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AMENDED 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.

Personnel Committee of the City of Stoughton

Monday, May 7", 2018 @ 6:00 pm

Mayor’s Office (381 E Main St, Stoughton WI 53589)

Lisa Reeves (Chair), Matt Bartlett (Vice-Chair), Sid Boersma, Thomas Majewski and
Mayor Timothy Swadley (ex-officio member)

Call to Order

Approval of the March 5, 2018 and April 23, 2018 Personnel Committee meeting
minutes

Communications

Discussion and possible action regarding Utilities Water System Supervisor position
description and to fill the vacant position

Discussion and possible action regarding Utilities Electric System Supervisor
position description and to fill the vacant position

**Discussion and possible action regarding pay structure options for City Clerk
position

Discussion and possible action regarding Performance Appraisal forms for Non-
exempt Employees

Discussion and possible action regarding request to engage Baker Tilly to cover
interim between Director LaBorde and hire of new Finance Director (Same
arrangement as January 2017)

Discussion and possible action regarding Payroll Structure, Software, and BS&A
employee self-service

Future Agenda Items

Policy for the Process of Leadership Performance Appraisal
General Employee Sick Time in regards to Retirement
Work rules related to on-call status

Email/Electronic vs paper paystubs

Timesheet Entry

Adjournment

** May move to closed session per State Statute 19.85(1)(c) considering employment, promotion, compensation,
or performance evaluation data of any public employee over which the governmental body has jurisdiction or
exercises responsibility.

If you are disabled and in need of assistance, please call 873-6677 prior to this meeting.

NOTE: AN EXPANDED MEETING MAY CONSTITUTE A QUORUM OF THE COUNCIL.

Note: For security reasons, the front door of the City Hall Building will be locked after 4:30 p.m. If you need to
enter City Hall after that time, please use the Fifth Street entrances.
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PERSONNEL COMMITTEE MEETING MINUTES
Monday, March 5%, 2018 6:00pm
Mayor’s Office

Present: Alders: Thomas Majewski (Chair), Kathleen Johnson (Vice-Chair), Matt Bartlett, Mayor Olson (ex-officio
member) and Director Gillingham

Arrived 10 minutes later: Sid Boersma

Also in Attendance: Jamin Fried|, Lieutenant Dan Jenks, Sergeant Patrick Frisch, Sergeant Nathan Hartwig, Chief
Greg Leck, Andy Johnson and Martin Seffens

1. CALL TO ORDER: Majewski called the meeting to order at 6:00pm

2. Approval of the Minutes of the February 5, 2018 Personnel Committee meeting minutes.

Motion to approve Bartlett, second by Johnson, Approved 4-0

3. Communications

Director Gillingham updated the Committee on:

e Human Resources has completed the 1094 & 1095 (Affordable Care Act reporting) reporting
taking approximately 9 hours to complete

e Human Resources completed the Workers Comp Payroll report which reports all employees,
their positions, salary, hours (regular & overtime) for 2017. This report took approximately 20
hours to complete. CVMIC uses this information to compute our premiums.

e Dispatch position has been filled-just waiting on a few details to be completed before the
employee starts

e Police Officer testing was completed on February 24™". Meeting held tonight to determine from
the applications and test scores who will be moving on in the process.

Majewski asked if anyone else had any updates to share. The response was no.

4. Discussion and possible action regarding Police Retirement / Sick Time
Director Gillingham asked that #4 be moved to the end of the meeting so that some of the police
officers currently at the PFC meeting could be present during the discussion. Majewski moved it to the

last item.

5. Discussion regarding structure options for City Clerk position

Director Gillingham asked for further direction on what information the committee would like her to
gather regarding the structure of this position. Majewski tasked Director Gillingham with looking at
other communities in regards to structure of the position as in his opinion the City’s structure has failed.
Director Gillingham asked if the committee wanted her to look at neighboring communities’ job
descriptions and compensation as well as the reporting structure. She explained that if the structure of
reporting is different it would probably create a need for a compensation review.

Director Gillingham was directed by Majewski to look at neighboring communities in regards to City
Clerk structure options, position descriptions and compensation and to bring that information to the
April committee meeting.





6. Discussion Utilities Water System Supervisor position description
Director Gillingham explained that she had talked to Ann at Springsted to have the position graded and
has been waiting for her to complete the grading. Director Gillingham stated this has been passed on to
Dan Tesch who will give us a grading by the middle of this week. She asked if the committee wanted
Human Resources to bring it to the next committee meeting or call a meeting sooner than April. She
stated that Kardasz had said the position was not time sensitive. Majewski told Director Gillingham to
bring it back to the April meeting. Director Gillingham asked if they would like an email update when the
information was given to her by Springsted to which Majewski replied yes. Boersma asked about funding
for the position. Majewski stated that would be Utilities finances are their issue. Director Gillingham
asked if the position since it was already approved by Utilities, once graded, would it have to go back to
Utilities. Mayor Olson stated that as a budget item it would go directly to Council since it has already
been approved by Utilities. Director Gillingham stated that she would bring the description back to the
April Personnel meeting for approval.

7. Discussion regarding Performance Review form recommendation
Director Gillingham stated she had met with Leadership as well as the Mayor and had narrowed the
options down to two forms before she took them to leadership. Leadership agreed on the form

presented tonight to Personnel. Director Gillingham told the committee there were tweaks needed to
update the form. As an example she mentioned the rating scale and stated it would have to be tweaked
as well as some of the wording within the categories. Director Gillingham stated that once the form was
updated the next step would be to get together with Jean Cole who handles CVMIC’s EPL (Employment
Practices Liability) training. Jean would then come in and train our managers and supervisors on how to
evaluation employee. Director Gillingham stated that this ties in with Springsted and she had sent an
email to Ann at Springsted after the last meeting and again last week asking where we stand in the study
as a whole, how we roll that out and what the cost would be moving forward. Director Gillingham
explained that she had not heard back from Ann and that she and Mayor Olson would contact John
Murray.

Discussion regarding review of probationary Leadership

Director Gillingham stated she did not know what her action was on this item because the performance
evaluation form she just presented is for non-exempt non-leadership employees only. Bartlett stated
the committee is looking for an evaluation of leadership as well as general employees. Majewski stated
that once hired we never hear anything about an employee in a leadership position. He stated that
there is no evaluation and no way to gage what the performance level is. Director Gillingham stated
there have been two new leadership positions filled since this group has been together as a committee.
Boersma asked who would be doing leadership evaluations. Majewski stated that the Mayor would
because it would be part of her day to day duties. Boersma asked if a leadership evaluation would be
done with her to which Director Gillingham responded not typically, typically it would just be run
through Human Resources prior to the person giving the performance review. Unless there is a good
reason. Boersma stated his concern that the person taking Mayor Olson’s place may not have
experience in performance evaluations. Director Gillingham stated that she would expect that in that
executive level position she would normally expect the person to have experience but as this is an
elected position, it is possible that the individual may not. Boersma stated that he would like to see
Director Gillingham sit in on the leadership evaluations through the first round. Mayor Olson stated that
there has never been a request from Personnel to do so before. Majewski stated he believes we need to
treat leadership just like everyone else when it comes to performance and evaluation. Director
Gillingham stated that you (the committee) are tasking me with developing an evaluation process and





form for leadership. Majewski responded yes. Johnson stated that at the bottom of the evaluation for it
says “Human Resources signature”. She stated that it made it sound as if the Human Resources Director
will be seeing everything. Director Gillingham stated that as she told Boersma that ALL performance
reviews will received by Human Resources prior to being given to the employee. That way they can be
checked to be sure there is nothing discriminatory and that there is nothing in them that is inconsistent.
Johnson stated that Director Gillingham will be signing off on the evaluations prior to the employee
receiving it. Director Gillingham stated that once she signs off it will go back to that Director to work on
with whoever they are doing their review with. Example: Jamin is reviewing his staff at Utilities. Bob
Kardasz will add a line to the evaluation form for Jamin to sign off as well.

