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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. 


 


 


Meeting of: PERSONNEL COMMITTEE 
Location: Mayor’s Office 381 E. Main St., Stoughton, WI  
Date /Time:                    December 3, 2014 5:30pm  
 
Members: Tricia Suess (Chair), Paul Lawrence 


(Vice-chair), Eric Hohol, Sid Boersma 
and Mayor Donna Olson (ex-officio 
member) 


 


AGENDA 


 


1. Call to Order 


2. Approval of Personnel Committee Minutes of November 3, 2014 


3. Communications: 


a. Update on Goals and Objectives 


b. Compensation Study Update 


c. Deputy Clerk Update 


d. Police Lt. Position Update 


e. Police Officer Position Update 


f. Fire Chief Update 


g. EAP Program 


h. 2015 Renewal update 


i. Medical 


ii. Health Fair 


iii. Submit to Finance for approval 


 


i. Stoughton Docs request will be submitted to Finance (explanation) 


 


4. Discussion and action regarding Stoughton Utilities Proposed Updated Position Description for 


the Utilities Operations Superintendent submitted by Utilities Director Robert Kardasz 


 


 







5. Stoughton Utilities Proposed Updated Position Description for the Utilities Wastewater System 


Supervisor submitted by Utilities Director Robert Kardasz 
 


6. Discussion and Action regarding Fire Chief Job Description. Approved and recommended by 


PFC.   


   


7. Discussion and Action regarding hiring policies 


a. Department Heads 


b. Non-department heads 


c. Lmtd. Part-time and seasonal employees 


 


8.  Discussion and Action Regarding FMLA policy and Non-FMLA policy 


 


9. Future Agenda Items-identify 


 


10.  Adjournment 


 


 


 


IF YOU ARE DISABLED AND IN NEED OF ASSISTANCE TO ATTEND THIS MEETING, 


PLEASE CALL 873-6677 PRIOR TO THIS MEETING. 


ATTN COMMITTEE MEMBERS: THREE (2) 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 ajgillingham@ci.stoughton.wi.us  


By: Personnel Committee Chair Tricia Suess, Mayor Donna Olson 



mailto:email_ajgillingham@ci.stoughton.wi.us





PERSONNEL COMMITTEE MEETING MINUTES 
Monday, November 3, 2014 @ 4:30 p.m. 
Mayor’s Office 


Present: Alders Tricia Suess, Paul Lawrence, Sid Boersma, Eric Hohol (arrived at 5:00) 
and Mayor Donna Olson (ex-officio) 


Absent & Excused: 


Others in attendance: Amy Jo Gillingham, HR/Risk Management Director; Greg Leck, 
Police Chief 


CALL TO ORDER  
Suess called the meeting to order at 4:30 p.m. 


Discussion and action regarding Parity and Fair Compensation Letter submitted  
by Kelly Janda: Director Gillingham presented the number of Eligible Employees that 
have elected the City of Stoughton medical and dental benefits. Director Gillingham 
shared other surrounding municipalities that offer incentives for not electing benefits, 
also she provided those that do not offer incentives for not electing benefits. Motion by 
Lawrence, second by Hohol to deny changes and oppose offering incentives for not 
electing benefits. Motion carried unanimously. (5-0) 


Discussion and action regarding start date for new Police Officer: Discussion 
and action to complete the hiring process for new police officers. Motion carried 
unanimously. (4-0) 


Discussion and action regarding retirement of officers: Discussion regarding 
retirement of officer on 11/14/2014. Motion by Boersma, second by Lawrence to 
approve hiring a police officer to fill the vacancy due to the retirement of an Officer. All in 
favor. Motion carried unanimously. (4-0) 


Discussion and action regarding Lieutenant Compensation: Director Gillingham 
presented information for Lieutenant Compensation. Lawrence motion, second by 
Boersma to approve. Motion carried unanimously. (5-0) 


Communications:  


Human Resources/Risk Management Department: 
Goals & Objectives: Director Gillingham reviewed and discussed the Goals and 
Objectives for the Human Resources Department. Director Gillingham updated 
the Committee on the status of all short and long term goals. 







Compensation Study Update: Director Gillingham is awaiting an update from 
Springsted with regards to the timeline for project completion and next steps. 
EMS Position Update: EMS Assistant Position has been filled by Jim Baldauf. 
Baldauf was hired on September 22, 2014. 


Police Lt. Position Update: Chief Leck will be scheduling interviews for the 6 
internal applicants. 
Police Officer Position: Assessment Center on 11/4/2014. 
Volunteer Firefighter Positions: Three new volunteer firefighters have joined 
the Fire Department. 
2015 Renewal Update: Anytime Fitness Contract and Dental Benefits for 2015 
have been approved. 


Discussion and Action regarding hiring policies: 


Motion by Suess, second by Boersma to table. Motion carried unanimously. (5-0) 


Minutes of September 15, 2014: Motion by Lawrence, second by Boersma to 


approve the minutes of September 15, 2014. Motion carried unanimously. (5-0) 


Future agenda items:  
1. Minutes published to website 


ADJOURNMENT  
Motion to adjourn by Lawrence, second by Boersma at 5:45pm. Motion carried 
unanimously. (5-0) 


Respectfully submitted, 
Amy Jo Gillingham, Director of Human Resources & Risk Management 








PERSONNEL COMMITTEE MEETING MINUTES 
Monday, November 3, 2014 @ 4:30 p.m. 
Mayor’s Office 
 
Present:  Alders Tricia Suess, Paul Lawrence, Sid Boersma, Eric Hohol (arrived at 5:00) 
and Mayor Donna Olson (ex-officio) 
 
Absent & Excused:   
 
Others in attendance:  Amy Jo Gillingham, HR/Risk Management Director; Greg Leck, 
Police Chief 
 


CALL TO ORDER 
Suess called the meeting to order at 4:30 p.m. 
 
 
Discussion and action regarding Parity and Fair Compensation Letter submitted 
by Kelly Janda: Director Gillingham presented the number of Eligible Employees that 
have elected the City of Stoughton medical and dental benefits.  Director Gillingham 
shared other surrounding municipalities that offer incentives for not electing benefits, 
also she provided those that do not offer incentives for not electing benefits.  Motion by 
Lawrence, second by Hohol to deny changes and oppose offering incentives for not 
electing benefits. Motion carried unanimously. (5-0) 


 


Discussion and action regarding start date for new Police Officer: Discussion and 
action to complete the hiring process for new police officers. Motion carried 
unanimously. (4-0) 
 
Discussion and action regarding retirement of officers: Discussion regarding 
retirement of officer on 11/14/2014.  Motion by Boersma, second by Lawrence to 
approve hiring a police officer to fill the vacancy due to the retirement of an Officer. All in 
favor.  Motion carried unanimously. (4-0) 


 


Discussion and action regarding Lieutenant Compensation:  Director Gillingham 
presented information for Lieutenant Compensation.  Lawrence motion, second by 
Boersma to approve.  Motion carried unanimously. (5-0) 


 


Communications:   


Human Resources/Risk Management Department:  
Goals & Objectives:  Director Gillingham reviewed and discussed the Goals and 
Objectives for the Human Resources Department.  Director Gillingham updated 
the Committee on the status of all short and long term goals.   







Compensation Study Update:  Director Gillingham is awaiting an update from 
Springsted with regards to the timeline for project completion and next steps.  
EMS Position Update:  EMS Assistant Position has been filled by Jim Baldauf.  
Baldauf was hired on September 22, 2014.   
Police Lt. Position Update:  Chief Leck will be scheduling interviews for the 6 
internal applicants. 
Police Officer Position:  Assessment Center on 11/4/2014.   
Volunteer Firefighter Positions:  Three new volunteer firefighters have joined 
the Fire Department.   
2015 Renewal Update: Anytime Fitness Contract and Dental Benefits for 2015 
have been approved. 


Discussion and Action regarding hiring policies:  


Motion by Suess, second by Boersma to table. Motion carried unanimously. (5-0) 


Minutes of September 15, 2014: Motion by Lawrence, second by Boersma to approve the 


minutes of September 15, 2014.  Motion carried unanimously. (5-0) 


Future agenda items:  
1. Minutes published to website 


 
ADJOURNMENT 
Motion to adjourn by Lawrence, second by Boersma at 5:45pm. Motion carried 
unanimously. (5-0) 
 
 
 
Respectfully submitted, 
Amy Jo Gillingham, Director of Human Resources & Risk Management 








 


 
City of Stoughton 


Classification 


 


Name:   Department:    Fire    


    


Position Title: Fire Chief  Pay Grade:       FLSA:  Exempt 
 


Date: November 2014 Reports To:     Mayor 
 


 


Purpose of Position 


 
The purpose of this position is to plan, organize, direct, supervise and manage fire department and emergency 
response activities and personnel, which involves planning of day-to-day, short term and long term activities 
and operations, for the protection of life and property according to applicable State Statutes, Federal 
regulations and local ordinances, rules and regulations.   The work is performed under the direction of the 
Mayor and subject to the Police and Fire Commission’s authority to hire, discipline or terminate. Municipal 
Code, Chapter 26. Fire Prevention. Art. II. Fire Department. 
 


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. 


 


 Directs and coordinates department activities for fire prevention, fire inspection, fire suppression, 
hazardous materials, rescue operations, disaster control and public relations. 


 


 Investigates fires.   
 


 Develops and implements department operating guidelines.  Assesses operating procedures and need for 
modification. 


 


 Coordinates and supervises the activities of the volunteer members of the Fire Department. 
 


 Develops and submits budget requests.  Oversees expenditures for compliance with budget.  Manages 
equipment procurement for emergency response. 


 


 Develops and performs department public relations efforts.  Represents the department at various 
meetings with elected or appointed officials, other fire officials, community and business representatives 
and the public on all aspects of the Departments’ activities. 


 


 Attends Council, Public Safety Committee and Police & Fire Commission Meetings as needed. 
 


