Ripley Management District is a special 

purpose district governed by Chapter 33 of the Wisconsin Statutes, whose mission is to protect and enhance 

Lake Ripley’s water quality and overall ecological health while maintaining public access and use of the lake 

that is safe, fair and practical.  The Lake Ripley Management District Board of Directors recognizes the value of 

your contributions, no matter what your position is within the organization as you are assisting us in 

completing our mission. 

 

Since you are new to the organization, please use this manual as a reference so that you can familiarize 

yourself with the District’s policies, procedures, and employment benefits.  If you have any questions 

regarding the information contained in this handbook, please feel free to contact the Board Chairperson.  

Please keep in mind that the Board of Directors has the discretion to revise or eliminate any of the provisions 

set forth in this handbook without prior notice to the employees.  Should changes occur you will be provided 

with any updated information.  This employee handbook is designed to be an evolving document. 

 

 

The Lake Ripley Management District Board of Directors wishes you success as a new employee. 

 

 

Sincerely, 

Members of the Lake Ripley Management District Board of Directors 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Disclaimer 
 

This employee handbook has been prepared for informational purposes only. None of the statements, 

policies, procedures, rules, or regulations contained in this handbook constitute a guarantee of employment, a 

guarantee of any other rights or benefits, or a contract of employment, express or implied. All of the District’s 

employees are employed at will, and employment is not for any definite period. Termination of employment 

may occur at any time, with or without notice and with or without cause, at the option of the District or the 

employee. The District may modify or eliminate the provisions set forth in this handbook at any time with or 

without notice. This handbook supersedes all previous handbooks, statements, policies, procedures, rules, or 

regulations given to employees, whether oral or written. This handbook may only be modified by an 

authorized representative of the District in writing. 

  



 

 

I.  Employee Policies 

 

Statement of Board Rights 

 

The employee handbook is intended to convey information and is not intended to constitute a contract of 

employment between the Lake Ripley Management District (hereinafter “District”) and any or all 

employee(s).  The District recognizes the at-will nature of our relationship with District employees.  

Employees have the right to resign their position at any time, with or without notice, and with or without 

cause.  The District maintains similar rights to terminate the employee relationship at any time, with or 

without notice, and with or without cause.  

 

The District Board of Directors maintains the right to change, at any time, any portions of the handbook in 

writing in an effort to fully maximize the District’s mission.  Business condition, federal and state law, and 

organizational need are in a constant state of flux and may necessitate that portions of the handbook be 

rewritten.  

 

Personal Conduct and Appearance 

 

Neatness and good taste in dress and care of personal hygiene are expected and appreciated.  The District 

is a professional organization and depends on you to conduct yourself with dignity, decorum, and 

professionalism during your employment. 

 

Equal Opportunity Employment 

 

The District subscribes to a policy of providing equal employment opportunities to all applicants under the 

law.  The District will not discriminate against any employee’s or applicant’s race, sex, creed, national 

origin, ancestry, age, sexual orientation, disability/handicap, arrest or conviction record, or any other basis 

prohibited by law.  Exception may occur should reasons constitute a bona fide occupational qualification.   

 

Employment 

 

All candidates are subject to pre-employment investigations pertaining to the candidate’s educational 

background and work history, including references.  Candidates will also be asked about their ability to 

perform specific job duties as outlined in each specific position’s job description, which is available for 

reference at the time of a candidate’s application.  Additionally, the District reserves the right to refuse or 

terminate employment of individuals who misrepresent or omit relevant facts during the pre-employment 

application and interview process. 

 

Americans with Disabilities Act 

 

The District will make every effort to reasonably accommodate an individual’s disability.  A copy of 

essential functions for the position being offered with be made available at the time of a candidate’s 

inquiry of a posted position. 



 

 

 

Office Equipment, Software and Internet Access and Electronic Mail 

 

As a District Employee you are provided tools necessary to perform the essential functions outlined in your 

job description.  Office equipment, software and other office assets are property of the District and are not 

to be used for personal use outside of your normal District job duties. 

 

Employee internet access and electronic mail is governed by the Board approved District’s Electronic 

Communication Usage & Retention Policy located in Addendum A of this handbook. 

