
Meeting of: SPECIAL PERSONNEL COMMITTEE
Date /Time: Friday, April 19, 2013 @ 3:30pm.
Location: Mayor’s Office at City Hall

381 E. Main St. Stoughton, WI
Members: Sonny Swangstu (Chair), Ron Christianson, Tricia Suess, Thomas Selsor

Mayor Donna Olson (ex-officio member)

ATTN COMMITTEE MEMBERS: THREE (3) MEMBERS NEEDED FOR A QUORUM. The
committee may only conduct business when a quorum is present. If you are unable to attend the
meeting, please notify City Hall by calling (608)873-6677 or via email dolson@ci.stoughton.wi.us.

CALL TO ORDER

NEW BUSINESS

1. Review and Action Regarding Approval of R-55-2013, Updating the Municipal Court Clerk
Position Description, Wage and Posting the Position.

ADJOURNMENT

IF YOU ARE DISABLED AND IN NEED OF ASSISTANCE TO ATTEND THIS MEETING,
PLEASE CALL 873-6677 PRIOR TO THIS MEETING.

By: Personnel Committee Chair Sonny Swangstu, Mayor Donna Olson

OFFICIAL NOTICE AND AGENDA
Notice is hereby given that the Personnel Committee of the City of Stoughton, Wisconsin will hold a

regular or Special meeting as indicated on the date, time and location given below.





City of Stoughton, 381 E Main Street, Stoughton WI 53589


RESOLUTION OF THE COMMON COUNCIL


Authorizing and directing the proper City official(s) to amend the position description, wage scale and
hours of the Municipal Court Clerk position as requested by Judge Roethe


Committee Action: Personnel
Council


Fiscal Impact: $32,501 (Family Health & Dental Coverage)
$27,485 (Single Health & Dental Coverage)
*The 2013 budget allocation will cover these costs.


File Number: R- 55 -2013 Date Introduced: Personnel 4-19-2013


WHEREAS, Municipal Court Clerk Lois Fosdal has submitted her resignation and will be
retiring from the City of Stoughton after serving in that capacity for 27 years, and;


WHEREAS, 2009 Wis Act 402 implemented a number of changes to the court clerk position,
including specifying in sec. 755.10, Wis. Stats that “the hiring, termination, hours of
employment, and work responsibilities of the court personnel, shall be under the judge’s
authority.” and


WHEREAS, Stoughton’s Municipal Court Judge Roethe has requested updates to the
Municipal Court Clerk position description, wage scale and hours of work.


NOW THEREFORE BE IT RESOLVED by the Common Council of the City of Stoughton that the
Municipal Court Clerk position description and benefits be amended, the vacancy posted and filled as
determined by Municipal Court Judge Roethe.


Council Action: Adopted Failed Vote


Mayoral Action: Accept Veto


Donna Olson, Mayor Date


Council Action: Override Vote







City of Stoughton
Position Description


Name: Department: Clerk


Position Title: Court Clerk Pay Grade: FLSA: N


Date: March 2004 April 19, 2013 Reports To: City Clerk/Personnel Director
Municipal Court Judge


Purpose of Position


The purpose of this position is to provide comprehensive administrative support to the Municipal Judge while
implementing a computer system with the local police department, and adeptly responding to a broad spectrum of
inquiries and requests.


Essential Duties and Responsibilities


The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive.
Other duties may be required and assigned.


 Prepares and sends default letters, plea by-mail letters, pre-trial notices, hearing and trial notices.


 Attends Municipal Court sessions and records minutes prepares documents as directed by the Judge. Prepares
correspondence for the Judge.


 Schedules court proceedings and maintains calendar; dockets initial Court appearances. plans and directs volunteers
for the Peer Court Mediation Sessions.


 Coordinates Sentencing Program for Juvenile Habitual Truancy; monitors student attendance with middle school and
high school attendance office personnel; notifies juveniles in violation of the program regarding their convictions.


 Coordinates Community Service Program for juvenile ordinance convictions in lieu of payment of forfeiture.


 Acts as Computer System Coordinator; maintains computer records and case dispositions with the Police
Department, and produces appropriate reports.


 Processes appeals and transfers to Dane County Circuit Court and other Municipal Courts.


 Prepares operating-while-intoxicated conviction status reports; compiles occupational license information for
defendants.


 Completes citation information and submits to the Wisconsin Department of Transportation.


 Compiles list of tickets not paid and completes court orders of suspension or jail commitments. tax intercept.


 Provides information to City Attorney, Judge, local police department, Wisconsin Department of Motor Vehicles,
and defendants regarding Court matters.


 Compiles Court activity statistics and completes quarterly reports.


 Compiles and updates lists for payments due, jail commitments, arrest warrants, subpoenas, suspended licenses, etc.