Director Gillingham was tasked with bringing leadership evaluation forms and developing a process
policy to present at the April meeting.

Discussion regarding outsourced payroll
Director Gillingham stated that the day after the last personnel meeting she had met with Carrie from
the Payroll Company. She explained their process. Middleton uses the Payroll Company, they

transferred from Paychex. Carrie told Director Gillingham that there is no savings of head count when
you are moving the payroll from internally to externally. She said that the main reason they do it is the
legality and all of the reporting that has to take place with payroll which takes the responsibility off the
City’s back. Director Gillingham stated that in speaking with ADT she has decided to steer away from
them as they are way too big and too high priced. They charge $5.95 per person per pay period. So
you’re looking at a cost of almost $18 per employee per month. That does not include processing either,
that is just the cost of system utilization. ADP is not an option. Director Gillingham stated she would like
to move forward by talking to Middleton about the Payroll Company and how their experience since the
beginning of the year has been. | would also like to ask them about Paychex to hear their reason for
leaving that company. Then | would like to get back together with the personnel committee and talk
about where to go from here with this project. Majewski asked how much time the City staff spends on
payroll. Director Gillingham stated that we would have to talk with Tammy and Jamin to see what time
is spent. Director Gillingham stated that she thought that the BS&A process t from start to finish took
about 4 hours. Director Gillingham stated that she thought the structure should be looked at as well as
the software and what would be required if we had to switch on to their software. Majewski stated IT
should be involved then as well.

Discussion re: #4 on the Agenda:

Director Gillingham stated that at the last Personnel meeting the committee reviewed the request to
mirror the the policy that was in place for the Union Represented Employees in regards to retirement at
which time Director Gillingham was instructed to find the cost of that. She reviewed with them the
spreadsheet that was sent to the committee. Looking at the Lieutenant and Sergeant’s position in the
event that all were to retire in 2018: based on moving them all into the union contract the cost to the
City would be $25,259. She also read a memo dated 9-3-15 that stated that when we were in
negotiations in pulling the Sergeant’s out of the Union it would be just the Sergeant’s that were treated
the same as the rest that are within the Union contract. Currently it states in the work rules only “sworn
police officers” accrued sick leave. There is a financial impact and this is why it’s been brought back to
us. Boersma asked how the employees feel about this and Director Gillingham replied that regular staff,
unassociated with the Police Dept. think it’s ludicrous but you have the Sergeants who were pulled out
of the agreement who say it was part of the agreement and that is what was agreed upon. We had a





lawyer present at that meeting and | recall on the Council floor that night that they agreed to a
complete wrap around including “all sworn officers”. I'm not sure they understood. Majewski stated
that essentially when pulling the Sergeants out of the Union the agreement and in doing so that upon
retirement they would still get their same accrued sick time. Director Gillingham stated that upon
retirement they would match the Union contract. Majewski stated that with the switch of a few words
we now have a financial issue. The issue is with the upper echelon of the Police Dept. and because of
that every other employee that is not union. There was discussion regarding how and when the wording
“all sworn officers” came into it. Director Gillingham stated it started on the Council floor. Mayor Olson
asked that Chief Leck be asked to the table to comment on the subject. Leck stated he could clarify. Leck
stated that on Council floor | advocated for “all sworn”. He stated all of the members of the department
are sworn members with the exception of Dispatch and there are many reasons the sworn officers are
treated differently that other employees. They are protected in the Wisconsin Retirement System which
recognizes officers as protected, they have earlier retirement, and have a higher pension benefits. Leck
also stated that it is also widely recognized that because they are in a protected class that there are
different requirements for the job. They are required every year to be recertified, all sworn officers have
these same requirement. They must go to training every year in order to be recertified, required to pass
all training routines. There was discussion regarding the WRS carve out for protected employees. Leck
stated the payout encourages employees and gives them incentive not to use their sick leave. He also
stated that it encourages officers to advance through the ranks. You only receive the payout if you
retire, not if you quit. Leck stated that in his opinion with the requirements of their positions, sworn
officers should receive the benefit. The Chief, Sergeants and Lieutenants would be given the same
benefit as the union contract employees. If there’s a concern about why a general employees need to
take a lump sum payment, instead we need to look at them as 2 separate categories: general employees
and sworn officers. Maybe we need to look at the lump sum payout for general employees but sworn
employees should be separate from general.

Consensus of the committee to reaffirm the decision made by Council in 2015 that all sworn officers
receive the same retirement benefits and to notify the Finance Department so they are aware that as
part of the reaffirmation that there will be financial ramifications and the funding needed, not just for
sworn officers but for unfunded liabilities in sick payout for the general staff as well. There was some
discussion regarding all unfunded liabilities including general staff, specifically the liability of sick
leave payout which is not considered during the budget season.

Motion by Majewski to have Director Gillingham and other staff to look at the existing policy in

regards to sick leave payouts at retirement for general employees as well as ways to fund them,
second Boersma, All in Favor 5-0

9. Future Agenda Items

e Time sheet entry: Director Gillingham gave an update regarding self-entry into timesheets.

Chief Leck reminded the committee about the idea of a Public Safety referendum and the importance of timing
and preparation. Alder Majewski stated that should go to Finance, Public Safety and Public Works.

Motion to adjourn Boersma, Second Bartlett, Approved 5-0. Meeting adjourned 7:20pm.






BAKER TILLY

fraker TiHy Yirchow Kmose, L1
Ten Fesrce O, PO Box 7398
Maudison, W1 53707-7398

1! 608 249 6622

fax 608 24% 8532

hukertitly.com

January 19, 2017

Mayor Donna L. Olson
City of Stoughton

381 E. Main Streel
Stoughton, Wi 53589

Dear Mayor Olson:

The purpose of this letler is to confinm our understanding of the terms and objectives of this engagement and
the nature of the services that we are proposing to provide as consultants of the City of Stoughton ("Gity").

Baker Tilly provides outsource services to assist local governments to supplement staff contributions while
providing increased experise. These services include, but are not imited to monthly, quarterly or annual
accounting assistance, audit work paper praparation, budget assistance, accounting staffing, operational
reviews, financial reporting and accounting staff training.

Phase | - Services

Based on our discussions, the table below cutlines- the Phase | services we will provide related to the vacancy
in the City's Finance Director position:

Interview City Mayor rala{ed ia the Fmance Dlrectcr : e R e

_ L R EPUNCY S NIG T
posttion,”. L o e IR SR
Interview the Cllyscurrent Fmance Dlrecmrto determme ol
duties, responsibiliies, timing of work, location of = . o8 8180

supporting information and other job reiatad mfcrmahon T

Pre-meeting preparahen including review of the City's ~ E

interrial control environment and the development of an

interview questionnaire. Post~meetmg activities including - . T Vo
provide the City with documentation of the resultofour =~ - 0 =B 0 - $150, -
interviews and provide information for the continued =~ o e
operation of the Finance Dsreotor posnt;on from trans;teon _

through hiring of the Finance Director's replacement. '

BAKER TILLY
INTERNATIONAL






Mayor Donna L. Olson
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Phase 1l - Proposed Services

Based on the work performed in Phase | the following potential services were Identified related to the vacancy
In the City's Finance Director position:

Meelings to review and assist with the prlcrltlzat:on of staﬁ iy i

o TBD . $100
duties In the finance department, - S BT RS
Provide feedback to facilitate managemsnis reviewf SRR ."':TBD Ce $100 '
approval of fransactional items. . S S AR
Provide accounting fraining. .~ 0 e o T TBD 0 e $180
Assist staff with the p;eparatzon of schedutes to heip staff . TBD R I -$1DO
workload. T e R
Prepare financial mformation in suppurt of the Mayor ancif L g B
or department heads, -~ 0 o Tl _ '_ ' TB.D_-_. S 5150-_;'-
Assist with audit preparation. - o T e s TBD S 8150
Additional tasks as tdentlfseci and agreed to by the C;ty and il
Baker Tily. - . AR .TBD o $1oo $150
One day or two half days onsne per week w:th remote TS .:-_:_ TBD _ $100____$150

support where appropriate”.