 

Definitions 

 

An employee who is regularly scheduled to work 40 or more hours per week is considered full-time.  An 

employee who works less than 26 hours per week is considered part-time. 

 

II. Compensation and Pay Practices 

 

The Board of Directors will determine a wage for a new employee.  The Board Chairperson or designee is 

responsible for the administration of pay modifications.  Merit and market conditions will be determining 

factors in administrating payroll modifications. 

 

III. Benefits Programs 

 

The Board approved Full Time Employee Benefits are in Addendum B of this handbook. 

 

Employee Responsibilities 

 

Attendance 

 

The District is a small, service-oriented special purposes district that greatly depends on its staff to be 

available to service the taxpayers.  The District is unable to provide service to taxpayers, then we are not in 

compliance with our District’s mission. 

 

Understandably there may be times when employees cannot work due to personal illness or the illness of 

an immediate family member.  The Board Chairperson or designee (Lake Manger?) should be contacted 

prior to the beginning of your scheduled workday if you are unable to work due to illness or illness of an 

immediate family member.  Sick time should be noted on your current timesheet.  Excessive absenteeism 

or tardiness will be dealt with by the Chairperson.  

 

Legal Violations 

 



 

 

It is the expectation of the District’s Board of Directors that all District business activities are conducted 

within established state and federal laws and regulations.  If during your employment you should become 

aware of any legal violations or unlawful activity you are to contact the District Board Chairperson or any 

other Board Member to report such activity.  

 

IV. Safety and Security 

 

The District believes in providing a work environment free from unlawful harassment of any kind.  Should 

you experience any form of harassment (sexual, racial, ethnic, age, religious or other legally protected 

characteristic) you are to contact the District Board Chairperson or any other Board Member who will 

respond and act in a timely and confidential manner. 

 

Emergency Preparedness and Response 

 

In the event of a workplace violence incident or workplace fire situation at the District office, the District 

Board Chairperson or designee should be immediately contacted.   

 

Workplace Violence 

 

The District believes in providing an environment free from violence of any kind.  Should violence erupt 

you are expected to maintain your personal safety and immediately contact the police via the 911 

emergency telephone number.  Additionally, after the initial threat is quelled, you are to immediately 

contact the District Chairperson or designee to document the incident. 

 

Fire 

If a fire occurs, evacuate immediately and call 911. Notify all of the Town of Oakland’s department heads, 

the Town chair, and the Lake Ripley Management District’s Chairperson.  

 

Tornado Watch 

 

A tornado watch is activated when funnel clouds have been sighted.  In the event of a tornado warning 

District staff should relocate to a basement or inside room without windows and maintain cover until the 

tornado watch is cleared.   

 

Tornado Warning 

 

A tornado warning is activated when funnel clouds have been sighted.  In the event of a tornado warning 

District staff and clients should relocate to a basement or inside room without windows and maintain 

cover until the tornado warning is cleared. 

 

 

 



 

 

Smoking Policy 

 

The District is committed to a smoke-free workplace.  Smoking is not permitted on any District premises, 

whether owned, rented or received as an in-kind use. No alcohol or drug use is permitted during work 

hours. 

 

V. Performance Management 

 

New Employee Orientation 

 

The successful performance of your duties, as outlined in your job description’s essential functions is 

important for your professional development and for the District.  All new District employees will undergo 

an initial sixty-day orientation period that will begin on the first day of employment.  The District Board 

Chairperson or designee will conduct a performance review with all new employees at the expiration of 

the orientation period.  

 

Annual Review 

 

The District Board Chairperson or designee and the Board will conduct a performance review with each 

employee.  The performance review will be based upon the employee’s job description and essential 

functions.  An employee must maintain reasonable standards of work quality, consistent with experience, 

and must accomplish work within the time limits established by the District. Employees who do not satisfy 

the levels of performance expected by the District, who exhibit poor performance, or who are unable to 

work with other employees may be disciplined, up to and including termination. 