City of Stoughton Court Clerk
Position Description


 Prepares monthly financial report and distributes monies to Dane County and State of Wisconsin; distributes
restitution payments for bad checks to local merchants.


 Maintains familiarity with State and local laws; revises forms and documents accordingly.


 Maintains adequate supply of office materials and forms.


Additional Tasks and Responsibilities


While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of
this position and may also be performed by other unit members.


 Performs other clerical tasks as directed by City Clerk.


 Copying and filing of tickets, reports, etc.


Minimum Training and Experience Required to Perform Essential Job Functions


 High school diploma or equivalent and vocational/technical training in Office Procedures and Computers with two
years of related clerical and computer experience or any combination of education and experience that provides
equivalent knowledge, skills, abilities and public service contact.


Physical and Mental Abilities Required to Perform Essential Job Functions


Language Ability and Interpersonal Communication


 Requires the ability to perform data analysis including the ability to review, classify, categorize, prioritize and/or
reference data, statutes and/or guidelines and/or group, rank, investigate and diagnose. Requires discretion in
determining and referencing such to established standards to recognize interactive effects and relationships


 Requires the ability to provide guidance, assistance and/or interpretation to others, such as co-workers and the public,
on how to apply policies, procedures and standards to specific situations.


 Requires the ability to utilize a variety of reference, descriptive and/or advisory data and information such as traffic
and ordinance citations, Court reports and orders, Municipal Codes, computer software operating manuals, State
Statutes, warrants, procedures, guidelines and non-routine correspondence.


 Ability to communicate effectively with supervisor, Judge, Court Officer, City Attorney, dispatchers, and the general
public.


Mathematical Ability


 Ability to perform addition, subtraction, multiplication and division; calculate percentages and decimals; may require
the ability to perform mathematical operations with fractions.


Judgment and Situational Reasoning Ability







City of Stoughton Court Clerk
Position Description


 Requires the ability to apply principles of rational systems. Ability to interpret instructions furnished in written, oral,
diagrammatic or schedule form. Ability to exercise independent judgment to adopt or modify methods and standards
to meet variations in assigned objective.


 Requires the ability to exercise the judgment, decisiveness and creativity required in situations involving the
evaluation of information against measurable or verifiable criteria.


Physical Requirements


 Requires the ability to operate, maneuver and/or provide simple but continuous adjustment on equipment, machinery
and tools such as a computer and other office machines, and/or materials used in performing essential functions.


 Ability to coordinate eyes, hands, feet and limbs in performing skilled movements such as rapid keyboard use.


 Tasks involve the ability to exert light physical effort in sedentary to light work, but which may involve some lifting,
carrying, pushing and pulling of objects weighing five to ten pounds.


 Requires the ability to recognize and identify similarities or differences between characteristics of colors, shapes and
sounds associated with job-related objects, materials and tasks.


Environmental Adaptability


 Ability to work under generally safe and comfortable conditions where exposure to environmental factors is minimal
and poses little to no risk of injury.


The City of Stoughton is an Equal Opportunity Employer. In compliance with the American with Disabilities Act, the
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.


____________________________ _______________________________
Employee’s Signature Supervisor’s Signature


____________________________ _______________________________
Date Date


Council Approved 4/13/04







CITY OF STOUGHTON
From the Mayor’s Office


381 E. Main Street, Stoughton, WI 53589 608.873.6677 fax 608.873.5519


MEMORANDUM


To: Personnel Committee
From: Donna Olson, Mayor City of Stoughton
Re: Municipal Court Clerk Vacancy
Date: April 18, 2013


Municipal Court Clerk Lois Fosdal has submitted her resignation and will be retiring from the City of
Stoughton after serving in that capacity for 27 years. Her last day will be Wednesday, May 1, 2013.
The City of Stoughton has been extremely fortunate to have had Lois fill that position and I personally
want to thank her for all she has done.


Recognizing that there have been changes regarding the municipal court clerk position I sought
advice from Labor Attorney Crone as to how to proceed.


Attorney Crone stated the following: “2009 Wis Act 402 implemented a number of changes, including
specifying in sec. 755.10, Wis. Stats that “the hiring, termination, hours of employment, and work
responsibilities of the court personnel, shall be under the judge’s authority.” The same section
requires that the City Council “shall authorize at least one clerk for each court.” Sec. 755.01(1), Wis.
Stats. provides that “the municipal governing body shall determine the amount budgeted for court
maintenance and operations,” and that the municipal court budget be listed as a separate line item on
the City’s budget.”


