
OUTAGAMIE COUNTY                  SHERIFF’S DEPT.

      320 S. WALNUT ST.               APPLETON, WI 54911-5989

        FAX (920) 832-5263 TELEPHONE (920) 832-5605

        TDD (920) 832-5007 EMERGENCY 9-1-1

Sheriff BRADLEY G. GEHRING

 

EMPLOYER NOTICE 
 

Your employee has been sentenced to serve a period of time in the Outagamie County Jail under 

work release (Huber) privileges.  As his/her employer, it is your responsibility to accurately and 

completely fill out a work schedule for the inmate weekly.  It is the responsibility of your 

employee to provide you with blank copies of the work schedule.  Schedules that are not faxed 

directly to the Huber Center must be turned in with a request on accompanying company 

letterhead. We may also request to check the payroll records of your employee while he/she is in 

our custody, to ensure that there is conformity between the hours of work reported and the actual 

hours the employee is out of the facility.  When the employee is required to work on a holiday, a 

request must be submitted on company letterhead.       

 

Also, please contact the jail immediately at 920-832-5634 for male inmates and 920-832-6380 

for female inmates if the employee is: 

 Late arriving to work 

 Leaves work earlier than scheduled 

 Is injured on the job 

 Schedules a vacation or sick day 

 Requests to leave work for appointments of any type 

 Is laid off , on strike, or is terminated. 

 

Failure to notify us of any pertinent information regarding the employee could affect your 

employee’s work status.  When your employee is in a position that requires him/her to be on 

multiple job sites during the day/week, he/she must fill out a destination sheet which is available 

at the jail that provides the address and phone contact information for each location and an 

estimated arrival and departure time for each site prior to leaving the jail.  An on-site cell phone 

contact number is recommended when your employee is off-site.  When a location change occurs 

that the employee was not aware of prior to reporting to work, you must contact the jail at the 

numbers listed above to advise where your employee is going, when he/she is leaving for that 

location and how long you expect him/her to be there. 

 

Thank you for your cooperation in this matter. 

Respectfully, 

 

 

Lt. Brian Wirtz 
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