 

VI. Progressive Action Process 

 

The District is free to terminate an employee at any time. When appropriate, the District intends to 

subscribe to a progressive action disciplinary process.  Depending on the severity of an incident, certain 

steps in the process may be passed over. When necessary the District will immediately terminate an 

employee. Grounds for immediate termination include but are not limited to theft, falsification of 

documents, illegal activity, use or sale of drugs or alcohol during work, etc.  The progressive action process 

is as follows: 

 

 Oral Warning 

 Written Warning with Improvement Plan 

 Second Written Warning 

 Termination 

 

Each progressive action will be documented in an employee’s personnel file via a memorandum of record, 

which will contain the following information: 

 

 Employee Name 



 

 

 Date of Conference 

 Date of Incident 

 Type of Memorandum 

 Facts of the Incident 

 Signature Page to be Completed by Employee and Board Chairperson 

 Employee Comments 

 

After the memorandum of record is executed the District Board or designee will review the entire 

document, including the employee’s comments.  In the case of an employee’s pending termination the 

District Board or designee prior to and after the employee’s conference will review the memorandum of 

record. 

 

VII. Employment Separation 

 

Should you decide to terminate your employment with the District, we ask for a two-week notice.  Unused 

PTO that is due to you will be included in your final paycheck. 

 

VIII. Employee Handbook Receipt and Acknowledgement Form 

 

I have received a copy of the District Employee Handbook outlining the responsibilities as an employee and 

the responsibilities of the organization.  I have read the information contained in this handbook and it has 

been explained during my orientation.  If I have any questions, I should contact the District Board 

Chairperson or designee.  I understand the Employee Handbook is not an employment contract but does 

provide the organizational employment policies and procedures by which I am governed. 

 

I agree to comply with the guidelines, policies, and procedures of the District.  I understand my 

employment and compensation can be terminated at either the option of myself or the District at any 

time. 

 

The District Employee Handbook is subject to change without notice.  It is understood that changes in 

procedure will supersede or eliminate those found in this book and I will be notified of such changes 

through normal communication channels.   

 

 

 

I____________________________________ confirm that I have received a copy of the District Employee 

Handbook on _______________________________. 

 

Employee Signature_________________________________________ 

 

 

 



 

 

Addendum A 

 

Lake Ripley Management District 

Updated: July 18, 2020 

 

 

ELECTRONIC COMMUNICATION USAGE & RETENTION POLICY 

1) Purpose: Lake Ripley Management District (hereinafter “District”) is subject to Wisconsin Statutes 

relating to public records. Electronic communication, including but not limited to emails, text messages 

and social media, sent or received by District employees or elected officials are subject to these laws. 

The District encourages the use of electronic media because they can make communication more 

efficient and effective. However, all employees and elected officials should note that electronic media 

and services provided by the District are District property and their purpose is to facilitate and support 

District business.  

 

2) Applicability: This policy applies to all electronic communication used by District employees or elected 

officials that is 1) assessed on or from District premises and District work time; 2) used in a manner that 

expressly or implicitly states that the individual is acting on behalf of the District; and/or provided or 

owned by the District. 

 

3) Access: 

 

a. The District shall maintain one email account for official District business, including 

communication with District members, the general public, and outside consultants and vendors. 

Access to the District’s general email account is limited to the Lake Manager and Chairman. 

  

b. The District shall maintain individual email accounts for each elected official for communication 

of meeting materials and communication between officials and/or District employees (subject to 

open meetings requirements). Individual login information and passwords for these accounts 

shall be established and maintained by the District, through its Chairman, or his or her delegate. 

 

c. The District through its Chairman, or his or her delegate, reserve the right to monitor all 

applicable electronic communication by employees or officials. Use of the District’s systems for 

electronic communication can be limited by the District at any time for any reason.  

  

d. No expectation of privacy regarding the use of the District’s electronic communication should be 

anticipated by the employee or elected official in any respect related to accessing, transmitting, 

sorting or communicated via the District’s system. All applicable electronic communications, 

files and data stored on District devices are the property of the District.   

 

e. District employees or elected officials shall not share with others their assigned passwords, 

access codes or other authentication devices, unless directed by the District Chairman to do so.  

 

4) Retention: 

 



 

 

a. All District electronic communication may be considered a public record and may be subject to 

public disclosure in accordance with Wisconsin law. Generally, electronic communication is a 

public record whenever a paper message with the same content would be a public record. See 

Wis. Stat. §19.32(2).  

 

b. An electronic communication that is subject to records retention must be saved and should be 

indexed so that it is linked to related records in other media. An electronic communication record 

includes the messages, the identities of the sender and all recipients, the date, and any non-

archived attachments to the communication. 