 Working with the Police and Fire Commission, hires, promotes, disciplines, suspends, discharges or 
adjusts grievances, pursuant to applicable Wisconsin Statutes, 62.13.  
 


 Evaluates department personnel work performance.  Provides feedback and recommendations to the 
Police and Fire Commision regarding personnel for promotion. Coordinates special assignments and 







City of Stoughton                                                                                     Fire Chief 


Classification 


 
projects. 
 


 Has oversight of all training programs coordinated by the department Training Coordinator. 
 


 Participates in on-going training. 
 


 Ensures compliance with safety mandates and requirements.  Reviews safety planning with the 
department Safety Officer and Safety Committee. 


 


 Resolves personnel and operational problems. 
 


 Approves and coordinates personnel assignments and approves work schedules.  Determines manpower 
and equipment needs, and schedules manpower and equipment. 


 


 Ensures department equipment maintenance.  Develops response equipment specifications. 


 


 Acts as incident commander at incidents. 


 


 Approves payment requisitions. 


 


 Coordinates and updates the City of Stoughton Emergency Plan with other appropriate City staff and local 
and State officials. 


 


 Maintains knowledge of theories and techniques regarding personnel management, budget development 
and administration, fire suppression and equipment, incident management, rescue, emergency medical 
services, fire prevention programming, department planning and applicable codes and laws. 


 


 REMOVED 


 


 


 


 


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. 


 
 Routes equipment for maintenance. 
 


Minimum Training and Experience Required to Perform Essential Job Functions 


 
High school diploma and minimum of ten years of fire/rescue experience, with minimum of five years as 
officer, and any combination of education and experience that provides equivalent knowledge, skills and 
abilities.  A valid Wisconsin motor vehicle operator’s license and CPR certification required. 


 


Physical, Mental, and Communicational Abilities Required to Perform Essential Job Functions 


 


 


 Ability to decide the time, place and sequence of operations within an organizational framework, and to 
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Classification 


 
oversee their execution.  Ability to analyze and categorize data and information using established criteria, 
to determine consequences and identify and select alternatives. 
 


 Ability to manage and direct a group of workers, including the ability to provide counseling and mediation.  
Ability to persuade, convince and train others.  Ability to advise and interpret regarding the application of 
policies, procedures and standards to specific situations. 


 


 Ability to utilize a variety of advisory data and information such as analysis, budgets, equipment 
specifications, purchase orders, technical studies, architectural drawings, insurance forms, job 
applications, safety regulations, training materials, personnel policies, training reports, performance 
evaluations, injury reports, municipal codes, computer software operations manuals, NFPA standards, 
environmental regulations, hazardous materials manuals and medical manuals. 
 


 Ability to communicate orally and in writing with department personnel, public officials, medical personnel, 
law enforcement personnel, vendor representatives, news media representatives, other fire departments, 
educators and the general public. 


 


Mathematical Ability 


 


 Ability to interpret statistical reports and/or formulation and equation data. 
 


Judgment and Situational Reasoning Ability 


 


 Ability to use functional reasoning in performing influence functions such as supervising, managing, 
leading, teaching, directing and controlling. 
 


 Ability to exercise the judgment, decisiveness and creativity required in critical and/or unexpected 
situations involving moderate risk to the organization. 


 


Supervisory Skills 


 


 Ability to assign, supervise, and review the work of paid and volunteer staff.????? 
 


 Ability to make decisions regarding the selection, training, discipline, and discharge of employees. 
 


Physical Requirements 


 


 Ability to operate equipment and machinery requiring complex and rapid adjustments, such as fire 
apparatus, hydraulic tools, power tools, computer terminal, emergency communications equipment, 
calculator, motor vehicles and a variety of hand tools. 


 


 Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and training, such 
as assembling. 


 


 Ability to exert moderate but not constant physical effort, typically involving some combination of climbing 
and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing and pulling. 
 


 Ability to recognize and identify degrees of similarities or differences between characteristics of colors, 
shapes, sounds, odors and textures associated with job-related objects, materials and tasks. 
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Classification 


 
 


 


Environmental Adaptability 


 


 Ability to work under frequently unsafe and uncomfortable conditions where exposure to environmental 
factors such as temperature variations, odors, toxic agents, violence, noise, machinery, electrical currents, 
traffic hazards, disease and/or dust can cause discomfort and where there is a risk of injury. 


 


Background & Reference Checks Required 


 


Employment Eligibility 


Driving Records 


 
 
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 
 
 
Approved by the Common Council May 24, 2005 








HIRING POLICY: CITY OF STOUGHTON  


POLICE (SWORN) AND FIRE DEPARTMENTS 


 


1. Filling a present vacant position shall require the Police Chief and Fire Chief to follow the 


established guidelines set by the City of Stoughton Hiring Policy and coordination with the City 


Clerk/Personnel Human Resources and Risk Management Director. 


 


2. Creating a new position shall require the approval of the Personnel Committee and Council. 


(What about existing position/ backfill?) 


 


3. Upon Personnel Committee and Council approval of a new position, the Police and Fire 


Commission must review and make recommended changes (if needed) clearly identify to the job 


description, the job title, and educational experience required by the applicants, as approved by the 


City Council. In addition, salary ranges for the position(s) must be clearly identified as approved by 


the City Council.   


 


3. Public advertisement of the position(s) shall be checked with the City Clerk/Personnel Human 


Resources Director in order to be certain that ads are in conformity with Federal, state and local 


regulations. 


 


5. Advertisements of the position(s) shall be included in the Stoughton Courier Hub, the Great Dane 


and any other publications deemed appropriate. 


 


6. All applications shall be submitted to the Police and Fire Commission President  Human 


Resources and Risk Management Director or his/her designee through the City Clerks Office. 


 


7. Applications shall be reviewed by the Commission president and/or the appropriate Department 


Chief as directed by the Commission, in order to determine that applicants have met the requirements 


established by the Police and Fire Commission. 


 


8. Applicants who have met the position’s criteria shall be notified by the Commission president or 


Human Resources designee and informed of the appropriate tests which are required, and of the next 


steps in the hiring process. 


 


9. Based upon the number of positions to be filled, the Police and Fire Commission will, in advance 


of required testing, determine the number of persons to be interviewed. Those to be interviewed will 


come from those who score highest on the exams.??? 


 


10. The Police and Fire Commission shall elect the top three candidates for each open position and 


forward these names to the appropriate chief who shall choose from these candidates the person(s) 


for further consideration which may include a background investigation. 


 


11. An eligibility list from interviewed applicants shall be considered active for the period of 12 


months from the time it is established. 


 


12. The candidate(s) of choice will be notified by the Commission president or Human Resources 


his/her designee, through a letter. Such a letter shall offer conditional employment. 


 







 


 


(a) For a Police Officer, such a person will be informed that employment is conditioned upon 


satisfactory completion of physical, psychological and drug testing. 


 


(b) Chosen Firefighter applicant shall have satisfactory completion of a physical examination, 


a work release form signed by their employer, and a commitment to enroll in the required 


Fire Fighter Training Course(s)if necessary as identified by the Fire Chief. 


 


Pre-employment physicals will be performed by a physician designated by the City. All 


testing to be done at the expense of the city.  


 


13. Orientation of new department staff employees will be the responsibility of the respective 


department chief. 


 


 


Approved by the Police and Fire Commission: 4/24/06 


Approved by Council: 5/9/06 








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 reviewed and updated Job Title, Job Description and recommended pay 
ranges as provided by the City Clerk/Personnel Human Resources and Risk 
Management 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. (What if existing position?) 


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 Human Resources and Risk Management Director will participate 
in the interview process and on the interview panel. 


4. Advertisement will be initiated by and managed by the City Clerk/Personnel Human 
Resources and Risk Management Director and/or Human Resources and Risk 
Management 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 Human 
Resources and Risk Management Director. If driver license background investigations 
are required, the Human Resources 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 Human Resources and Risk Management 
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 
Human Resources and Risk Management Director will provide the protocol and forms to 
be used by the Interview Panel if requested. 


7. Applications are then paper screened by the Interview Panel. Testing may be used; 







City Clerk/Personnel Human Resources and Risk Management Director’s Staff will be 
available for support. 


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 make a contingency 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 Human Resources and Risk Management 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 Human Resources and Risk Management Director. 


9. A pre-employment physical is required after an contingent 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.  
The City’s Human Resources and Risk Management Department will schedule the 
appointments. 


10. Orientation of the new Department Head will be done by the City Clerk/Personnel 
Human Resources and Risk Management 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 Human Resources and 
Risk Management Director or designee shall go over Work Rules and specify safety 
requirements in more detail. 


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(?) on City website 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 Human Resources 


and Risk Management for minimum qualifications and the Department Head 
or designee.  Testing may be used; Clerk’s Human Resources staff will be 
available for support.  Testing is may also be 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. (what does this 


mean?) 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. 


 
(Do we conduct physical or drug screen?) 


 
 







6. Human Resources will offer Position(s) to Individual(s) Selected and generate 
 
7. Notice to individuals not selected. 
 
8.  Orientation and Training conducted by Human Resources. 


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 
H) I-9 (day of hire) 


The above forms must be completed within 3 days of hire. 
 
13. The City of Stoughton is an affirmative action and equal opportunity employer.  


AA/EOE. 
 








HIRING POLICY 


CITY OF STOUGHTON 
(OTHER THAN DEPARTMENT HEADS) 


 
1. Filling a currently existing, but vacant position is initiated by the Department 


Head by contacting the City Clerk/Personnel Human Resources and Risk 
Management Director and Mayor that the position is vacant and providing a 
recommendation to fill or not fill the position. 


 
2. Creating a new position requires the advice of the Mayor and the approval of 


the appropriate oversight committee and the Council.  Positions in the 
Electric, Wastewater and Water Utilities also require Utilities Committee 
approval.  The next step in the procedure is contact with the Personnel 
Committee.  The committee must be provided with a Job Title, Job 
Description and recommended pay ranges as provided by the City 
Clerk/Personnel Human Resources and Risk Management Director.  The 
union must be notified in writing upon the creation of any new job titles for 
permanent part-time positions of at least 20 hours per week and for all full 
time positions within the Public Works bargaining unit, excluding managerial, 
supervisory, confidential and professional employees.  (See Article 8, Section 
2 of the Public Works Contract). 