«  Baker Tilly has staff availability of 1 — 2 days per week. Due to previous client commitments, our
preference is to be on-site for a full-day(s) versus multiple half days. However, we will work with the
City on an appropriate schedule. Depending on the duration of our assistance, David will be unavailable
from March 17 through March 27. Refer to the Baker Tilly Personnel section.

In the event a unique or complex issue arises, we will work with you to determine the level of assistance
required and arrange an appropriate fee for our services. We will tell you if the assistance you require is outside
the scope of our agraed-upon engagement,
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Baker THly Personnel

David Ferris, CPA, Baker Tilly Senior Manager will manage this project to ensure the quality of our work and
that your expectations are met. David will be responsible for ensuring all tasks are completed in accordance
with our service plan. David has been with Baker Tilly since July 2016, but was a part of Baker Tilly's State and
Local Government team as a governmental auditor from 1988 through 2000. Prior to recently rejoining Baker
Tilly, David was the Finance Director for the Village of Waunakee from 2000 to 2016. David specializes in
outsourced services to governmental entities. David's knowledge from being an auditor as well as sitting in a
position similar to the City's employees puts him in a unique position to assist the City with its outsourcing
needs.

For the sake of convenience, either party may terminate this contract at any time.

None of these services can be relied on to detect errors, fraud, or iflegal acts that may exist; however, we will
inform the appropriate level of management of any material errors that come to our attention and any fraud or
illegal acts that come to our attention, unless they are clearly inconsequential. In addition, we have no
responsibility to identify and communicate significant deficiencies or material weaknesses in your internal
controls as part of this engagement. Qur services under this contract do not constitute an audit of any
information. We will not be verifying the accuracy of underlying data or your internal records.

Management Responsibilities

Management is responsible for making available to us, on a timely basis, all of the client's ariginal accounting
records and related information and for the completeness and accuracy of that information, and client personnei

to whom we may direct inquiries.

> Management Is responsible for recording all transactions into the client’s general ledger including, but
not limited to cash disbursements; cash receipts; and general, adjusting, or correcting journal entries.

> Management shall be solely responsible for reviewing and approving any and all work we perform.

> Because of the Importance of oral and written representations to an effective project, the City releases
Baker Tilly and its current, former or future partners, principals, employees and personnel from any and
all claims, liabilities, costs and expenses attributable to any misrepresentation by management.

> The terms of this agreement shall apply to any ¢laims of any kind, including, but not limited it, contract,
tort, or negligence of any party, including the City or Baker Tilly.

Non-Attest Services

The services that we will be providing are non-attest services, To ensure that our independence is maintained
with respect to the financial audit, it is your responsibility to review our work in addition to understanding the
nature of our work,

We will not perform any management functions or make management decisions on your behalf with respect to
any non-attest services we provide, In addition, we will not enter transactions into the City's general ledger,
approve City transactions or supervise City staff.
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In connection with our performance of any non-attest services, you agree that you will

> Continue to make all management decisions and perform all management functions, including
approving our work product when it is submitted to you.

> Designate an employee with suitable skill, knowledge and/or experience, preferably within
management, to oversee the services we perform.

> Evaluate the adequacy and results of the non-attest services we perform.
> Accept responsibllity for the resulis of our non-attest services,

> Establish and maintain internal controls, including monitoring ongoing activities related to the non-atiest
function.

Legal Terms

In no event shall either party be liable for any punitive damages arising out of or related to this Engagement
Letter, even If the other party has been advised of the possibility of such damages.

Resolution of Disagreements

In the unlikely event that differences concerning services or fees should arise that are not resolved by mutual
agreement, both parties agree to attempt in good faith to settle the dispute by mediation administered by the
American Arbitration Association ("AAA") under its mediation rules for professional accounting and related
services disputes before resorting to litigation or any other dispute-resolution procedure. Each party shall bear
their own expenses from mediation.

If mediation does not settle the dispute or claim, then the parties agree that the dispute or claim shall be settled
by binding arbitration. The arbitration proceeding shall take place in the city in which the Baker Tilly office
providing the relevant services is located, unless the parties mutually agree to a different location, The
proceeding shall be governed by the provisions of the Federal Arbitration Act (FAA) and will proceed in
accordance with the then current Arbitration Rules for Professional Accounting and Related Disputes of the
AAA, except that no pre-hearing discovery shall be permitted unless specifically authorized by the arbitrator.
The arbitrator will be selected from AAA, Judicial Arbitration & Mediation Services (JAMS), the Center for Public
Resources or any other internationally or nationally-recognized organization mutually agreed upon by the
parties, Potential arbitrator names will be exchanged within fifteen (15) days of the parties’ agreement to settle
the dispute or claim by binding arbitration, and arbitration will thereafter proceed expeditiously. The arbitration
will be conducted before a single arbitrator, experienced in accounting and auditing matters. The arbitrator shall
have no authority to award non-monetary or equitable relief and will not have the right to award punitive
damages. The award of the arbitration shall be in writing and shall be accompanied by a well-reasonad opinion.
The award issued by the arbitrator may be confirmed in a judgment by any federal or state court of competent
jurisdiction. Each party shall be responsible for their own costs associated with the arbitration, except that the
costs of the arbitrator shall be equally divided by the parlies, The arbitration proceeding and all information
disclosed during the arbitration shall be maintained as confidential, except as may be required for disclosure to
professional or regulatory bodles or in a related confidential arbitration. In no event shall a demand for
arbitration ba made after the date when institution of legal or equitable proceedings based on such claim would
be harred under the applicable statute of limitations.

Our services shall be evaluated solely on our substantial conformance with the terms expressly set forth herein,
including all applicable professional standards. Any claim of nanconformance must be clearly and convincingly
shown.
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Release

Because of the importance of the information that you provide to Baker Tilly with respect to Baker Tilly's ability
to perform the services, you hereby release Baker Tilly and its present and former partners, principals, agents
and employees from any liability, damages, fees, expenses and costs, including attorney's fees, relating to the
services, that arise from or relate to any information, including representations by management, provided by
you, City of Stoughton personnel or agents, that is not complete, accurate or current.

Each party recognizes and agrees that the warranty disclaimers and liability and remedy limitations in this
Engagement Letter are material bargained for bases of this Engagement Letter and that they have been taken
into account and reflected in determining the consideration to be given by each party under this Engagement
Letter and in the decision by each party to enfer into this Engagement Letter.

The terms of this section shall apply regardless of the nature of any claim asserted (including, but not limited to,
contract, tort or any form of negligence, whether of you, Baker Tilly or others}, but these terms shall not apply to
the extent finally determined to be contrary to the applicable law or reguiation. These terms shail also continue
to apply after any termination of this Engagement Letter.

Other Matters

Baker Tilly is comprised of professionals who hold CPA licenses as well as by professionals who are not
licensed CPAs. Depending on the nature of the services we provide, non-CPA profassionals may be involved in
providing seivices to you now or in the future.

Any additional services that may be requested and we agree to provide will be the subject of separate
arrangements.

We may be required to disclose confidential information to federal, state and international regulatory bodies or a
cour in criminal or other civil litigation. In the event that we recelve a request from a third party (including a
subpoena, summons or discovery demand In lifigation) calling for the production of information, we will promptly
notify the City of Stoughton, unless otherwise prohibited. In the event we are requested by the City of Stoughton
or required by government regulation, subpoena or other legal process to produce our engagement working
papers or our personnel as witnesses with respact to services rendered to the City of Stoughton, so fong as we
are not a party to the proceeding in which the information is sought, we may seek reimbursement for our
professional time and expenses, as well as the fees and legal expenses, incurred in responding to such a
requast.