 

c. Routine backups of electronic communication shall occur. If deemed necessary, the District may 

seek technology support from a contracted provider to ensure proper storage of electronic 

communication. 

 

d. The District shall comply with the Wisconsin Municipal Records Schedule (hereinafter, 

“Records Schedule”), pertaining to the retention and destruction of public records, and approved 

by the State of Wisconsin Public Records Board (hereinafter, “Records Board”) on August 27, 

2018. District employees and officials understand that electronic communication such as email 

correspondence is included within the Records Schedule and subject to open records requests.  

 

 

5) Prohibited Activities: All District employees and elected officials are prohibited from engaging in the 

following on or with District electronic communication tools: 

 

a. Copying, disseminating, or printing copyrighted materials without an author’s prior written 

approval. This may include articles, images, games, audio files, or other software. 

 

b. Accessing, sending, soliciting, displaying, printing, or otherwise disseminating material that 

would harass, threaten, or embarrass others or that is sexually explicit, fraudulent, or otherwise 

inappropriate in a professional environment.  

 

c. Transmitting statements, language, images, or other materials that could be perceived as 

offensive or disparaging of others based on race, national origin, sex, sexual orientation, age, 

disability, religious, or political belief.  

 

d. Engaging in personal, non-employer related activities for gain or profit. Examples include: 

consulting for pay; advertising; selling goods; or services for personal gain.  

 

e. Engaging in illegal activities or using the Internet for any illegal purposes, including initiating, or 

receiving communications that violate any applicable law or regulation.  

 

f. Excessive use of the Internet or E-mail systems for non-work related and/or personal reasons.  

 

6) Enforcement: Violation of this policy may result in disciplinary action, including but not limited to, 

termination of employment. 

 



 

 

Addendum B 

Lake Ripley Management District Full-Time Employee Benefits 
Updated April 20, 2019 

Revised and approved May 18, 2019 
 
WISCONSIN RETIREMENT SYSTEM   The LRMD pays into the State of Wisconsin Employee Trust Fund.  The required employer and 
employee contributions are equal and adjusted annually by the state 
 
BEREAVEMENT ABSENCE 
When death occurs in an employee's immediate family (being defined as spouse; child, or stepchild) the employee will be excused 
with pay for the five (5) consecutive scheduled days of work. When an employee’s brother, sister, mother, father, mother-in-law, 
father-in-law, son-in-law, daughter-in-law, stepsiblings, or stepparents dies the employee will be excused for three (3) consecutive 
scheduled days of work with pay. An employee shall be granted one (1) day off with pay for the death of grandparents, 
grandchildren, brother-in-law and sisters-in-law of the employee or spouse. Nonconsecutive days off may be allowed upon the 
approval of the LRMD Chairperson.  
 
HEALTH INSURANCE 
The LRMD offers $500 per month towards the purchase of  health insurance. 

 
HOLIDAYS  
All full time employees shall be allowed the following days with pay, pro-rated for part-time employees, working at least half-time:  

New Year’s Day  Thanksgiving 
Floating Holiday  The Day after Thanksgiving 
Memorial Day  December 24 
Independence Day  Christmas Day 
Labor Day 
 
When a paid holiday falls on Saturday, the next preceding Friday shall become the paid 
holiday. When a paid holiday falls on Sunday, the next following Monday shall become the 
paid holiday. When December 24 is on Friday, the December 25 holiday shall be December 27. 
When December 24 is on Sunday, the holiday shall be December 26.  
 
When an employee is required to work on a designated holiday or works extra hours during the week of a designated holiday, 
holiday hours which would be compensated in accordance with policy so as to exceed a total of 40 hours for the week may be 
banked for the employee’s use at a mutually agreeable time.  
 
JURY DUTY 
If called to jury duty employees will continue to receive their regular salary minus any per diem provided by the court.    