 
3. Positions to be filled in the Police (excluding dispatchers) or Fire Departments 


are done with the approval of the Police and Fire Commission.  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 Personnel Human Resources and Risk Management Director, or 
designee, will participate in the interview process. 


 
4. Internal posting of the positions (new or replacement) is required for at least 


five (5) working days, which days shall be in two (2) separate weeks before 
the final date of acceptance of applications. *Discuss running internal and 
external ad concurrently.   


 
5. If position is not filled from within, outside advertisement will be initiated by 


and managed by the City Clerk/Personnel Human Resources and Risk 
Management Director’s staff for conformance to Federal, state and local 
requirements.  


 
6. All applications shall be submitted confidentially to the City Clerk/Personnel 


Human Resources and Risk Management Director.   If driver license 
background investigations are required, the City Clerk/Personnel Human 
Resources and Risk Management Director will have those provided to the 
Interview Panel.  The Interview Panel will consist of the Department Head or 
designee, a member of the Common Council and other appropriate City 
employee(s) or non-city employee(s) with the appropriate 







technical/professional background. The City Clerk/Personnel Human 
Resources and Risk Management Director, will participate in all interviews. 


 
 


7. The Interview Panel will help develop questions for the prospective 
interviewees and develop benchmark answers for those questions.  The City 
Clerk/Personnel Human Resources and Risk Management Director will 
review the questions to ensure legal compliance and provide the protocol and 
forms to be used by the Interview Panel if needed. 


 
8. Applications are then paper screened by the Interview Panel and Human 


Resources and Risk Management Director.  Testing may be used, City 
Clerk/Personnel Human Resources and Risk Management Director’s Staff 
will be available for support.   


 
9. The Interview Panel should interview at least five (5) applicants (?) if available 


and certify the top applicant to the Department Head along with a list of the 
remaining applicants in prioritized order.  Choice by the Department Head 
other than the top candidate requires a written response to the Mayor 
documenting the reason(s) for not choosing the Interview Panel’s 
recommendation.  Reference checks will be the responsibility of the 
Department Head Human Resources and Risk Management Department. 


 
10. A pre-employment physical is required after an contingent 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 determined 
by the Human Resources and Risk Management Department and be used. 


 
11. Orientation of the new employee will be done by the City Clerk/Personnel 


Human Resources and Risk Management Director’s staff, 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.  Department Heads 
and the employee’s immediate supervisor will go over Work Rules and 
specify safety requirements in more detail.  All bargaining unit positions will 
also receive a copy of their union contract. 


 
 
 
 
Approved by Council:  05/09/06 








CITY OF STOUGHTON 


HIRING POLICY 


other than department heads 


 


 


1. Filling a currently existing, but vacant position is initiated by the Department Head by 


contacting the City Clerk/Personnel Director and Mayor that the position is vacant and 


providing a recommendation to fill or not fill the position. 


 


2. Creating a new position requires the advice of the Mayor and the approval of the 


appropriate oversight committee and the Council. Positions in the Electric, Wastewater 


and Water Utilities also requires Utilities Committee approval. The next step in the 


procedure is contact with the Personnel Committee. The committee must be provided 


with a Job Title, Job Description and recommended pay ranges as provided by the City 


Clerk/Personnel Director. The union must be notified in writing upon the creation of any 


new job titles for permanent part-time positions of at least 20 hours per week and for all 


full time positions within the Public Works bargaining unit, excluding managerial, 


supervisory, confidential and professional employees. (See Article 8, Section 2 of the 


Public Works Contract). 


 


3. Positions to be filled in the Police (excluding dispatchers) or Fire Departments are done 


with the approval of the Police and Fire Commission. 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 Personnel Director, or designee, will 


participate in the interview process. 


 


4. Internal posting of the positions (new or replacement) is required for at least five (5) 


working days, which days shall be in two (2) separate weeks before the final date of 


acceptance of applications. 


 


5. If position is not filled from within, outside advertisement will be initiated by and 


managed by the City Clerk/Personnel Director's staff for conformance to Federal 


requirements.  


 


6. 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 Department 


Head or designee, a member of the Common Council and other appropriate City 


employee(s) or non-city employee(s) with the appropriate technical/professional 


background. The City Clerk/Personnel Director, will participate in all interviews. 


 


7. 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. 


 







8. Applications are then paper screened by the Interview Panel. Testing may be used, City 


Clerk/Personnel Director's Staff will be available for support.  


 


9. The Interview Panel should interview at least five (5) applicants if available and certify 


the top applicant to the Department Head along with a list of the remaining applicants in 


prioritized order. Choice by the Department Head other than the top candidate requires a 


written response to the Mayor documenting the reason(s) for not choosing the Interview 


Panel's recommendation. Reference checks will be the responsibility of the Department 


Head. 


 


10. 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. 


 


11. Orientation of the new employee will be done by the City Clerk/Personnel Director's 


staff, 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. Department Heads and the 


employee's immediate supervisor will go over Work Rules and specify safety 


requirements in more detail. All bargaining unit positions will also receive a copy of their 


union contract. 


 


APPROVED BY THE COMMON COUNCIL: May 9, 2006 
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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.


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








CITY OF STOUGHTON HIRING POLICY 


POLICE (SWORN) AND FIRE DEPARTMENTS 


 


 


1. Filling a present vacant position shall require the Police Chief and Fire Chief to follow 


the established guidelines set by the City of Stoughton Hiring Policy and coordination 


with the City Clerk/Personnel Director. 


 


2. Creating a new position shall require the approval of the Personnel Committee and 


Council. 


 


3. Upon Personnel Committee and Council approval of a new position, the Police and Fire 


Commission must clearly identify the job description, the job title, and educational 


experience required by the applicants, as approved by the City Council.  In addition, 


salary ranges for the position(s) must be clearly identified as approved by the City 


Council. 


 


4. Public advertisement of the position(s) shall be checked with the City Clerk/Personnel 


Director in order to be certain that ads are in conformity with Federal, state and local 


regulations. 


 


5. Advertisements of the position(s) shall be included in the Stoughton Courier Hub, the 


Great Dane and any other publications deemed appropriate. 


 


6. All applications shall be submitted to the Police and Fire Commission President or 


his/her designee through the City Clerk's Office. 


 


7. Applications shall be reviewed by the Commission president and/or the appropriate 


Department Chief as directed by the Commission, in order to determine that applicants 


have met the requirements established by the Police and Fire Commission. 


 


8. Applicants who have met the position’s criteria shall be notified by the Commission 


president or designee and informed of the appropriate tests which are required, and of the 


next steps in the hiring process. 


 


9. Based upon the number of positions to be filled, the Police and Fire Commission will, in 


advance of required testing, determine the number of persons to be interviewed.  Those to 


be interviewed will come from those who score highest on the exams. 


 


10. The Police and Fire Commission shall elect the top three candidates for each open 


position and  forward these names to the appropriate chief who shall choose from these 


candidates the person(s) for further consideration which may include a background 


investigation. 


 


11. An eligibility list from interviewed applicants shall be considered active for the period of 


12 months from the time it is established. 







 


12. The candidate(s) of choice will be notified by the Commission president or his/her 


designee, through a letter.  Such a letter shall offer conditional employment. 


 


(a) For a Police Officer, such a person will be informed that employment is 


conditioned upon satisfactory completion of physical, psychological and drug 


testing. 


(b) Chosen Firefighter applicant shall have satisfactory completion of a physical 


examination, a work release form signed by their employer, and a commitment to 


enroll in the required Fire Fighter Training Course(s)if necessary as identified by 


the Fire Chief. 


 


Pre-employment physicals will be performed by a physician designated by the City. All 


testing to be done at the expense of the city. 


 


13. Orientation of new department staff employees will be the responsibility of the respective 


department chief. 


 


APPROVED BY THE POLICE & FIRE COMMISSION: April 24, 2006 


APPROVED BY THE COMMON COUNCIL: May 9, 2006 
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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. 
  







Hiring Policy- Department Heads 


Page 2 


 


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.   
  
 
 
 
 
 
 
 
 
 
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 


 
 
 
 








 


CITY OF STOUGHTON 


FAMILY MEDICAL LEAVE ACT POLICY 


(PROPOSED UPDATES) 


 


I. PURPOSE  
This policy outlines the provisions of the Federal and Wisconsin Family and Medical Leave Acts and 


the rights and obligations of employees and employers under both laws.  


 


II. POLICY  
The Family and Medical Leave Acts provide eligible employees with up to 12 work weeks of unpaid 


protected leave each calendar year for specified family and medical reasons. The eligibility and 


entitlements are defined differently under federal and state law.  


 


A. ELIGIBILITY  
Employees are entitled to FMLA benefits if they:  


 Federal - Have been employed by the City of Stoughton for at least 12 


months (not necessarily consecutive); and have worked at least 1,250 hours 


during the 12 months prior to the start of the FMLA leave.  


○ Time spent on paid or unpaid leave does not count in determining the 1,250 


hour eligibility  


 State – Have been employed by the City of Stoughton for at least 52 


consecutive weeks and have worked for at least 1,000 hours during the 52 


weeks prior to the start of the FMLA leave.  