Neither this Engagement Letter, any ciaim, nor any rights or licenses granted hereunder may be assigned,
delegated, or subcontracted by either party without the written consent of the other party. Either party may
assign and transfer this Engagement Letter to any successor that acquires all or substantially all of the business
or assets of such party by way of merger, consolidation, other business recrganization, or the sale of interest or
assets, provided that the party notifies the other party in writing of such assignment and the successor agrees
in writing to be bound by the terms and conditions of this Engagement Letter.
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Baker Tilly Virchow Krause, LLP represents as follows: Baker Tilly Virchow Krause, LLP Is a mernber of Baker
Tilly International Limited. Each member firm of Baker Tilly international Limited is a separate and independent
legal entity. Baker Tilly international Limited and its other members are not responsible or Hable for any acts or
omissions of Baker Tilly Virchow Krause, LLP. Baker Tily Virchow Krause, LLP and its subsidiaries are not
responsible for or liable for any acts or omissions of any other member of Baker Tilly International Limited,
Baker Tilly International Limited does not render any professional services and does not have an ownership or
partnership interest in Baker Tilly Virchow Krause, LLP.

Baker Tilly Virchow Krause, LLP further represents: Baker Tilly International Limited is an English Company.
Neither Baker Tilly International Limited nor any other member firm has a right to exercise management control
over any other member firm. Baker Tiliy Virchow Krause, LLP is not Baker Tilly International Limited's agent
and does not have authority to bind Baker Tilly International Limited or act on Baker Tilly International Limited's
behalf.

This Engagement Letter constitutes the entire agreement between the City of Stoughton and Baker Tilly

regarding the services described in this Engagement Letter and supersedes and incorporates ail prior or

contemporaneous representations, understandings or agreements, and may not be modified or amended
except by an agreement in writing signed between the parties hereto.

The provisions of this Engagement Letter, which expressly or by implication are intended to survive its
termination or expiration, will survive and continue to bind both parties. If any provision of this Engagement
Letter is declared or found to be itlegal, unenforceable or void, then both parties shall be relleved of all
obligations arising under such provision, but if the remainder of this Engagement Letter shail not be affected by
such declaration or finding and is capable of substantial performance, then each provision not so affected shail
be enforced to the extent permitted by law or applicable professional standards.

if because of a change in the City of Stoughton status or due to any other reason, any provision in this
Engagement Letter would be prohibited by, or would impair our independence under laws, regulations or
published interpretations by governmental bodies, commissions or other regulatory agencles, such provision
shall, to that extent, be of no further force and effect and this agreement shall consist of the remaining portions.

This agreement shall be governed by and construed in accordance with the laws of the state of Wisconsin,
without giving effact to the provisions relating to conflict of laws.

We appreciate the opportunity to work with you.
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Page 7

if there are any questions regarding the engagement ietter, please contact Carla Gogin, the engagement
partner on this engagement who is responsible for the overall supervision and review of the engagement and
determining that the engagement has been completed in accordance with professional standards. Carla Gogin
Is available at 608 240 2460 or Carla.Gogin@bakertilly.com.

Sincerely,

BAKER TILLY VIRCHOW KRAUSE, LLP

Tk 77% Vicho biavde, (L

The services and terms set foith in the Engagement Letter are agreed (o by:

Official's Name

Official's Signature

Title

Date






Project:
Provide the City of Stoughton with information regarding the soon to be vacant Finance Director
position, including critical tasks and responsibilities for the next three to four months,

Methed of obtaining information:
Interview Mayor Denna Olson and Finance Director Laurie Sullivan

Introduction
The current Finance Director fills the role of both the Finance Director and Economic Development
Director. The position oversees the administrative services of the City with both the City Clerk and
Finance departments reporting to this position. The position serves mostly in a reviewing and approving
role for the City's transactional accounting duties. The position rarely initiates or records accounting
transactions, but rather relies heavily on a dedicated staff that proceéses the City's accounting
transactions, As part of the current Finance Director’s duties, thl pc'-’ ON prepares for and attends
meetings related to the economic development activities of thig€ “meetings are attended with
the Mayor who depends heavily on a knowledgeable Finance ; %ﬂﬂake sound decisions for
the health of the City’s economic environment. A

Finance Director transactional responsibilities
1. Reviews and approves staff journal entries on an,
2. Reviews and approves purchase orders submij
is then further approved by the Mayor. Thigac
3. Reviews accounts payable invoices for all dgbs
approved invoices weekly. L v
4. Reviews payroll edit information fg
biweekly. =
Reviews and app '

January =
1. Follow up on open iteniefitm the Baker Tilly TIF #3 audit,
2. Review and approve the TIF #3 audit report prepared by Baker Tilly.
3. Investigate GASB #73 applicability to the Fire Department pension plan. This was Included in the
City’s 2015 audit required communications letter prepared by Baker Tilly.
4. Follow up on open items from Baker Tilly preliminary audit fieldwork.
February
1. Prepare for and completes the annual audit fleldwork process. The financial audit is scheduled
for the week of February 27, The get ready list is attached, please provide feedback on the list
to demanstrate completeness,






Other Finance Director critical duties over the next 3 to 4 manths {cont.)

March
1. Review annual financial audit reports prepared by Baker Tilly.
2. Begin borrowing process. Initial borrowing resolution taken to Finance and Council. Compile

Offickal Statement information.
3. Prepare for Moody’s rating call related to the annual borrowing with assistance from Springsted.

1. Annual borrowing sale completed.

2. Review annual TIF #3, #4, #5, #6, and #7 compilation reports prepared by Baker Tilly.

3. Capital improvement schedules printed and sent out to department heads for 2018 budget
process.

4. Expenditure restraint worksheets completed,

1. Continuing disclosure report information compiled wit

Annual borrowing proceeds received.

If Finance informatio
the City's T drive,

Finance Director's planned assistance after last day.
1. One Saturday to help finish up audit related items and close out the year.

2. One Saturday to make sure the 2017 budget has been uploaded properly and work on capital
listing refated to the 2017 borrowing.






Finance Committee duties

1.
2.

Other issues,
1.

Possible Interim Services

The Finance Cammittee meets twice a month.
Once a month at the second meeting, the Treasurer’s Report is printed out of the accounting
software and placed into the Finance Committee packet. There is usually no discussion and the
report gets approved,
ltems on the agenda typically come from another department and have a budget impact.
A City staff puts the agenda together.
The Finance Director reviews and approves the agenda, as well as the Finance Committee Chair
reviews and approves.
All packet information for committees is kept on the City's “T” network drive.
Possible upcoming items for the agenda include:
a. Borrowing
b. Financial audit related items

Who will monitor Laurie’s email account and phone ' ) nt messages do not get
missed?

Noow o

Onsite meetings to review and help prioritize

for approval.
Assist staff with any sup






Baker Tilly Virchow Krause, LLP
Ten Terrace Ct+ PO Box 7398

Madison, Wi 53707-7398 » 608 249 6622 ES NN

Jan - Mook

Invoice Date ! February 25, 2017
- City of Stoughton Invoice Number ; BT1063358
381 East Main St Client Number : 1824625
Stoughton, W! 53589
INVOICE AMOUNT
Fees
Professional services rendered through the period ending February 19, 2017 including:
Phase | 1,350.00
Phase |l - Services in connection with the following: 3,025.00
Meetings to review and assist with the prioritization of staff duties in the finance department
Provide feedback to facilitate management's review / approval of transactional items
Assist staff with the preparation of schedules to help staff workload
Phase |l - Services in connection with the following: 1,500.00
Assist with audit preparation
Fees Total: 5,875.00
Expenses Total 0.00
Invoice Total: | ~ 5,875.00

For questlons comments or suggesttons p!ease contact Davld Ferris at 608 249 6622

Invoice is payable upon receipt or previously agreed upon terms.

