
Amended OFFICIAL NOTICE AND AGENDA

Posted: Friday, Sept. 30 , 2011 @ 2:00 pm

Regular Meeting: Special Personnel Committee
Date/Time: Thursday, October 6, 2011 @ 5:30 pm.
Location: Stoughton City Hall (381 E. Main Street) - Giles Dow Room

Members: Greg Jenson(ch), Sonny Swangstu, Paul Lawrence(vc), Larry Peterson, Donna Olson (ex-officio)

AGENDA ITEMS FOR CONSIDERATION

1) Call to order.

2) Minutes of the prior meeting(s): 9-26-2011

3) Review of City Clerk/Personnel Director position and job description as it relates to possible
changes or reorganization of the department to fit City of Stoughton needs.

4) Review Human Resources needs for the City of Stoughton including an HR Generalist
position, and other possible combinations to fulfill Human Resources/Personnel services.

5) Review of Hiring Policies.

6) Communications / Future Agenda Items / Adjournment

Future Agenda Item: Review updates to Work Rules

Pili Hougan, Acting City Clerk

of a meeting of a City Board, Commission, Department, Committee, Agency, Corporation, Quasi-
Municipal Corporation, or sub-unit thereof.

(All items listed may be acted upon unless noted specifically for communication only.)

It is possible that members of, and possibly a quorum of members of other committees of the Common Council of the City of Stoughton may be in

attendance at the above-mentioned meeting to gather information. No action will be taken by any such groups at the above-mentioned meeting

other than the committee specifically referred to in this notice.

Please note that, upon reasonable notice, efforts will be made to accommodate the needs of disabled individuals through appropriate aids &

services. For information or to request this service, contact the City Clerk at (608) 873-6692

Distribution List: Media, Council, Mayor, Leadership Team, Clerk/Personnel Director & staff, Attorney Matthew Dregne

IMPORTANT: THREE (3) MEMBERS NEEDED FOR A QUORUM (excluding Mayor): If you are unable to attend the
meeting, please notify the City Clerk by calling (608)873-6677 or via email kmichaels@ci.stoughton.wi.us





MINUTES
REGULAR MEETING OF THE PERSONNEL COMMITTEE
Date: Monday, September 26, 2011 @ 5:30 pm., in the Hall of Fame Room at City Hall.


Members Present: Greg Jenson, Larry Peterson, Paul Lawrence, Sonny Swangstu, Mayor
Donna Olson.
Others Present: Pili Hougan, Carl Chenoweth, Bob Ohlsen, Tamarah B. Fleres, Debbie
Blaney.


Call to Order: Chairperson Greg Jenson noted there was a quorum present and called the
meeting to order at 5:30 pm.


Minutes of the Prior Meetings:
Motion by Lawrence, second by Peterson, to approve the minutes of the 8/22/2011, 8/31/2011
and 9/6/2011 meetings. Motion carried 4-0.


Interim-temporary City Clerk / Personnel Director & Appointment of Acting City Clerk
Mayor Olson reported she had hired Bob Ohlsen to help out on a part time temporary basis.
Mayor Olson requested that Maria “Pili” Hougan be appointed as the Acting City Clerk. She
further requested that Mr. Ohlsen be compensated @$25 per hour with no benefits. Mr. Ohlsen
will work 3 days per week for 13 weeks concluding on December 22nd. Mayor Olson also
recommended an increase of $5 per hour for Deputy Clerk Hougan to compensate her for the
increased responsibilities during this time. Funds are available in the current Clerk’s office
budget.


Motion by Lawrence, second by Peterson, to approve the appointment of Maria Hougan to the
position of Acting City Clerk. Motion carried 4-0.