  


B. QUALIFYING EVENT & AMOUNT OF LEAVE  


 


1. Eligible employees may take up to a total of 12 work weeks of unpaid FMLA leave in a 


calendar year for the following qualifying events:  


a. The birth or placement of a child for adoption or, under the federal FMLA, for 


foster care;  


 State law provides for up to 6 workweeks of unpaid leave for any one child  


 Federal law requires that leave conclude within 12 months after the birth  


 


b. To care for the employee's spouse, child, domestic partner (under Wisconsin 


FMLA) or parent (includes a parent-in-law and domestic partners' parents under the 


Wisconsin FMLA) with a serious health condition;  


 State law provides eligible employees up to 2 workweeks of FMLA family 


leave  


 Care for a child does not include the children of the employee's domestic 


partner  


 Family leave due to an employee's spouse, child or parent being on exigent 


active duty or having been notified of an  


 


 







 


 impending call or order to exigent active duty as a member of the reserve 


components of the Armed Forces or a retired member of the Regular Armed 


Forces or Reserve, in support of a contingency operation.  


 


 For the employee's own serious health condition that renders the employee 


unable to perform his/her job.  


 State law provides eligible employees up to 2 workweeks of FMLA medical 


leave  


 


2. Eligible employees may take up to a total of 26 work weeks of unpaid FMLA leave during 


a single 12 month period (beginning on the first day the eligible employee takes FMLA leave 


to care for a covered service member and ends 12 months after that date, regardless of the 


method used by the employer to determine the employee's 12 workweek of leave of 


entitlement for other FMLA-qualifying reasons) to care for a spouse, child, parent, or next of 


kin who is a member of the Armed Forces who suffered an injury or illness while on active 


duty that renders the person unable to perform the duties of the member's office, grade, rank 


or rating.  


 


3. During the single 12 month period, an eligible employee shall be entitled to a combined 


total of 26 work weeks of leave under federal law.  


 


4. Leave qualifying for both Wisconsin and federal FMLA leave will count against the 


employee's entitlement under both laws and will run concurrently. When the reason(s) for 


qualified leave differ, the leave may not run concurrently under federal and state law, and an 


employee may be entitled to more than 12 weeks of leave in a calendar year. This type of 


leave occurrence will be evaluated and reviewed with the employee at the time of the leave. 


Qualified leave taken under Worker's Compensation also will run concurrently with federal 


FMLA leave.  


 


5. Under the federal FMLA, spouses employed by the City are jointly entitled to a combined 


total of 12 work weeks of family leave for the birth or placement of a child for adoption or 


foster care, and to care for a parent (but not a parent-in-law) who has a serious health 


condition.  


 


C. NON-CONTINUOUS OR INTERMITTENT LEAVE  
Employees are permitted to take leave on an intermittent (blocks of time) or reduced work 


schedule (1) when it is medically necessary to care for a family member with a serious health 


condition or because of the employee's serious health condition; (2) when it is necessary to 


care for a family member or next of kin who suffered an injury or illness while on active duty 


(3) to care for a newborn, adopted or foster child. Federal FMLA leave for the birth or 


placement of a child for adoption or foster care may not be taken in non-continuous 


increments unless approved by the City. Under the Wisconsin FMLA, the last increment of 


leave for the birth or placement of a child for adoption must begin within 16 weeks of that 


birth or placement.  


 







Medical or family caretaking leave should be planned so as not to unduly disrupt the City's 


operations. Employees requesting non-continuous federal FMLA leave that is foreseeable 


based on planned medical treatment for purposes of providing care to a child, spouse or 


parent with a serious health condition or for the employee's own serious health condition may 


be required to transfer temporarily to an available alternative position for which the employee 


is qualified and which better accommodates recurring periods of leave than the regular 


employment position of the employee. An employee temporarily transferred will receive the 


same pay and benefits, but may be assigned different duties.  


The City allows for intermittent leave to be taken in no less than one hour increments. The 


employee may not take, or be required to take, more leave than medically necessary to 


address the circumstances that caused the need for the leave.  


 


D. PAYMENTS ON FMLA LEAVE:  
In general, both Wisconsin and Federal FMLA leaves are unpaid. The City may require 


employees, or employees may choose, to substitute paid leave for which they are 


eligible(QUESTION: Decide if this should be removed or stay?) (such as vacation days, 


personal leave, compensatory time or sick leave) for unpaid leave available under the federal 


FMLA; or employees may choose to substitute available accrued leave for unpaid Wisconsin 


FMLA.  


 


The City will require that any leave provided by a City collective bargaining agreement be 


substituted for federal FMLA leave. (?)_ 


 


As with all leaves of absence, no employee may pursue or engage in employment when on 


FMLA leave.  


 


E. HOW TO APPLY FOR FMLA LEAVE  


 


1. The employee must submit a Request for Leave form to the City Clerk/Personnel 


Human Resources and Risk Management Director at least 30 days, or as soon as 


practicable, in advance of taking a leave. If circumstances do not permit an employee 


to give notice in advance of taking leave, the employee must notify the City 


Clerk/Personnel Human Resources and Risk Management Director and submit the 


Request for Leave form as soon as possible, but no later than two working days after 


learning of the need for FMLA leave, absent unusual circumstances (825.303(c)). 


Failure to give timely notice may result in the delay or denial of FMLA leave and 


may subject you to discipline under City policies.  


 


2. If the leave is for a family member's or the employee's serious health condition, the 


employee must submit a medical certification form from the employee's or the family 


member's health care provider within 15 days. If an employee does not provide the 


required certification by the designated deadline, or if the City determines that an 


employee's absence is not covered as FMLA leave, the leave may not be designated 


as Wisconsin and/or federal FMLA leave, and the employee may be subject to 


discipline under City attendance policies unless he or she uses accrued paid leave 


(like vacation)(QUESTION: Reword like vacation statement?) and/or is granted a 


non-FMLA leave of absence.  


 







3. Second or third certifications at the City's expense and periodic re-certifications at the 


employee's expense may be required under certain circumstances. The City requires 


periodic reports during federal FMLA leave regarding the employee's status and 


intent to return to work.  


 


4. Forms are available through the Human Resources and Risk Management Director.  


 


(QUESTION: Tracking?  12 weeks per calendar year OR 12 weeks from date of FMLA?) 


 


F. HEALTH INSURANCE BENEFITS  
Group health insurance coverage will be maintained for employees while they are on FMLA 


leave, on the same terms as if the employee continued to work. The employee will be 


required to pay his/her regular portion of health insurance premium payments on a schedule 


established by the City Human Resources and Risk Management Department. Other benefits, 


including cash payments chosen by the employee (QUESTION: What does this mean?) 


rather than group health insurance coverage, will not be maintained during periods of unpaid 


FMLA leave.  


 


The City may recover its share of health insurance premiums paid during a period of unpaid 


FMLA leave from an employee if the employee fails to return to work (for a minimum of 30 


calendar days) after the expiration of the leave. The City may not collect the premiums if the 


reason the employee does not return is due to continuation, recurrence or onset of a serious 


health condition that would entitle the employee to leave under FMLA, or other 


circumstances beyond the employee's control.  


 


The City may discontinue health insurance benefits if the employee fails to make a premium 


payment within 30 days of the due date after providing written notice to the employee of the 


cancellation of coverage for non-payment.  


 


G. OTHER BENEFITS  
Benefits that accumulate based upon hours worked shall not accumulate during the period of 


FMLA leave. Qualified FMLA leave (may be)(?) counted as an absence under the City's 


attendance policy. In addition, an employee may be disqualified from an attendance reward 


program, and/or any reward may be reduced for having taken unpaid FMLA leave. (AJ to 


check into legal concerns with regard to this statement.) 


  


Other City benefits [i.e. life insurance coverage and income continuation insurance] may be 


continued during periods of unpaid FMLA leave, and arrangements should be made for 


employee's portion of the payments with the City Clerk's office.  


 


H. WORKER'S COMPENSATION AND LIGHT DUTY  
Federal FMLA will run concurrent with worker's compensation provided that the injury 


meets the criteria for a "serious health condition," as defined by law. Substitution of accrued 


paid leave is not allowed for Worker's Compensation absences unless an applicable labor 


agreement provides otherwise.  


If an employee accepts a light duty assignment while on worker's compensation, that time 


may not count against the employee's family or medical leave entitlement. If the light duty 







position is declined and the employee elects to stay on FMLA leave, the employee may give 


up their worker's compensation benefits.  


 


I. RETURN TO WORK  
Any employee returning from FMLA for their own serious health condition must provide a 


"Fitness for Duty" statement signed by their treating physician. Upon return from FMLA 


leave, an employee shall be restored to his or her original position or, if the position is not 


vacant, to an equivalent position with equivalent pay, benefits and other terms and conditions 


of employment.  


 


An employee will not be restored to their original or equivalent position if they are unable to 


perform the functions of their job because of a mental or physical condition. (The City may 


require that the certification specifically address the employee's ability to perform the 


essential functions of the job. The City must provide an employee with a list of the essential 


functions with the "designation notice" and indicate that the certification address the 


employee's ability to perform those essential functions (825.312(b)). Before an employee 


who is unable to perform the functions of their job upon expiration of FMLA leave is 


terminated, the City must consider whether other provisions of City policy or a CBA are 


applicable or whether the ADA or provisions of the WFEA are applicable. 


  


III. DEFINITIONS  


A. Incapable of Self-Care  
The individual requires active assistance or supervision to provide daily self-care in three or more of 


the activities of daily living (i.e. grooming, hygiene, bathing, dressing, eating) or instrumental 


activities of daily living (i.e. cooking, cleaning, shopping, utilizing public transportation, paying bills, 


maintaining a residence, using telephones and directories, and using a post office).  


 


B. Parent  
Biological parent, foster parent, adoptive parent, stepparent or legal guardian of an employee or 


parent-in-law or domestic partners' parents under the Wisconsin FMLA. Under the federal FMLA, 


"parent" includes an individual who provided day-to-day care to the employee when the employee 


was a child.  