To pay by EFT (Electronic Funds Transfer) visit www.bakertilly. com!payment
Please ACH or wire payment to- TRh e

US Bank Mllwaukee Wi
Routing No: 075000022 -
Account No: 312220280

Refarence Involce #: BT1063358 '

Or send payment to:

L "Baker TiIIy V[rchow Krause LLP
. Box 78076 - g
' Milwaukee Wl 53278 8975

L Reference :

8 'Cllent Number 1824625 3
,!nvolce Number BT1063358

T -Amount enclosed: 3 .






Baker Tiity Virchow Krause, LLP
Ten Terrace Ct+ PO Box 7398
Madison, WI 53707-7308 » 608 249 6622

Lot
o ;—';: l{ \&'\“ o
Wi - Involce Date : March 186, 2017
City of Stoughton , . Invoice Number : BT1071053
381 East Main St Yo Client Number : 1824625
Stoughton, WI 563589 o
INVOICE AMOUNT
Fees
Professional services rendered through the period ending March 11, 2017 including:
Phase Il - Services in connection with the following: $1,100.00
Provide feedback to facilitate management's reveiw / approvat of transactional items
Asgist staff with the preparation of schedules to help staff workload
Phase Il - Services in connection with the following: $2,700.00
Assist with audit praparation
Assist with TIF 7 developer agraement letter of credit issue
Fees Total: $3,800.00
Expenses Total: $0.00
ARAD N W i L " Involce Total: " $3,800.00 - -
For quesllons comments or suggestions please contact David Ferils at 608 249 6622.
Invoice is payable upon recelpt or previously agreed upon terms.
To pay by EFT (Electronic Funds Transfer} visit www,bakertilly. comipayment
Please ACH or wire payment to Or send payment to T f "Reference S
US Bank Mllwaukee Wt e Baker Tily Vsrohow Krause LLP Cllent Nurnber 1824625 R
Routing No: 075000022 o Box 78975 N :- TR -Invoice Number BT1071053 o
Account No: 312220280 R Milwaukee;Wi 53278 8975" N R
Reference Invowe# BT1071053 ' S e e :Amount enc[osed $






City of Stoughton, 381 E. Main Street, Stoughton Wi 535898

~ RESOLUTION OF THE COMMON COUNCIL

Authorizing and directing the proper city official(s) to approve the Letter of Engagement and to enter
into a contract with Baker Tilly for interim consulting services.

Commitice Action:  Finance Committee meets January 24, 2017
Fiscal Impact: Nol to exceed $20,000

Fite Number: R-5-2017 Date: January 24, 2017

WHEREAS, the City’s current Finance Director announced her official resignation date as January 19,
2017, and

WHEREAS, interim consulting services to the City of Stoughton is recommended by the Mayor and a
proposal has been submitted by Baker Tilly, and

WHEREAS, Baker Tilly provides outsource services o assist local governments to supplement staff
contributions while providing increased expertise. These services include, but are not limited to
monthly, quarterly or annual accounting assistance, audit work paper preparation, budgel assistance,
accounting staffing, operational reviews, financial reporting and accounting staff {raining, and

BE 1T RESOLVED by the Common Council of the City of Stoughton that the proper city official(s) be
hereby authorized to approve the Letter of Engagement and to enter into a contract with Baker Tilly for
interim consulting services in the amount not to exceed $20,000.

Council Action: E Adopted D Failed Yote \ \-b
Mayoral Action: [Z] Accept D Veto

Donna Olson, Mayor Date

Councif Action: !:] Override Vote







PERSONNEL COMMITTEE MEETING MINUTES
Monday, April 23", 2018 6:00pm
Mayor’s Office

Present: Alders: Thomas Majewski, Matt Bartlett, Sid Boersma, Lisa Reeves, Mayor Swadley (ex-officio
member) and Director Gillingham
Also in Attendance: Jamin Friedl, Rodney Scheel, Denise Duranczyk

1. CALL TO ORDER: Majewski called the meeting to order at 6:04pm

2. Election of Personnel Committee Chair

Bartlett nominated Lisa Reeves, Majewski second, Majewski asked the question three times
“Do | have any other nominations” to no response. All in favor.
Motion to nominate: Bartlett, second by Johnson, Approved 5-0

3. Election of Personnel Committee Vice-Chair

Boersma nominated Matt Bartlett, Majewski second, Reeves asked the question three times
“Do | have any other nominations” to no response. All in favor.
Motion to nominate: Boersma, second by Majewski, Approved 5-0

4. Set Meeting Dates & Times
The new committee agreed to continue with the same meeting schedule as they’ve had in the

past: the first Monday of each month at 6pm in the Mayor’s office.

5. Discussion and possible action regarding hiring a replacement for Finance & Economic

Development Director who has given her notice of resignation

Director Gillingham read her April 19 letter to the committee regarding the structure of the
Finance Department. She explained the current structure of the department. She then stated
that one option (Option A) was to remove the Economic Development portion from the Finance
Director’s position description. The second option (Option B) was a complete restructure that
included moving the Clerk back to its own department thereby removing both Economic
Development and Clerk/Admin responsibilities from the Finance Directors position. Boersma
moved to approve based on the Director of Human Resources & Risk Managements
recommendation. Majewski stated that the committee should look at this long term. He also
stated that the Clerk is not a fully formed entity as yet. He also questioned the fiscal impact. He
stated his thought was to change the Finance Director position description, now following
Option B, before hiring for the position so that the Clerk would report directly to the Mayor. He
stated that would eliminate the problem of inequality. Boersma made the motion to remove
Economic Development and Clerk duties from the Finance Director position description
following structure Option B, and to move forward as soon as possible. Majewski second.





There was some discussion as to how the two departments ended up together when they had
at one time been separate. The comment was made that it is like having the fox guarding the
hen house. There was also some discussion regarding the rescoring of the Clerks position and
the cost of restructuring the Clerk’s office to be its own department. Bartlett stated his opinion
was that they should go with Option B with the consideration of the fiscal impact as well as
having goals for the Clerk to hit. The discussion moved to the Economic Development portion of
the positions and Director Gillingham suggested there should be some committee input as to
what the goals and responsibilities of what an Economic Development Director/Department
would be. Mayor Swadley stated the conversation should start now, either at Council or COW.
Boersma stated COW, but Leadership should be part of the conversation as well. Mayor
Swadley stated he did not want the City employee support staff working on this if it was not
going somewhere as they have enough on their plates as it is. Director Gillingham suggested an
aldermanic group that would set goals and options. Reeves sated that it may be wise to narrow
down the amount of information when bringing it to Council. Duranczyk suggested narrowing it
down to Option A, B, C like Director Gillingham did with the Finance Director options, then
taking it to the Alders. Majewski suggested having Personnel and/or CACP hammer out the
expectations of the position and then discuss with Council. Director Gillingham compared it to
the IT Director position which required newly defined with goals and expectations in the
position description. Bartlett suggested they discover what Economic Development means to
Council and ask for some guidance as to what they are looking for. He also stated that Director
Scheel should be involved in the economic development position process. Director Gillingham
asked Reeves if CACP and Personnel could find a date to meet jointly, possibly on May 7,
which is the next scheduled date for Personnel to meet. Director Gillingham also stated there
may need to be extra Personnel meetings scheduled for this process.

Reeves asked if all were in favor of the motion made earlier by Boersma and seconded by
Majewski to go with Option B: All in Favor, Approved 5-0

Motion to adjourn Majewski, Second Bartlett, Approved 4-0. Meeting adjourned 6:45pm.






Stoughton Ligilities

600 South Fourth Street
P.O. Box 383
Stoughton, Wl 53589-0383

Serving Electric, Water & Weastewster Since 1856

Date: Aprit 10,2018
To: Stoughton Utilities Committee
From: Robert P. Kardasz, P.E.