Review of City Clerk / Personnel Director Position as it relates to possible changes or re-
organization of the Department to fit City of Stoughton needs including an HR Generalist
Position, Clerk/Attorney or Attorney/Personnel Director combinations.
Jenson stated the need to look at every possible scenario. Bob Ohlsen suggested the Clerk
should be a separate position, that there are very few Clerk/HR Director combinations. Mayor
Olson stated she had spoken to Matt Dregne about it and his comment was that to have an
Attorney/Clerk would be very expensive. Mayor Olson stated her desire to review the job titles
of the receptionists, possibly making the title Clerk I. Lawrence said they should concentrate on
the Clerk/HR position and then visit the job title issue. He suggested looking into a part time
position or an outside consulting firm. Peterson talked about making it an Attorney/Personnel
position. Further investigation should be done. Mayor Olson will email the Virchow Krause
study done a number of years ago regarding job classifications to committee members.
Jenson directed staff to bring back information regarding the HR position description. Mayor
Olson stated that she would contact the City of Fitchburg to find out information on their HR
Director and report back at the next meeting.


Review and possible revision to the Hiring Policies
Jenson noted this was on last month’s agenda as he had received a request to review our hiring
policies, however due to work on the Work Rules document it was postponed to this agenda.
Probationary periods should be incorporated into the hiring policies using the language in the
union contracts. This should be done by the next meeting. Chenoweth stated he would like the
hiring policy to mimic the Finance Director’s hiring policy and would like to set a review date of
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the employee. The review would be done at the committee level and then reported to the
Council,


Review of Work Rules:
Committee members reviewed the work rules as updated during the last meeting. It was noted
that conceal and carry language was also added following a request from the Public Safety
Committee. Other items added were the wage matrix and the newly adopted grievance policy.


Motion by Lawrence, second by Swangstu to approve the conceal and carry language Motion
carried 4-0.


Motion by Lawrence, second by Swanstu, to approve adding the wage matrix to the work rules.
Motion carried 4-0.


Motion by Lawrence, second by Jenson, to approve the grievance policy. Motion carried 4-0.


Communications / Future Agenda Items / Next Scheduled Meeting:
The next meeting is scheduled for October 6, 2011 at 6:00 pm prior to the council budget
meeting.


Motion by Lawrence, second by Swangstu to adjourn the meeting. Motion carried 4-0. Meeting
adjourned at 6:30 pm.


Respectfully submitted,
Pili Hougan
Deptuy Clerk














































































































































































HIRING POLICY
CITY OF STOUGHTON
DEPARTMENT HEADS


1. When an existing Department Head position is vacant the Mayor shall inform
the Personnel Committee and Council to seek approval to fill the position.


2. Creating a new position requires the advice of the Mayor and the Personnel
Committee and the approval of the Council. Department Head positions in the
Electric, Wastewater and Water Utilities also requires Utilities Committee
approval. The Personnel Committee and the appropriate oversight Committee
must be provided with a Job Title, Job Description and recommended pay
ranges as provided by the City Clerk/Personnel Director. After approval by the
Personnel Committee and oversight committee, the proposed Job Description
and pay range must be approved by the Council before the position is
advertised.


3. Department Head positions to be filled in the Police or Fire Departments are
done with the approval of the Police and Fire Commission. Department Head
positions to be filled at the Library are done with the approval of the Library
Board. There is no Personnel Committee involvement, unless a new position is
created. The City Clerk/Personnel Director will participate in the interview
process.


4. Advertisement will be initiated by and managed by the City Clerk/Personnel
Director and/or staff, in consultation with the Personnel Committee and
appropriate staff, utilizing state and regional venues, if possible, in conformance
to Federal requirements.


5. All applications shall be submitted confidentially to the City Clerk/Personnel
Director. If driver license investigations are required, the City Clerk/Personnel
Director will have those provided to the Interview Panel. The Interview Panel will
consist of the Mayor or designee, the Personnel Committee and other
appropriate City employee(s) or non-city employee(s) with the appropriate
technical/professional background as determined by the Personnel Committee.
The City Clerk/Personnel Director will participate in all interviews.


6. The Interview Panel will help develop questions for the prospective
interviewees and develop benchmark answers for those questions. The City
Clerk/Personnel Director will provide the protocol and forms to be used by the
Interview Panel.