 


C. Serious Health Condition  
An illness, injury, impairment or physical or mental condition that involves:  


 


1. inpatient care in a hospital, hospice or residential medical care facility; or  


 


2.    under Wisconsin FMLA, outpatient care that requires continuing treatment or 


supervision by a health care provider (generally defined as requiring two direct, continuous 


and first-hand contacts by a health care provider); or   


 







3. under the federal FMLA:  


a. A period of incapacity of more than 3 consecutive calendar days (and any 


subsequent treatment or period of incapacity relating to the same condition) that also 


involves:  


i. treatment two or more times, within 30 days of the first day of incapacity, 


unless extenuating circumstances exist, by a health care provider, by a nurse 


under direct supervision of a health care provider, or by a provider of health 


care services (i.e. physical therapist) under orders of, or on referral by, a 


health care provider; or  


ii. treatment by a health care provider on at least one occasion that results in a 


regimen of continuing treatment under the supervision of a health care 


provider.  


 The first or only in person treatment visit must take place within seven 


days of the first day of incapacity.  


 Whether additional visits or a regimen of continuing treatment is 


necessary within the 30 day period shall be determined by the health care 


provider.  


 


b. any period of incapacity due to pregnancy or for prenatal care;  


 


c. chronic conditions requiring periodic treatment (defined as at least twice a year) by 


or under the supervision of a health care provider that continue over an extended 


period of time and may cause an episodic rather than a continuing period of 


incapacity (e.g., asthma, diabetes, epilepsy, etc.);  


 


d. permanent/long term conditions requiring supervision for which treatment may not 


be effective (e.g. Alzheimer's, a severe stroke, or the terminal stages of a disease);  


 


e. multiple treatments by or under the supervision of a health care provider either for 


restorative surgery after an accident or other injury or for a condition that would 


likely result in a period of incapacity of more than three calendar days in the absence 


of medical intervention or treatment, such as cancer (chemotherapy), severe arthritis 


(physical therapy), or kidney disease (dialysis).  


 


D. Child  
Biological, adopted, or foster child, stepchild, legal ward or, under the federal FMLA, the child of a 


person having day-to-day care of the child, or a child of a person standing "in loco parentis," who is 


under 18 years of age or 18 years of age and older and incapable of self-care because of a serious 


health condition.  


 


E. Covered Servicemember (Federal FMLA)  
A current member of the Armed Forces, including a member of the National Guard or Reserves, who 


is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is 


otherwise on the temporary disability retired list, for a serious injury or illness.  







 


F. Domestic Partner (Wisconsin FMLA)  


Same-sex couples who register in their county of residence and same-sex and opposite-sex couples 


who are not required to register.  


1. To qualify as registered domestic partners, two individuals must meet the following 


criteria: at least 18 years of age and capable of consenting to the relationship, not married 


to, or in a domestic partnership with another individual, not more closely related than 


second cousins (whether of the whole or half blood or by adoption), they must share a 


common residence, and be members of the same sex.  


 


2. To qualify as domestic partners without registration, two individuals must meet the 


following criteria: at least 18 years of age and capable of consenting to the relationship, not 


married to, or in a domestic partnership with another individual, they must share a common 


residence, they must not be related by blood in a way that would prohibit marriage under 


Wis. Stat. 763.03, they must consider themselves to be members of each other's immediate 


family; and they must agree to be responsible for each other's basic living expenses.  


 


G. Next of Kin (Federal FMLA)  
The nearest blood relative other than the covered servicemember's spouse parent, son or daughter, in 


the following order of priority: Blood relatives who have been granted legal custody of the covered 


servicemember by court decree or statutory provisions, brothers and sisters, grandparents, aunts and 


uncles, and first cousins, unless the covered servicemember has specifically designated in writing 


another blood relative as his or her nearest blood relative for purposes of military caregiver leave 


under the FMLA. When no such designation is made, and there are multiple family members with 


the same level of relationship to the covered servicemember, all such family members shall be 


considered the covered servicemembers' next of kin and may take FMLA leave to provide care to the 


covered servicemember, either consecutively or simultaneously. When such designation has been 


made, the designated individual shall be deemed to be the covered servicemember's only next of kin.  


 


H. Work Week  
The employee's usual or normal schedule (hours/days per week) prior to the start of FMLA leave.  


 


 


ADOPTED BY THE COMMON COUNCIL: September 8, 2009  
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CITY OF STOUGHTON 


NON-FMLA POLICY 


“LEAVE OF ABSENCE POLICY” (proposed) 


 


 


I. PURPOSE  
This policy outlines the provisions for employees that do not meet the eligibility requirements of the 


Federal and Wisconsin Family and Medical Leave Acts. 


 


II. POLICY 


The City of Stoughton will provide to full time employees, when staffing and work load allows up to 


12 weeks of time off for FMLA qualifying events. 


  


A. ELIGIBILITY  
If the employee meets the FMLA qualifying event parameters, the City will evaluate the 


request for time off.  Non-FMLA time off requests will be evaluated by the Human 


Resources and Risk Management Director, Department Head, and the Mayor, taking in to 


consideration staffing levels workload and specific department needs. 


  


B.  FMLA QUALIFYING EVENT  


a. The birth or placement of a child for adoption or, under the federal FMLA, for foster care;  


 


b. To care for the employee's spouse, child, domestic partner (under Wisconsin FMLA) or 


parent (includes a parent-in-law and domestic partners' parents under the Wisconsin FMLA) 


with a serious health condition;  


 


c. Care for a child does not include the children of the employee's domestic partner  


 


d. Family leave due to an employee's spouse, child or parent being on exigent active duty or 


having been notified of an impending call or order to exigent active duty as a member of the 


reserve components of the Armed Forces or a retired member of the Regular Armed Forces 


or Reserve, in support of a contingency operation.  


 


e. For the employee's own serious health condition that renders the employee unable to 


perform his/her job.  


 


C. NON-CONTINUOUS OR INTERMITTENT LEAVE  
If approved, employees will be permitted to take leave on an intermittent (blocks of time) or 


reduced work schedule (1) when it is medically necessary to care for a family member with a 


serious health condition or because of the employee's serious health condition; (2) when it is 


necessary to care for a family member or next of kin who suffered an injury or illness while 


on active duty (3) to care for a newborn, adopted or foster child.  


 







Medical or family caretaking leave should be planned so as not to unduly disrupt the City's 


operations. Employees requesting non-continuous leave that is foreseeable based on planned 


medical treatment for purposes of providing care to a child, spouse or parent with a serious 


health condition or for the employee's own serious health condition may be required to 


transfer temporarily to an available alternative position for which the employee is qualified 


and which better accommodates recurring periods of leave than the regular employment 


position of the employee. An employee temporarily transferred will receive the same pay and 


benefits, but may be assigned different duties.  


The City allows for intermittent leave to be taken in no less than one hour increments. The 


employee may not take, or be required to take, more leave than medically necessary to 


address the circumstances that caused the need for the leave.  


 


D. PAYMENTS ON FMLA LEAVE:  
The City may require employees(?), or employees may choose, to substitute paid leave for 


which they are eligible (such as vacation days, personal leave, compensatory time or sick 


leave) for unpaid leave available under the federal FMLA; or employees may choose to 


substitute available accrued leave for unpaid Wisconsin FMLA. –(?) QUESTION: Because 


this is a “NON-FMLA” Policy do we want to require the use of available time? 


As with all leaves of absence, no employee may pursue or engage in employment when on a 


leave of absence- NON- FMLA.  


 


E. HOW TO APPLY FOR NON-FMLA/LEAVE OF ABSENCE:  
1. The employee must submit a Request for Leave form to Human Resources and Risk 


Management Director at least 30 days, or as soon as practicable, in advance of taking a leave. 


If circumstances do not permit an employee to give notice in advance of taking leave, the 


employee must notify Human Resources and Risk Management Director and submit the 


Request for Leave form as soon as possible, but no later than two working days after learning 


of the need.  Failure to may result in the delay or denial of the NON- FMLA leave.  You may 


be subject to discipline under City policies.  


 


2. If the leave is for a family member's or the employee's serious health condition, the 


employee must submit a medical certification form from the employee's or the family 


member's health care provider within 15 days. If an employee does not provide the required 


certification by the designated deadline the leave may not be approved.  The eligible 


employee may be subject to discipline under City attendance policies unless he or she uses 


accrued paid leave (like vacation) and/or is granted a non-FMLA leave of absence.  


 


3. Periodic re-certifications may be required under certain circumstances. 


 


4. Forms are available through the Human Resources and Risk Management Director. 


  


F. HEALTH INSURANCE BENEFITS  
Group health insurance coverage will be maintained for employees while they are on FMLA 


leave, on the same terms as if the employee continued to work. The employee will be 


required to pay his/her regular portion of health insurance premium payments on a schedule 


established by the City.  


 


 







The City may recover its share of health insurance premiums paid during a period of unpaid 


NON- FMLA leave from an employee if the employee fails to return to work (for a minimum 


of 30 calendar days) after the expiration of the leave. The City may not collect the premiums 


if the reason the employee does not return is due to continuation, recurrence or onset of a 


serious health condition that would entitle the employee to leave under FMLA, or other 


circumstances beyond the employee's control. The eligible employee would have to qualify 


for FMLA and meet the requirements.   


 


The City may discontinue health insurance benefits if the employee fails to make a premium 


payment within 30 days of the due date after providing written notice to the employee of the 


cancellation of coverage for non-payment.  


 


G. OTHER BENEFITS  
Benefits that accumulate based upon hours worked shall not accumulate during the leave of 


absence/NON-FMLA. The NON-FMLA leave will be counted as an absence under the City's 


attendance policy. In addition, an employee may be disqualified from an attendance reward 


program, and/or any reward may be reduced for having taken unpaid NON-FMLA leave.  


 


Other City benefits [i.e. life insurance coverage and income continuation insurance] may be 


continued during periods of unpaid NON-FMLA leave, and arrangements should be made for 


employee's portion of the payments with the Human Resources and Risk Management office.  


 


H. RETURN TO WORK  
Any employee returning from their NON-FMLA leave for their own serious health condition 


must provide a "Fitness for Duty" statement signed by their treating physician. (QUESTION: 


This is a NON-FMLA- do we want to offer job protection rights?) 