Stoughton Utilities Director

Subject: Proposed position description for Utilities Water System Supervisor

At its January 17, 2018 meeting, the Stoughton Utilities Committee approved a proposed position
description for the Utilities Water System Supervisor at a compensation wage scale to be
determined by the Stoughton Human Resources and Risk Management Director, and
recommended its approval to the Stoughton Personnel Committee and the Stoughton Common

Council.

This revised position description has not yet been presented to the Stoughton Common Council
for approval. We are now proposing one additional change to this position description be made
before their action. We anticipate this position will be filled with an internal candidate, and there
are funds available for the fiscal impact to be determined, without exceeding our current 2018

budget.

We are requesting that the Stoughton Utilities Committee approve the proposed position
description for the Utilities Water System Supervisor at a compensation wage scale to be
determined by the Stoughton Human Resources and Risk Management Director, and recommend
its approval to the Stoughton Personnel Committee and the Stoughton Common Council.






City of Stoughton
Position Description

Name: Department: Stoughton Utilities

Title: Water System Supervisor Pay Grade: FLSA: N

Date: MayHebzuary, 2018 Reports To: Utilities DirectorOperations
Superintendent

Purpose of Position
The purpose of this position is to supervise and coordinate water pumping and storage facilities, and water
distribution system operations and activities for the City of Stoughton.

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

s Supervises the operation and maintenance of the water utility pumping, storage, and distribution system;
provides tecommendations and assists with the coordination and implementation of water pumping and
distribution system improvements,

¢ Supervises and directs the installation and maintenance of water service connections and metering,
Coordinates all on-site activities associated with water distribution replacements and service lateral
upgrades with contractors, residents, and engineers.

e [stablishes and maintains the water metering standardization replacement program, and supervises the
operation of the water meter testing program to ensure compliance with Wisconsin Public Service
Commission (WPSC) regulations.

e Supervises and coordinates the distribution of field notification for construction and planned service
interruptions.

¢ Supervises the maintenance of the water utility’s material inventory; receives packing slips, places material
in stock, and approves payment.

e Supervises the extraction of water samples on scheduled basis and submits samples for testing. Ensures all
water sampling mandates are followed, including appropriate chain of custody. Monitors correct chlorine
and fluoride residuals. Coordinates and monitors annual lead and copper sampling programs,

» Coordinates the activities of Water Division personnel, Establishes and maintains productivity reports,
prepares and assigns work orders, schedules tasks as required, conducts performance evaluations,
coordinates introductory and continuing training programs, reviews and recommends the approval of time
sheets, schedules and recommends the approval of employee leave, etc.

+ Develops standard operating procedures to ensure safe, accurate, and proper water utility operations.
Recommends policy changes.

¢ Assists with the preparation of the water utility annual budget and 20-year capital improvement plan,
Monitors annual expenditures for compliance with approved budgets and plans.

¢ Recommends and implements new methods in the operation of the distribufion system, and pumping and
storage facilities.

» Receives and coordinates the response to customer inquiries and complaints; makes recommendations and
performs corrective action in response fo customer inquiries and complaints.





Water System Supervisor

Reviews proposed engineering and construction plans for reconstruction projects and new building
developments, and provides comments for corrections and additions.

Maintains records and prepares reports as required.

Monitors and oversees the utility’s water Cross-Connection Control Program, in accordance with
Wisconsin Department of Natural Resources requirements,

Monitors and records data and operations on the water/wastewater SCADA system.

Prepares recommendations for materials purchases and quality standards, maintains contacts with vendors,
assists with the evaluation of proposals, prepares purchase orders, and acquires materials as required.

Prepares daily material sheets; reviews daily return-to-stock sheets; determines material to be retired and
monitors retired materials procedures,

Ensures that all safety standards are met by water utility personnel, and complies with all Stoughton Utilities
Safety Programs.

Operates Utilities Geographic Information Systems (GIS) software; updates asset and property records via
computerized systems as required. Recommends mapping and collector data updates and system
improvements.

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,

Maintains Stoughton Utilities facilities, including removal of ice and snow from walkways and drives, and
general maintenance tasks.

Performs other Stoughton Utilities tasks for electric, water, and wastewater operations as directed.
Performs routine vehicle maintenance.

Assists with all utility operations as required.

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent, with five or more years water operator experience. Associates degree
in water treatment or water system management preferred.

Wisconsin Department of Natural Resources (WDNR) Grade | Waterworks Operator Certification for the
Stoughton Waterworks, with subclasses G and D,

Ability to maintain the required continuing education credits for the WDNR Grade 1 Waterworks
certifications.

Commercial driver’s license with tanker and air brake certification required.

Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication

Ability to comprehend and interpret a variety of documents including lab reports; Wisconsin Department
of Natural Resources (WDNR) and Wisconsin Public service commission (WPSC) reports, rules, and
regulations; time sheets; well readings; continuing property records for hydrants, valves, services, and
meter; inventory records, reservoir and tower level charts; operational maintenance manuals; training
manuals; state statutes and local ordinances; policy and procedure manuals; etc.

Ability to comprehend, analyze, and interpret water main plans and specifications, engineering drawings,
and as-built diagrams.






Water System Supervisor

Ability to prepare a variety of documents including WDNR and WPSC reports, purchase orders, time
sheets, annual reports, meter reports, training reports, vehicle maintenance reports, etc. using prescribed
format and conforming to all rules of punctuation, grammar, diction, and style.

Ability to record and deliver information, explain procedures, and follow instructions.

Ability to use and interpret civil and hydraulic engineering, mechanical terminology, and basic chemistry
and biclogy terminology.

Ability to communicate effectively with Utility management and personnel, other City departments, law
enforcement personnel, sales representatives, contractors, engineering consultants, insurance company
representatives, and others verbally and in writing.

Ability to persuade, convince, and train others. Ability to advise and provide interpretation regarding the
application of policies, procedures and standards to specific situations.

Mathematical Ability

Ability to add, subtract, multiply, divide, calculate decimals and percents, and make use of the principles
of basic algebra, geometry, and descriptive statistics.

Judgement and Situational Reasoning Ability

Requires the ability to apply principles of influence systems such as supervision, managing, leading,
teaching, directing, planning, coordinating and controlling,

Ability to exercise independent judgment to apply facts and principles for developing approaches and
techniques to problem resolution.

Requires the ability to exercise the judgment, decisiveness, and creativity required in situations involving
the direction, control and planning of an entire program or multiple programs.

Physical Requiremenis

Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple,
complex and rapid adjustments, such as backhoe, dump truck, end loaders, sewer jet machine, meter test
bench, air hammers, blacktop rollers, compactors, saws, hand tools, generators, portable pumps, chemical
pumps, mowers, freezing/thawing machines, voltmeter, locators, jacks, shovels, picks, axes, etc.

Ability to repair complex equipment and machinery.
Ability to operate a variety of water utility testing, metering, and maintenance equipment.
Ability to operate a variety of office equipment including personal computing devices, telephone, ete.

Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements involved in repair of
water distribution equipment,

Ability to exert heavy physical effort in moderate to heavy work, typically involving some combination of
climbing, balancing, stooping, kneeling, crouching, crawling, lifting, and carrying, pushing and pulling
over 100 pounds.

Ability to recognize and identify degrees of similarities and differences between characieristics of color,
sound, taste, texture, and odor associated with job-related objects, materials, and ingredients.

Supervisory Skills

*

Ability to assign, supervise, and review the work of others.