7. Applications are then paper screened by the Interview Panel. Testing may be
used; City Clerk/Personnel Director’s Staff will be available for support.
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8. The Interview Panel should interview at least five (5) qualified applicants if
available and certify the top applicant to the Mayor along with a list of the
remaining applicants in prioritized order. The Mayor will offer the position to the
top applicant, and upon acceptance, will forward the Interview Panel’s
recommendation to Council for approval. Reference checks will be the
responsibility of the City Clerk/Personnel Director. Interviews will be held at the
site/department whenever possible. A tour of the facility, etc., if requested by the
applicant prior to the interview, will be arranged by the City Clerk/Personnel
Director.


9. A pre-employment physical is required after an offer of employment is made to
any candidate. The purpose of the requisite pre-employment physical is to
insure the candidate is capable of performing the essential functions of the
position offered. The physicians for the pre-employment physical will be
designated by the City. These physicians must be used if the applicant lives in
the area. If applicant does not live in the area, a physician other than his/her
personal physician must be used.


10. Orientation of the new Department Head will be done by the City
Clerk/Personnel Director or designee, with insurance enrollment, retirement
forms and other necessary paperwork completed at that time. Benefits will be
reviewed, work and safety rules explained. The Local Government Handbook is
given to new employees. The City Clerk/Personnel Director or designee shall go
over Work Rules and specify safety requirements in more detail.


11. Each Department Head will be subject to periodic reviews after 6 months
and 9 months of employment. Results of the employee reviews will be reported
out at the Personnel Committee.


Approved by Personnel Committee: 7-22-02 (Amended 7-10-03)(7-28-03) 1-24-05
Approved by Council: 8-13-02 8-12-03 2-8-05







Hiring Policy


Limited Part-time or Seasonal
(600-1039 hours annually)


Approved by Council June 14, 2005


1. Notice of Intent to Hire. 2 weeks listing in the Stoughton Courier Hub and/or
Shopper.


2. Completion of Application Form. All interested parties must complete and
submit an application form by the application deadline to be considered.


3. Screening Process. Applications are paper screened by the Department
Head or designee. Testing may be used; Clerk’s staff will be available for
support. Testing is also offered through the State Department of
Administration. Review of application form with emphasis on:


A) Past working experiences.
B) Past experiences directly relating to the job.
C) Education.
D) Attained job related skills.
E) Certifications or licenses.
F) School district resident.


4. Reference Check. Depending on the responsibility of the position, and if time
allows, do a reference check, and also contact past employers for their job
evaluations.


5. Interview the top final candidates. Interview panel is optional. Provide the
candidate with information pertaining to job:


A) Duration of employment.
B) Wages.
C) Duties and Responsibilities.


Attempt to establish:
D) Job suitability.
E) Conversational ability.
F) Emotional maturity.
G) Responsibility.


6. Offer Position(s) to Individual(s) Selected.


7. Notice to individuals not selected.


8. Orientation and Training.
Provide new employee with the following information:







A) Job Description.
B) Seasonal Employee Handbook (Complete sign off form)
C) Time Sheets.
D) Pay Periods.
E) Procedures.
F) Point out physical facilities: rest rooms, water fountain, pop


machine, mailbox, copy machine, etc.
G) Job responsibilities.
H) Dress and appearance.


9. Completion and Submittal of Forms.
A) W-4.
B) WT-4
C) Drivers License.
D) Social Security Card.
E) Work Permit. (If under 18 years)
F) Employment Eligibility Form.
G) Direct Deposit Enrollment Form


The above forms must be completed within 3 days of hire.


10. Trial Period


All newly hired employees must serve an initial 12-month trial period (18-months
for police officers). The Department Head, with approval of the Mayor, may elect
to extend the trial period in circumstances where more time is needed to evaluate
the employee's job performance. The Employer may extend the trial period to
cover any absence of thirty (30) calendar days or more. Upon completion of the
trial period, the employee will be considered a regular employee.


An additional trial period will be served when an employee is promoted to a
position in a higher classification. (Please see Promotion Section below.)


Satisfactory completion of the trial period does not alter the employee's status as
an at-will employee.


If an employee’s performance does not meet acceptable standards during the
trial period, he/she will be terminated without further review.


11.The City of Stoughton is an affirmative action and equal opportunity employer.
AA/EOE.
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