  


III. DEFINITIONS  


 


A. Incapable of Self-Care  
The individual requires active assistance or supervision to provide daily self-care in three or 


more of the activities of daily living (i.e. grooming, hygiene, bathing, dressing, eating) or 


instrumental activities of daily living (i.e. cooking, cleaning, shopping, utilizing public 


transportation, paying bills, maintaining a residence, using telephones and directories, and 


using a post office).  


B. Parent  
Biological parent, foster parent, adoptive parent, stepparent or legal guardian of an employee 


or parent-in-law or domestic partners' parents under the Wisconsin FMLA. Under the federal 


FMLA, "parent" includes an individual who provided day-to-day care to the employee when 


the employee was a child.  


C. Serious Health Condition  
An illness, injury, impairment or physical or mental condition that involves:  


 


1. Inpatient care in a hospital, hospice or residential medical care facility; or  


 


2. Outpatient care that requires continuing treatment or supervision by a health care 


provider (generally defined as requiring two direct, continuous and first-hand 


contacts by a health care provider); or  







a. A period of incapacity of more than 3 consecutive calendar days (and any 


subsequent treatment or period of incapacity relating to the same condition) 


that also involves:  


i. treatment two or more times, within 30 days of the first day of 


incapacity, unless extenuating circumstances exist, by a health care 


provider, by a nurse under direct supervision of a health care 


provider, or by a provider of health care services (i.e. physical 


therapist) under orders of, or on referral by, a health care provider; or 


ii. treatment by a health care provider on at least one occasion that 


results in a regimen of continuing treatment under the supervision of a 


health care provider.  


 The first or only in person treatment visit must take 


place within seven days of the first day of incapacity.  


 Whether additional visits or a regimen of continuing 


treatment is necessary within the 30 day period shall 


be determined by the health care provider.  


 


b. any period of incapacity due to pregnancy or for prenatal care;  


 


c. chronic conditions requiring periodic treatment (defined as at least twice a 


year) by or under the supervision of a health care provider that continue over 


an extended period of time and may cause an episodic rather than a 


continuing period of incapacity (e.g., asthma, diabetes, epilepsy, etc.);  


 


d. permanent/long term conditions requiring supervision for which treatment 


may not be effective (e.g. Alzheimer's, a severe stroke, or the terminal stages 


of a disease);  


 


e. multiple treatments by or under the supervision of a health care provider 


either for restorative surgery after an accident or other injury or for a 


condition that would likely result in a period of incapacity of more than three 


calendar days in the absence of medical intervention or treatment, such as 


cancer (chemotherapy), severe arthritis (physical therapy), or kidney disease 


(dialysis).  


D. Child  
Biological, adopted, or foster child, stepchild, legal ward or, under the federal FMLA, the child of a 


person having day-to-day care of the child, or a child of a person standing "in loco parentis," who is 


under 18 years of age or 18 years of age and older and incapable of self-care because of a serious 


health condition.  


 


E. Covered Servicemember (Federal FMLA) (QUESTION?  How do we want to handle this?) 
A current member of the Armed Forces, including a member of the National Guard or Reserves, who 


is undergoing medical treatment, recuperation, or therapy, is otherwise in 7 outpatient status, or is 


otherwise on the temporary disability retired list, for a serious injury or illness.  


 


F. Domestic Partner (Wisconsin FMLA) Same-sex couples who register in their county of 


residence and same-sex and opposite-sex couples who are not required to register.  


 







1. To qualify as registered domestic partners, two individuals must meet the following 


criteria: at least 18 years of age and capable of consenting to the relationship, not married 


to, or in a domestic partnership with another individual, not more closely related than 


second cousins (whether of the whole or half blood or by adoption), they must share a 


common residence, and be members of the same sex. 


  


2. To qualify as domestic partners without registration, two individuals must meet the 


following criteria: at least 18 years of age and capable of consenting to the relationship, not 


married to, or in a domestic partnership with another individual, they must share a common 


residence, they must not be related by blood in a way that would prohibit marriage under 


Wis. Stat. 763.03, they must consider themselves to be members of each other's immediate 


family; and they must agree to be responsible for each other's basic living expenses.  


 


G. Next of Kin  
The nearest blood relative other than the covered servicemember's spouse parent, son or daughter, in 


the following order of priority: Blood relatives who have been granted legal custody of the covered 


servicemember by court decree or statutory provisions, brothers and sisters, grandparents, aunts and 


uncles, and first cousins, unless the covered servicemember has specifically designated in writing 


another blood relative as his or her nearest blood relative for purposes of military caregiver leave 


under the FMLA. When no such designation is made, and there are multiple family members with 


the same level of relationship to the covered servicemember, all such family members shall be 


considered the covered servicemembers' next of kin and may take FMLA leave to provide care to the 


covered servicemember, either consecutively or simultaneously. When such designation has been 


made, the designated individual shall be deemed to be the covered servicemember's only next of kin.  


 


H. Work Week  
The employee's usual or normal schedule (hours/days per week) prior to the start of FMLA leave.  


 


ADOPTED BY THE COMMON COUNCIL: September 8, 2009  
S:\Clerks Office\Policies Procedures and Emergency Plans\Fam Med Leave Act.docx  
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CITY OF STOUGHTON 


FAMILY MEDICAL LEAVE ACT POLICY 


 


 


I. PURPOSE 
This policy outlines the provisions of the federal and Wisconsin Family and Medical Leave Acts 


and the rights and obligations of employees and employers under both laws. 


 


II. POLICY 
The Family and Medical Leave Acts provide eligible employees with up to 12 work weeks of 


unpaid protected leave each calendar year for specified family and medical reasons. The 


eligibility and entitlements are defined differently under federal and state law. 


 


A.  ELIGIBILITY 
 Employees are entitled to FMLA benefits if they: 


 


 Federal - Have been employed by the City of Stoughton for at least 12 months 


(not necessarily consecutive); and have worked at least 1,250 hours during the 12 


months prior to the start of the FMLA leave. 


  ○ Time spent on paid or unpaid leave does not count in determining the  


   1,250 hour eligibility 


 State – Have been employed by the City of Stoughton for at least 52 consecutive 


weeks and have worked for at least 1,000 hours during the 52 weeks prior to the 


start of the FMLA leave. 


 


B. QUALIFYING EVENT & AMOUNT OF LEAVE 


 


1. Eligible employees may take up to a total of 12 work weeks of unpaid FMLA 


leave in a calendar year for the following qualifying events: 


 


a. The birth or placement of a child for adoption or, under the federal 


FMLA, for foster care; 


 State law provides for up to 6 workweeks of unpaid leave 


for any one child 


 Federal law requires that leave conclude within 12 months 


after the birth 


b. To care for the employee's spouse, child, domestic partner (under 


Wisconsin FMLA) or parent (includes a parent-in-law and 


domestic partners' parents under the Wisconsin FMLA) with a 


serious health condition; 


 State law provides eligible employees up to 2 workweeks 


of FMLA family leave 


 Care for a child does not include the children of the 


employee's domestic partner 


 Family leave due to an employee's spouse, child or parent 


being on exigent active duty or having been notified of an 
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impending call or order to exigent active duty as a member 


of the reserve components of the Armed Forces or a retired 


member of the Regular Armed Forces or Reserve, in 


support of a contingency operation. 


 For the employee's own serious health condition that 


renders the employee unable to perform his/her job. 


 State law provides eligible employees up to 2 workweeks 


of FMLA medical leave 


 


2. Eligible employees may take up to a total of 26 work weeks of unpaid 


FMLA leave during a single 12 month period (beginning on the first day 


the eligible employee takes FMLA leave to care for a covered service 


member and ends 12 months after that date, regardless of the method used 


by the employer to determine the employee's 12 workweek of leave of 


entitlement for other FMLA-qualifying reasons) to care for a spouse, 


child, parent, or next of kin who is a member of the Armed Forces who 


suffered an injury or illness while on active duty that renders the person 


unable to perform the duties of the member's office, grade, rank or rating.  


 


3. During the single 12 month period, an eligible employee shall be entitled 


to a combined total of 26 work weeks of leave under federal law. 


 


4. Leave qualifying for both Wisconsin and federal FMLA leave will count 


against the employee's entitlement under both laws and will run 


concurrently. When the reason(s) for qualified leave differ, the leave may 


not run concurrently under federal and state law, and an employee may be 


entitled to more than 12 weeks of leave in a calendar year. This type of 


leave occurrence will be evaluated and reviewed with the employee at the 


time of the leave. Qualified leave taken under Worker's Compensation 


also will run concurrently with federal FMLA leave. 


 


5. Under the federal FMLA, spouses employed by the City are jointly 


entitled to a combined total of 12 work weeks of family leave for the birth 


or placement of a child for adoption or foster care, and to care for a parent 


(but not a parent-in-law) who has a serious health condition. 


 


C. NON-CONTINUOUS OR INTERMITTENT LEAVE 


Employees are permitted to take leave on an intermittent (blocks of time) or reduced 


work schedule (1) when it is medically necessary to care for a family member with a 


serious health condition or because of the employee's serious health condition; (2) when 


it is necessary to care for a family member or next of kin who suffered an injury or illness 


while on active duty (3) to care for a newborn, adopted or foster child. Federal FMLA 


leave for the birth or placement of a child for adoption or foster care may not be taken in 


non-continuous increments unless approved by the City. Under the Wisconsin FMLA, the 


last increment of leave for the birth or placement of a child for adoption must begin 


within 16 weeks of that birth or placement. 
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Medical or family caretaking leave should be planned so as not to unduly disrupt the 


City's operations. Employees requesting non-continuous federal FMLA leave that is 


foreseeable based on planned medical treatment for purposes of providing care to a child, 


spouse or parent with a serious health condition or for the employee's own serious health 


condition may be required to transfer temporarily to an available alternative position for 


which the employee is qualified and which better accommodates recurring periods of 


leave than the regular employment position of the employee. An employee temporarily 


transferred will receive the same pay and benefits, but may be assigned different duties. 