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

Environmental Adaptability





Water System Supervisor

e Ability to work effectively in an office environment as well as at utility construction sites under moderately
unsafe and uncomfortable conditions where exposure to environmental factors such as temperature
variations, odors, toxic agents, noise, vibrations, wetness, dusts, disease, machinery, explosives, gas and
electrical currents may cause discomfort where there is a risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans 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






City of Stoughton
Position Description

Name: Department: Stoughton Utilities
Title: Water System Supervisor Pay Grade: FLSA: N
Date: May, 2018 Reports To: Utilities Director

Purpose of Position
The purpose of this position is to supervise and coordinate water pumping and storage facilities, and water
distribution system operations and activities for the City of Stoughton.

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.

e Supervises the operation and maintenance of the water utility pumping, storage, and distribution system;
provides recommendations and assists with the coordination and implementation of water pumping and
distribution system improvements.

e Supervises and directs the installation and maintenance of water service connections and metering.
Coordinates all on-site activities associated with water distribution replacements and service lateral
upgrades with contractors, residents, and engineers.

e Establishes and maintains the water metering standardization replacement program, and supervises the
operation of the water meter testing program to ensure compliance with Wisconsin Public Service
Commission (WPSC) regulations,

s Supervises and coordinates the distribution of field notification for construction and planned service
interruptions,

» Supervises the maintenance of the water utility’s material inventory; receives packing slips, places material
in stock, and approves payment,

e Supervises the extraction of water samples on scheduled basis and submits samples for testing. Ensures all
water sampling mandates are followed, including appropriate chain of custody. Monitors cotrect chlorine
and fluoride residuals. Coordinates and monitors annual lead and copper sampling programs.

e Coordinates the activities of Water Division personnel. Establishes and maintains productivity reports,
prepares and assigns work orders, schedules tasks as required, conducts performance evaluations,
coordinates introductory and continuing training programs, reviews and recommends the approval of time
sheets, schedules and recommends the approval of employee leave, etc,

¢ Develops standard operating procedures to ensure safe, accurate, and proper water utility operations.
Recommends policy changes.

e Agsists with the preparation of the water utility annual budget and 20-year capital improvement plan.
Monitors annual expenditures for compliance with approved budgets and plans.

¢ Recommends and implements new methods in the operation of the distribution system, and pumping and
storage facilities.

e Receives and coordinates the response to customer inquiries and complaints; makes recommendations and
performs corrective action in response to customer inquiries and complaints.

e Reviews proposed engineering and construction plans for reconstruction projects and new building
developments, and provides comments for corrections and additions.





Water System Supervisor

Maintains records and prepares reports as required.

Monitors and oversees the utility’s water Cross-Connection Control Program, in accordance with
Wisconsin Department of Natural Resources requirements.

Monitors and records data and operations on the water/wastewater SCADA system.

Prepares recommendations for materials purchases and quality standards, maintains contacts with vendors,
assists with the evaluation of proposals, prepares purchase orders, and acquires materials as required.

Prepares daily material sheets; reviews daily return-to-stock sheets; determines material to be retired and
monitors retired materials procedures.

Ensures that all safety standards are met by water utility personnel, and complies with all Stoughton Utilities
Safety Programs.

Operates Utilities Geographic Information Systems (GIS) software; updates asset and property records via
computerized systems as required. Recommends mapping and collector data updates and system
improvements.

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 alse be performed by other unit members.

Maintains Stoughton Utilities facilities, including removal of ice and snow from walkways and drives, and
general maintenance tasks.

Performs other Stoughton Utilities tasks for electric, water, and wastewater operations as directed.
Performs routine vehicle maintenance.

Asgists with all utility operations as required.

Minimum Training and Experience Required to Perform Essential Job Functions

High School diploma or equivalent, with five or more years water operator experience. Associates degree
in water treatment or water system management preferred.

Wisconsin Department of Natural Resources (WDNR) Grade 1 Waterworks Operator Certification for the
Stoughton Waterworks, with subclasses G and D.

Ability to maintain the required continuing education credits for the WDNR Grade 1 Waterworks
certifications.

Commercial driver’s license with tanker and air brake certification required.

Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication

Ability to comprehend and interpret a variety of documents including lab reports; Wisconsin Department
of Natural Resources (WDNR) and Wisconsin Public service commission (WPSC) repors, rules, and
regulations; time sheets; well readings; continuing property records for hydrants, valves, services, and
meter; inventory records, reservoir and tower level charts; operational maintenance manuals; training
manuals; state statutes and local ordinances; policy and procedure manuals; etc.

Ability to comprehend, analyze, and interpret water main plans and specifications, engineering drawings,
and as-built diagrams.

Ability to prepare a varicty of documents including WDNR and WPSC reports, purchase orders, time
sheets, annual reporis, meter reports, training reports, vehicle maintenance reports, etc. using prescribed






Water System Supervisor

format and conforming to all rules of punctuation, grammar, diction, and style.
Ability to record and deliver information, explain procedures, and follow instructions.

Ability to use and interpret civil and hydraulic engineering, mechanical terminology, and basic chemistry
and biology terminology.

Ability to communicate effectively with Utility management and personnel, other City departments, law
enforcement personnel, sales representatives, contractors, engineering consultants, insurance company
representatives, and others verbally and in writing.

Ability to persuade, convince, and train others. Ability to advise and provide interpretation regarding the
application of paolicies, procedures and standards to specific situations.

Mathematical Ability

Ability to add, subtract, multiply, divide, calculate decimals and percents, and make use of the principles
of basic algebra, geometry, and descriptive statistics.

Judgement and Situational Reasoning Ability

Requires the ability to apply principles of influence systems such as supervision, managing, leading,
teaching, directing, planning, cocrdinating and controlling,

Ability to exercise independent judgment to apply facts and principles for developing approaches and
techniques to problem resolution.

Requires the ability to exercise the judgment, decisiveness, and creativity required in situations involving
the direction, control and planning of an entire program or multiple programs.

Physical Requirements

Ability to operate equipment and machinery requiring monitoring multiple conditions and making multiple,
complex and rapid adjustments, such as backhoe, dump truck, end loaders, sewer jet machine, meter test
bench, air hammers, blacktop rollers, compactors, saws, hand tools, generators, portable pumps, chemical
pumps, mowers, freezing/thawing machines, voltmeter, locators, jacks, shovels, picks, axes, etc,

Ability fo repair complex equipment and machinery.
Ability to operate a variety of water utility testing, metering, and maintenance equipment.
Ability to operate a variety of office equipment including personal computing devices, telephone, ete.

Ability to coordinate eyes, hands, feet, and limbs in performing skilled movements involved in repair of
water distribution equipment.

Ability to exert heavy physical effort in moderate to heavy work, typically involving some combination of
climbing, balancing, stooping, kneeling, crouching, crawling, lifting, and carrying, pushing and pulling
over 100 pounds.

Ability to recognize and identify degrees of similarities and differences between characteristics of color,
sound, taste, texture, and odor associated with job-related objects, materials, and ingredients,

Supervisory Skills

Ability to assign, supervise, and review the work of others.

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

Environmental Adaptabitity

Ability to work effectively in an office environment as well as at utility construction sites under moderately
unsale and uncomfortable conditions where exposure to environmental factors such as temperature





Water System Supervisor

variations, odors, toxic agents, noise, vibrations, wetness, dusts, disease, machinery, explosives, gas and
electrical currents may cause discomfort where there is a risk of injury.

The City of Stoughton is an Equal Opportunity Employer. In compliance with the Americans 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
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Stoughton Utilities

600 South Fourth Street
P.O. Box 383
Stoughton, W 53589-0383

Serving Electric, Waier & Wasiewater Since 1886

Date: April 10, 2018
To: Stoughton Utilities Committee
From: Robert P, Kardasz, P.E,

Stoughton Utilities Director

Subject: Proposal to fill the vacant Electric System Supervisor position

Staff is recommending that the vacant Electric System Supervisor position be filled at this time.
This position has been vacant since the former supervisor departed in 2016. This vacancy,
combined with the recent retirement of our Lead Journeyman Lineman, has lead us to determine
that the position should be refilled.