 
SICK LEAVE WITH PAY 
Eligible employees shall accrue one (1) working day of sick leave with pay for each month thereof of actual service, eligible to use the 

first of the succeeding month, up to an accumulated total of 108 working days. When an employee has one hundred eight (108) 

working days of sick leave credit, such employee shall continue to earn sick leave at the rate of one-half (1/2) working day of sick leave 

with pay for each month or major fraction thereof of actual service up to an accumulated total of one hundred twenty (120) working 

days.  The sick leave time earned during the first 6 calendar months of employment shall not be available to an employee until the 

first of the month following the completion of the 6-month the qualifying period. Upon separation with the District the employee 

will NOT be paid the balance of accumulated sick time.  After twenty (20) years of service or more, the employee will be paid 25% of 

the balance of accumulated sick time. 

 



 

 

   Use for employee: An employee may use sick leave with pay for absences necessitated by the employee’s injury, illness, or medical 

appointments including diagnostic treatment, dental procedures, optician's services, and other medical care performed by a duly 

licensed practitioner. 

 

   Use for immediate family: In addition to any right that employees may have under state or federal law to use sick leave for family 

members, employees may use sick leave for the reasons described above involving members of their immediate family. Immediate 

family is defined for this purpose as dependent children, dependent stepchildren, spouse, parents, and parents-in-law. Employees 

may use up to three (3) days for each occurrence involving members of their immediate family. If due to extenuating circumstances 

additional time is needed, employees may be granted additional days of sick leave in excess of the three (3) days, upon the approval 

of the Chairperson.  

 

 It shall be the policy of the LRMD that sick leave shall be considered a privilege and not a right. It shall be the responsibility of the 
Chairperson to deny the use of sick leave with pay in cases where there is a substantial evidence of abuse of the sick leave privilege. 

 
 A LRMD employee who is entitled to worker’s compensation may elect to take as much accumulated sick leave, or accumulated 

vacation after the employee’s accumulated sick leave becomes exhausted, as when added to worker’s compensation will result in a 
payment to the employee of the employee’s full salary or wage. 

 
G. Where the Employer has reason to believe than an employee is unable to perform the required job duties, including the ability to work 

overtime, because of a physical or mental condition, the Employer shall provide an independent medical examination for said employee 
by a medical doctor of the Employer's choice to determine whether the employee's physical or mental condition renders said employee 
unable to perform the employee’s job. The Employer shall seek to assist the employee on a temporary basis by altering job duties when 
possible, or approving a leave of absence with sick leave.   

 
 No LRMD employee shall be entitled to sick leave while absent from duty on account of any of the following causes, unless 

otherwise mandated by federal or state regulations: 
1. Regularly scheduled vacation 

 2. Disability arising from any sickness or injury purposely self-inflicted or caused by any of the employee’s willful misconduct. 
3. Sickness or disability sustained while on leave of absence without pay. 

 
I. Employees using sick leave as the result of an accident or other occurrence for which a third party may be liable shall notify the 

employer. The employer shall be subrogated to the rights of the employee in the amount of sick leave time paid. 
 
 Leave provided for in this section shall apply only to regularly scheduled days of work. 
 
 
 VACATION WITH PAY 
 

The amount of vacation time earned by an employee during a calendar year is based on the employee’s days worked.   The following 
table shows the vacation schedule.  New hires vacation days will be prorated based on the amount of days worked in the first 
calendar year.     

 Days Hours 

During first 5 yrs 10 80 

5+ to 15 yrs 15 120 

16 years and over 20 160 

 
All employees shall be encouraged to make use of earned vacation time. Any employee who is given a reasonable opportunity to 

take earned vacation and who does not do so shall be deemed to have waived said vacation and shall not be entitled to 

compensation thereof. An employee may, at Chairperson discretion, carry over a maximum of 40 hours vacation time which shall be 

used by December 31 of the succeeding year, or be forfeited.    

 



 

 

 Hours in excess of 40 may be considered for carry over only for employees whose vacation was cancelled by the LRMD during the 
month of December. 

 
 Upon separation of employment, vacation pay shall be prorated and payment for unused leave for which an employee is eligible.  
 
 Any employee who has exhausted earned sick leave credits shall be entitled to use earned vacation and compensatory time for sick 

leave with written permission from the Chairperson only.  
 
 

 

 

 

 

 

 
 

 EQUAL OPPORTUNITY EMPLOYER  
It is the policy of the Lake Ripley Management District not to discriminate against any applicant for employment, 

or any employee because of age, color, sex, disability, national origin, race, religion, or veteran status. 

 