 


The City allows for intermittent leave to be taken in no less than one hour increments. 


The employee may not take, or be required to take, more leave than medically necessary 


to address the circumstances that caused the need for the leave. 


 


D. PAYMENTS ON FMLA LEAVE: 
In general, both Wisconsin and federal FMLA leaves are unpaid. The City may require 


employees, or employees may choose, to substitute paid leave for which they are eligible 


(such as vacation days, personal leave, compensatory time or sick leave) for unpaid leave 


available under the federal FMLA; or employees may choose to substitute available 


accrued leave for unpaid Wisconsin FMLA. 


 


The City will require that any leave provided by a City collective bargaining agreement 


be substituted for federal FMLA leave. 


 


As with all leaves of absence, no employee may pursue or engage in employment when 


on FMLA leave. 


 


E. HOW TO APPLY FOR FMLA LEAVE 


 


1. The employee must submit a Request for Leave form to the City 


Clerk/Personnel Director at least 30 days, or as soon as practicable, in 


advance of taking a leave. If circumstances do not permit an employee to 


give notice in advance of taking leave, the employee must notify the City 


Clerk/Personnel Director and submit the Request for Leave form as soon 


as possible, but no later than two working days after learning of the need 


for FMLA leave, absent unusual circumstances (825.303(c)). Failure to 


give timely notice may result in the delay or denial of FMLA leave and 


may subject you to discipline under City policies. 


 


2. If the leave is for a family member's or the employee's serious health 


condition, the employee must submit a medical certification form from the 


employee's or the family member's health care provider within 15 days. If 


an employee does not provide the required certification by the designated 


deadline, or if the City determines that an employee's absence is not 


covered as FMLA leave, the leave may not be designated as Wisconsin 


and/or federal FMLA leave, and the employee may be subject to discipline 
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under City attendance policies unless he or she uses accrued paid leave 


(like vacation) and/or is granted a non-FMLA leave of absence. 


 


3. Second or third certifications at the City's expense and periodic re-


certifications at the employee's expense may be required under certain 


circumstances. The City requires periodic reports during federal FMLA 


leave regarding the employee's status and intent to return to work. 


 


4. Forms are available through the City Clerk/Personnel Director.  


  


F. HEALTH INSURANCE BENEFITS 


Group health insurance coverage will be maintained for employees while they are on 


FMLA leave, on the same terms as if the employee continued to work. The employee will 


be required to pay his/her regular portion of health insurance premium payments on a 


schedule established by the City. Other benefits, including cash payments chosen by the 


employee rather than group health insurance coverage, will not be maintained during 


periods of unpaid FMLA leave.  


 


The City may recover its share of health insurance premiums paid during a period of 


unpaid FMLA leave from an employee if the employee fails to return to work (for a 


minimum of 30 calendar days) after the expiration of the leave. The City may not collect 


the premiums if the reason the employee does not return is due to continuation, 


recurrence or onset of a serious health condition that would entitle the employee to leave 


under FMLA, or other circumstances beyond the employee's control.  


 


The City may discontinue health insurance benefits if the employee fails to make a 


premium payment within 30 days of the due date after providing written notice to the 


employee of the cancellation of coverage for non-payment. 


 


G. OTHER BENEFITS 
Benefits that accumulate based upon hours worked shall not accumulate during the period 


of FMLA leave. Qualified FMLA leave may be counted as an absence under the City's 


attendance policy. In addition, an employee may be disqualified from an attendance 


reward program, and/or any reward may be reduced for having taken unpaid FMLA 


leave.  


 


Other City benefits [i.e. life insurance coverage and income continuation insurance] may 


be continued during periods of unpaid FMLA leave, and arrangements should be made 


for employee's portion of the payments with the City Clerk's office.  


 


H. WORKER'S COMPENSATION AND LIGHT DUTY 
Federal FMLA will run concurrent with worker's compensation provided that the injury 


meets the criteria for a "serious health condition," as defined by law. Substitution of 


accrued paid leave is not allowed for Worker's Compensation absences unless an 


applicable labor agreement provides otherwise. 
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If an employee accepts a light duty assignment while on worker's compensation, that time 


may not count against the employee's family or medical leave entitlement. If the light 


duty position is declined and the employee elects to stay on FMLA leave, the employee 


may give up their worker's compensation benefits. 


 


I. RETURN TO WORK 


Any employee returning from FMLA for their own serious health condition must provide 


a "Fitness for Duty" statement signed by their treating physician. Upon return from 


FMLA leave, an employee shall be restored to his or her original position or, if the 


position is not vacant, to an equivalent position with equivalent pay, benefits and other 


terms and conditions of employment. 


 


An employee will not be restored to their original or equivalent position if they are 


unable to perform the functions of their job because of a mental or physical condition. 


(The City may require that the certification specifically address the employee's ability to 


perform the essential functions of the job. The City must provide an employee with a list 


of the essential functions with the "designation notice" and indicate that the certification 


address the employee's ability to perform those essential functions (825.312(b)). Before 


an employee who is unable to perform the functions of their job upon expiration of 


FMLA leave is terminated, the City must consider whether other provisions of City 


policy or a CBA are applicable or whether the ADA or provisions of the WFEA are 


applicable. 


 


III. DEFINITIONS 


A. Incapable of Self-Care 
The individual requires active assistance or supervision to provide daily self-care in three 


or more of the activities of daily living (i.e. grooming, hygiene, bathing, dressing, eating) 


or instrumental activities of daily living (i.e. cooking, cleaning, shopping, utilizing 


public transportation, paying bills, maintaining a residence, using telephones and 


directories, and using a post office). 


 


B. Parent 


Biological parent, foster parent, adoptive parent, stepparent or legal guardian of an 


employee or parent-in-law or domestic partners' parents under the Wisconsin FMLA. 


Under the federal FMLA, "parent" includes an individual who provided day-to-day care 


to the employee when the employee was a child. 


 


C. Serious Health Condition 
An illness, injury, impairment or physical or mental condition that involves: 


 


1.  inpatient care in a hospital, hospice or residential medical care facility; or  


 


2.  under Wisconsin FMLA, outpatient care that requires continuing treatment 


or supervision by a health care provider (generally defined as requiring 


two direct, continuous and first-hand contacts by a health care provider); 


or 
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3.  under the federal FMLA:  


 


a. A period of incapacity of more than 3 consecutive calendar days 


(and any subsequent treatment or period of incapacity relating to 


the same condition) that also involves: 


i. treatment two or more times, within 30 days of the first day 


of incapacity, unless extenuating circumstances exist, by a 


health care provider, by a nurse under direct supervision of 


a health care provider, or by a provider of health care 


services (i.e. physical therapist) under orders of, or on 


referral by, a health care provider; or  


ii. treatment by a health care provider on at least one occasion 


that results in a regimen of continuing treatment under the 


supervision of a health care provider. 


 The first or only in person treatment visit must take 


place within seven days of the first day of 


incapacity. 


 Whether additional visits or a regimen of continuing 


treatment is necessary within the 30 day period shall 


be determined by the health care provider. 


b. any period of incapacity due to pregnancy or for prenatal care; 


c. chronic conditions requiring periodic treatment (defined as at least 


twice a year) by or under the supervision of a health care provider 


that continue over an extended period of time and may cause an 


episodic rather than a continuing period of incapacity (e.g., asthma, 


diabetes, epilepsy, etc.); 


d. permanent/long term conditions requiring supervision for which 


treatment may not be effective (e.g. Alzheimer's, a severe stroke, 


or the terminal stages of a disease); 


e. multiple treatments by or under the supervision of a health care 


provider either for restorative surgery after an accident or other 


injury or for a condition that would likely result in a period of 


incapacity of more than three calendar days in the absence of 


medical intervention or treatment, such as cancer (chemotherapy), 


severe arthritis (physical therapy), or kidney disease (dialysis). 


 


D. Child 


Biological, adopted, or foster child, stepchild, legal ward or, under the federal FMLA, the 


child of a person having day-to-day care of the child, or a child of a person standing "in 


loco parentis," who is under 18 years of age or 18 years of age and older and incapable of 


self-care because of a serious health condition. 


 


E. Covered Servicemember (Federal FMLA) 


A current member of the Armed Forces, including a member of the National Guard or 


Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise in 
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outpatient status, or is otherwise on the temporary disability retired list, for a serious 


injury or illness. 


 


F.  Domestic Partner (Wisconsin FMLA) 


Same-sex couples who register in their county of residence and same-sex and opposite-


sex couples who are not required to register. 


 


1. To qualify as registered domestic partners, two individuals must meet the 


following criteria: at least 18 years of age and capable of consenting to the 


relationship, not married to, or in a domestic partnership with another 


individual, not more closely related than second cousins (whether of the 


whole or half blood or by adoption), they must share a common residence, 


and be members of the same sex. 


 


2. To qualify as domestic partners without registration, two individuals must 


meet the following criteria: at least 18 years of age and capable of 


consenting to the relationship, not married to, or in a domestic partnership 


with another individual, they must share a common residence, they must 


not be related by blood in a way that would prohibit marriage under Wis. 


Stat. 763.03, they must consider themselves to be members of each other's 


immediate family; and they must agree to be responsible for each other's 


basic living expenses. 


 


G.  Next of Kin (Federal FMLA) 


The nearest blood relative other than the covered servicemember's spouse parent, son or 


daughter, in the following order of priority: Blood relatives who have been granted legal 


custody of the covered servicemember by court decree or statutory provisions, brothers 


and sisters, grandparents, aunts and uncles, and first cousins, unless the covered 


servicemember has specifically designated in writing another blood relative as his or her 


nearest blood relative for purposes of military caregiver leave under the FMLA. When no 


such designation is made, and there are multiple family members with the same level of 


relationship to the covered servicemember, all such family members shall be considered 


the covered servicemembers' next of kin and may take FMLA leave to provide care to the 


covered servicemember, either consecutively or simultaneously. When such designation 


has been made, the designated individual shall be deemed to be the covered 


servicemember's only next of kin. 