“….. While the City may control the purse strings, it is up to the Judge to interview and select the
court clerk. The Judge could, however, delegate responsibility back to the City to conduct the
search/interview process, as long as he retained final decision making responsibility. The position
should be posted as a position reporting to the Judge, not the City Clerk”


Consulting with Judge Roethe (Attachment A) there have been a few updates to the attached
Municipal Court Clerk position description for your review, approval and recommendation to Council.
After his review of several comparable positions, he has determined the following changes:


Current Position Proposed Position


32 hr/ week 25 hrs/week
$18.81 (after 27 yrs service) $15.00 (beginning wage scale)


Prorated benefits (identified in attachment


The following timeline has been established:
Special Personnel Committee Meeting April 19
Recommendation to Council, Tuesday, April 23
Post internally and externally at the same time (Great Dane and the Courier Hub)
Application deadline of May 6th
Judge Roethe will interview all qualified candidates.







Attachment A


From: Matthew T. Roethe [mailto:mtroethe@roethelaw.com]
Sent: Wednesday, April 17, 2013 10:58 AM
To: Donna Olson
Subject: Re: muni-court


Mayor Olson:


I would like to post the position for 25 hours per week, with the acknowledgement that there
may be additional hours when the clerk begins employment. I would like the starting wage to
be $15.00 per hour. You have my permission to include my previous email in the Personnel and
Council packets.


Please let me know if you have any questions.


Matt Roethe


From: Matthew T. Roethe [mailto:mtroethe@roethelaw.com]
Sent: Tuesday, April 16, 2013 2:50 PM
To: Donna Olson
Subject: Re: muni-court


Donna:


I agree that the position notice should be posted. I will follow your recommendations and ask
that you hold a Special Personnel Committee Meeting as soon as possible so the Council could
approve next Tuesday. Please post internally and send posting to the Great Dane and the
Courier Hub. I will accept the application deadline of May 6th and will interview all qualified
candidates.


Please proceed.


I have made changes to the Municipal Clerk Position Description. I will forward to you in
another email.


Thanks for your help and please let me know if you have any questions.


Matt Roethe







From: dolson@ci.stoughton.wi.us
Sent: Monday, April 15, 2013 11:07 AM
To: Matthew T. Roethe
Cc: pconlin@ci.stoughton.wi.us ; GLeck@ci.stoughton.wi.us ; jroberts@ci.stoughton.wi.us ;
dolson@ci.stoughton.wi.us
Subject: FW: muni-court


A quick court clerk salary survey below.


I talked with Atty Crone. He recommends posting the position.


We will need the position description updated and the salary determined before the position can be
posted.


If that is done rather quickly I can ask to hold a Special Personnel Committee Meeting yet this week to
approve the amended position description and wage scale. Council could then approve next Tuesday.
Post next week for at least 5 days internal and external at the same time.(Posting in the Hub would be
May 2 – according to their deadlines. Could potentially be in the Great Dane on May1)
A recommendation – When Council approves on Tuesday, April 23, we could post the position internally
April 25 and send the posting to the Great Dane and Hub. Identify an application deadline of end of day,
Monday May 6. You review and make your selection to begin when the candidate and Lori can arrange.
Pretty aggressive schedule.


Let me know how you would like to proceed.
Donna


Court Clerk


Village of Oregon
Starting rate = $15.21 40 hours per week


Village of Waunakee
No scale at this time. Current person (11 years) makes $20.31. 40 hours per week but works in
capacities other than just Court Clerk.


City of Monona
Left message


City of Verona
Starting rate in 2004 of $14 per hour. Currently makes $17.60 at 30 hours per week


City of Sun Prairie
Title is actually secretary. Starting rate = $13.95. 40 per week.


Julie Roberts
Deputy Treasurer
City of Stoughton







Attachment B


From: Julie Roberts
Sent: Wednesday, April 17, 2013 11:41 AM
To: Donna Olson
Subject: Benefits


Hello Donna,


Retirement, Life Ins and ICI eligibility are contingent on whether a person has previous WRS
participation. If they do, then they are eligible at 600 hours/yr. If not, they are eligible at 1,200 hours.
A 25 hour work week would be 1,300 hours.


All other benefits are eligible at a 20 hour week (1040 hours). Vacation, Sick Leave, Longevity, Health
Insurance, etc. Pretty much everything a full time employee has on a prorated basis.


Position description attached.


Scale


Minimum Step 1 Step 2 Step 3 Step 4


15.00 15.38 15.76 16.15 16.56


Below is a possible scenario for a 25 hour per week employee


$15.00 Per Hour
$19,500 Gross
$1,296 WRS
$1,491 FICA/Medcare
$9,426 Possible Health Family $4,720.91 Possible Health Single
$488 Possible Dental Family $177.01 Possible Dental Single
$150 Estimated Life
$150 Estimated ICI
$32,501 $27,485


Julie Roberts
Deputy Treasurer
City of Stoughton
(608) 873-6677
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