 


H. Work Week 


The employee's usual or normal schedule (hours/days per week) prior to the start of 


FMLA leave. 


 


ADOPTED BY THE COMMON COUNCIL: September 8, 2009 
S:\Clerks Office\Policies Procedures and Emergency Plans\Fam Med Leave Act.docx 
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600 South Fourth Street 


P.O. Box 383 
Stoughton, WI  53589-0383 


Serving Electric, Water & Wastewater Since 1886 


 


Date:  October 14, 2014 


 


To:  Stoughton Utilities Committee 


 


From:  Robert P. Kardasz, P.E. 


  Stoughton Utilities Director 


 


Subject: Stoughton Utilities Proposed Updated Position Descriptions For the 


Utilities Operations Superintendent and the Utilities Wastewater System 


Supervisor. 


   


The proposed updated position descriptions for the referenced two senior Stoughton 


Utilities management positions have been modified to address current responsibilities.  


There is no fiscal impact.   


 


I am requesting that the Stoughton Utilities Committee approve the proposed updated 


position descriptions for the Utilities Operations Superintendent and the Utilities 


Wastewater System Supervisor, and recommend their approval to the Stoughton 


Personnel Committee and the Stoughton Common Council. 


 


Encl. 


 


cc: Sean O Grady 


Stoughton Utilities Operations Superintendent 


 


Brian G. Erickson 


Stoughton Utilities Wastewater System Supervisor 


 


 








 


DRAFT STOUGHTON UTILITIES COMMITTEE REGULAR 
MEETING MINUTES 
Monday, October 20, 2014 – 5:00 p.m. 
Edmund Malinowski Board Room 
Stoughton Utilities Administration Building 
600 S. Fourth Street 
Stoughton, Wisconsin 
 
Stoughton Utilities Proposed Updated Position Descriptions For The Utilities 
Operations Superintendent and the Utilities Wastewater System Supervisor:  
Stoughton Utilities Director Robert Kardasz presented and discussed the 
Stoughton Utilities proposed updated position descriptions for the Utilities 
Operations Superintendent and the Utilities Wastewater System Supervisor.  
Discussion followed.  Motion by Alderperson Eric Hohol, the motion seconded by 
Alderperson Elvin (Sonny) Swangstu, to approve the Stoughton Utilities proposed 
updated position descriptions for the Utilities Operations Superintendent and the 
Wastewater System Supervisor and recommend them to the Stoughton Personnel 
Committee and the Stoughton Common Council.  The motion carried unanimously.    
 








 
600 South Fourth Street 


P.O. Box 383 
Stoughton, WI  53589-0383 


Serving Electric, Water & Wastewater Since 1886 


 


Date:  October 21, 2014 
 


To:  Amy Jo Gillingham 


   Stoughton Human Resources and Risk Management Director   (Packet via E-


Mail) 


 


From:  Robert P. Kardasz, P.E.  


  Stoughton Utilities Director 
 


Subject: Items For The November 3, 2014 Stoughton Personnel Committee Meeting 


Packet. 


 


The items from the October 20, 2014 Regular Stoughton Utilities Committee Meeting are 


enclosed.  Please include them in the November 3, 2014 Stoughton Personnel Committee 


Meeting Packet. 


 


Business: 


 


1. Stoughton Utilities Proposed Updated Position Description For The Utilities Operations 


Superintendent. 


 


2. Stoughton Utilities Proposed Updated Position Description For The Utilities Wastewater 


System Supervisor.   


 


Encl. 


 


cc: Mayor Donna L. Olson, Chairperson-Stoughton Utilities Committee (Packet via E-Mail) 


 


 Brian G. Erickson-Stoughton Utilities Wastewater System Supervisor (Memo via E-Mail) 


 


 Sean O Grady-Stoughton Utilities Operations Superintendent (Memo via E-Mail) 


 


  Kim M. Jennings, CPA-Stoughton Utilities Finance and Administrative Manager (Memo 


via E-Mail) 


 


  


 


 


 


 































































 


 
City of Stoughton 


Classification 


 


Name:   Department:    Fire    


    


Position Title: Fire Chief  Pay Grade:       FLSA:  Exempt 
 


Date: May 2005 Reports To:     Mayor 
 


 


Purpose of Position 


 
The purpose of this position is to plan, organize, direct, supervise and manage fire department and emergency 
response activities and personnel, which involves planning of day-to-day, short term and long term activities 
and operations, for the protection of property and life according to applicable State Statutes, Federal 
regulations and local ordinances, rules and regulations.   The work is performed under the direction of the 
Mayor and subject to the Police and Fire Commission’s authority to hire, discipline or terminate. 
 


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. 


 


 Directs and coordinates department activities for fire prevention, fire inspection, fire suppression, 
hazardous materials, rescue operations, disaster control and public relations. 


 


 Investigates fires.   
 


 Develops and implements department operating guidelines.  Assesses operating procedures and need for 
modification. 


 


 Coordinates and supervises the activities of the volunteer members of the Fire Department. 
 


 Develops and submits budget requests.  Oversees expenditures for compliance with budget.  Manages 
equipment procurement for major emergency response. 


 


 Develops and performs department public relations efforts.  Represents the department at various 
meetings with elected or appointed officials, other fire officials, community and business representatives 
and the public on all aspects of the Departments’ activities. 


 


 Attends Council, Public Safety Committee and Police & Fire Commission Meetings as needed. 
 


 Hires, promotes, disciplines, suspends, discharges or adjusts grievances, pursuant to applicable 
Wisconsin Statutes, with approval of the Police & Fire Commission and makes recommendations for labor 
negotiations of the full-time Fire Department staff. 
 


 Evaluates department personnel work performance.  Evaluates personnel for promotion. Coordinates 
special assignments and projects. 
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Classification 


 
 


 Researches and evaluates training programs.  Directs and supervises seminars, training programs and 
related educational activities in cooperation with outside agencies. 
 


 Participates in on-going training. 


 


 Ensures compliance with safety mandates and requirements.  Reviews safety planning. 


 


 Discusses and resolves personnel and operational problems. 
 


 Approves and coordinates personnel assignments and approves work schedules.  Determines manpower 
and equipment needs, and schedules manpower and equipment. 


 


 Ensures department equipment maintenance.  Develops response equipment specifications. 


 


 Acts as incident commander at major incidents. 


 


 Approves payment requisitions. 


 


 Coordinates and updates the City of Stoughton Emergency Plan with other appropriate City staff and local 
and State officials. 


 


 Maintains knowledge of theories and techniques regarding personnel management, budget development 
and administration, fire suppression and equipment, incident management, rescue, emergency medical 
services, fire prevention programming, department planning and applicable codes and laws. 


 


 Promote communications with the surrounding townships that contract for services with the City of 
Stoughton Fire Department. 


 


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. 


 
 Routes equipment for maintenance. 
 


Minimum Training and Experience Required to Perform Essential Job Functions 


 
High school diploma and minimum of ten years of fire/rescue experience, with minimum of five years as 
officer, and any combination of education and experience that provides equivalent knowledge, skills and 
abilities.  A valid Wisconsin motor vehicle operator’s license and CPR certification required. 


 


Physical and Mental Abilities Required to Perform Essential Job Functions 


 


Language Ability and Interpersonal Communication 


 


 Ability to decide the time, place and sequence of operations within an organizational framework, and to 
oversee their execution.  Ability to analyze and categorize data and information using established criteria, 
to determine consequences and identify and select alternatives. 
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 Ability to manage and direct a group of workers, including the ability to provide counseling and mediation.  
Ability to persuade, convince and train others.  Ability to advise and interpret regarding the application of 
policies, procedures and standards to specific situations. 


 


 Ability to utilize a variety of advisory data and information such as analysis, budgets, equipment 
specifications, purchase orders, technical studies, architectural drawings, insurance forms, job 
applications, safety regulations, training materials, personnel policies, training reports, performance 
evaluations, injury reports, municipal codes, computer software operations manuals, NFPA standards, 
environmental regulations, hazardous materials manuals and medical manuals. 
 


 Ability to communicate orally and in writing with department personnel, public officials, medical personnel, 
law enforcement personnel, vendor representatives, news media representatives, other fire departments, 
educators and the general public. 


 


Mathematical Ability 


 


 Ability to interpret inferential statistical reports and/or formulation and equation data. 
 


Judgment and Situational Reasoning Ability 


 


 Ability to use functional reasoning in performing influence functions such as supervising, managing, 
leading, teaching, directing and controlling. 
 


 Ability to exercise the judgment, decisiveness and creativity required in critical and/or unexpected 
situations involving moderate risk to the organization. 


 


Supervisory Skills 


 


 Ability to assign, supervise, and review the work of paid and volunteer staff. 
 


 Ability to make decisions regarding the selection, training, discipline, and discharge of employees. 
 


Physical Requirements 


 


 Ability to operate equipment and machinery requiring complex and rapid adjustments, such as fire 
apparatus, hydraulic tools, power tools, computer terminal, emergency communications equipment, 
calculator, motor vehicles and a variety of hand tools. 


 


 Ability to coordinate eyes, hands, feet and limbs in performing movements requiring skill and training, such 
as assembling. 


 


 Ability to exert moderate but not constant physical effort, typically involving some combination of climbing 
and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing and pulling. 
 


 Ability to recognize and identify degrees of similarities or differences between characteristics of colors, 
shapes, sounds, odors and textures associated with job-related objects, materials and tasks. 
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Environmental Adaptability 


 


 Ability to work under frequently unsafe and uncomfortable conditions where exposure to environmental 
factors such as temperature variations, odors, toxic agents, violence, noise, machinery, electrical currents, 
traffic hazards, disease and/or dust can cause discomfort and where there is a risk of injury. 


 


Background & Reference Checks Required 


 


Employment Eligibility 


Driving Records 


 
 
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 
 
 
Approved by the Common Council May 24, 2005 