We anticipate this position will be filled with an internal candidate, and there are funds available
for the fiscal impact yet to be determined without exceeding our current 2018 budget.

The current position description was last reviewed and approved by the Utilities Committee in
2015 and approved by the Common Council in January 2016, and does not require modification.
Under the current City of Stoughton Hiring Policy, committee approval would not typically be
required. However, as this position was vacant at the time utility wages were first evaluated and
set using the City’s Springsted compensation study, a compensation wage scale will need to be
determined by the Stoughton Human Resources and Risk Management Director, and approved by
the Stoughton Personnel Committee and the Stoughton Common Council.

We are requesting that the Stoughton Utilities Committee approve the request to fill the vacant
Electric System Supervisor position at a compensation wage scale to be defermined by the
Stoughton Human Resources and Risk Management Director, and recommend approval to the
Stoughton Personnel Committee and the Stoughton Common Council.






City of Stoughton
Position Description

Name: Department:  Utilities — Electric System
Title: Electric System Supervisor Pay Grade: FLSA: E
Date: January, 2016 Reports To: Utilities Operations Superintendent

Purpose of Position

The purpose of this position is to provide supervision to the Electric System and Metering Divisions, under the direction of
the Utilities Operations Superintendent.

Essential Duties and Responsibilities

The following duties ayre normal for this position. These are not to be construed as exclusive or all-inclasive. Other duties may

be required and assigned.

* Supervises and directs the operation and maintenance of the electric utility and distribution system. Ensures compliance
with regulatory agency requirements, utility policies, etc. Provides recommendations and assists with the coordination
and implementation of electric distribution system improvernents.

* Coordinates the activities of Electric System Division personnel. Conducts regular Division staff meetings, establishes
and maintains productivity reports, prepares and assigns work orders, conducts performance evaluations, coordinates
introductory and continuing training programs, reviews and recommends the approval of timesheets, and establishes
and maintains staff work and leave schedules. Conducts routine safety compliance checks and reports to the Operations
Superintendent.

¢  Asgists with the preparation, and ongoing monitoring, of the Utilities annual budget. Assists with the preparation of the
Utilities 20 year Capital Improvement Program.

« Provides input and prepares recommendations for materials purchases and quality standards. Maintains contacts with
vendors, assists with the evaluation of proposals, prepares purchase orders, and acquires materials as required,

* Monitors the Substation Maintenance Program and maintains all equipment; takes weekly readings. Assists with long-
term planning for substation maintenance and system expansion requirements.

* Maintains material inventory, receives packages, places material in stock, and approves payment.
»  Assists in ensuring compliance with Chapter 113 of the Public Service Commission rules and regulations.

e Assists with developing estimates for new, replacement, and upgraded electric services. Responds to customer inquiries
and complaints. Provides information to customers as required. Contacts customers regarding temporary power outages
and tree trimming operations and possible damage.

*  Assist with coordinating the work of sub-contractors working on the electric distribution system.
e Maintains overhead and underground specifications book.

* Operates and maintains the Electric SCADA. system.

+ Maintains Standby status until at least five Journeyman Linemen are available.

s Monitors district tree trimming needs and provides schedule to the Operations Superintendent. Trims trees; removes
and chips brush.

+ Provides input on vehicle standards and maintenance, and schedules all vehicle maintenance work.

¢ Responds to all daily outages and performs corrective work; handies all daily secondary/service needs.





Electric System Supervisot

e Operates diggers, bucket trucks, hand tools near and around electrical distribution lines. Operates live-line tools to
connect and disconnect distribution lines and components.

e Prepares work sites. FErects warning signs and secures areas. Maintains knowledge of and implements safety
procedures. Plans and directs on-site maintenance/repair tasks. Recommends on-site operational changes,

e Installs primary and secondary overhead and underground electrical systems. Locates underground electric cable faults
for repair.

e  Assists with public education and performs Wires and Fires demonstrations.

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 perfermed by other unit members.

¢ Reconnects meters and transfers meters,

e Repairs and maintains street lights,
¢  Performs routine vehicle maintenance.

¢ Maintains grounds and facilities, such as painting surfaces, ice and snow removal, custodial tasks, basic carpentry, ot
similar tasks as assigned.

+ Performs other Stoughton Utilities tasks as directed.

Minimum Training and Experience Required to Perform Essential Job Functions

e High School diploma or equivalent, completion of a four-year Electrical Lineman apprenticeship, vocational/technical
training in electrical systems, with a minimum of five years electrical system maintenance experience, or any
combination of education and experience that provides equivalent knowledge, skills, and abilities.

e Journeyman Lineman Certification, forklift Certification, and CPR/First Aid Certification is required.

e Commercial driver’s license with tanker and air brake certification is required.

Physical and Mental Abilities Required to Perform Essential Job Functions
Language Ability and Interpersonal Communication

+  Ability to analyze and categorize data and information in order to determine the relationship of the data with reference
to established criteria/standards. Ability to compare, count, differentiate, measure and/or sort data, as well as assemble,
copy, records and transcribe data. Ability to classify, compute and tabulate data.

e  Ability to explain, demonstrate and clarify to others within well established policies, procedures and standards, as well
as the ability to follow specific instructions and respond to complex requests.

s Ability to provide first line supervision. Ability to persuade, convince, and train others. Ability to advise and provide
interpretation regarding the application of policies, procedures, and standards to specific situations.

» Ability to utilize a variety of reference, descriptive and/or advisory data and information such as reports and records,
studies, logs, maps, timesheets, service rules, manuals, handbooks, procedures, guidelines and non-routine
correspondence.

¢ Ability to prepare reports and time sheets, using presctibed formats.

Mathematical Ability

s Ability to perform addition, subtraction, multiplication, and division; calculate percentages and decimals; interpret basic
descriptive statistical reports; and may require the ability to perform mathematical operations with fractions and algebra.






Electric System Supervisor

Judgment and Situational Reasoning Ability

Ability to apply principles of influence systems such as supervising, managing, leading, teaching, directing, planning,
coordinating and controlling. Ability to exercise independent judgment to apply facts and principles for developing
approaches and techniques to problem resolution,

Ability to exercise the judgment, decisiveness and creativity required in situations involving the direction, control and
planning of an entire program or multiple programs.

Physical Requirements

Ability to operate equipment and machinery such as Hilti gun, impact tools, aerial bucket truck, digger/derrick, forklift,
wood chipper, chain saw, back hoe, roller, compression tools, cable cuiters, nail gun, meters, hand and power tools, and
other equipment requiring monitoring multiple conditions and making multiple, complex and rapid adjustments. Ability
to repair complex equipment and machinery.

Ability to coordinate eyes, hands, feet and limbs in performing skilled movenents such as electrical work.

Tasks involve the ability to exert regular and sustained extremely heavy physical effort in very heavy work, typically
involving some combination of climbing, balancing, stooping, kneeling, crouching, crawling, and lifting, carrying,
pushing, and pulling heavy objects and materials in excess of 100 pounds.

Requires the ability to recognize and identify degrees of similarities or differences between characteristics of color,
shape, sound, texture, and odor associated with job-related objects, materials and tasks.

Supervisory Skills

Ability to assign, supervise and review the work of others and implement discipline.
Ability to make recommendations regarding the selection, training, discipline, and discharge of employees.

Ability to conduct meaningful performance reviews.

Environmental Adaptability

Ability to work under conditions that require exposure to environmental factors. This exposure may cause some
discomfort and presents a risk of injury.

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

Employee’s Signature Supervisot’s Signature

Date Date
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City of Stoughton Amy Jo Gillingham
Department of Director

Human Resources & Risk Management

381 East Main Street, Stoughton, WI 53589

(608) 646-0272 www.ci.stoughton.wi.us

April 30, 2018

To:  Personnel Committee
Re:  Clerk's Compensation

Study Information:
Position to be reviewed by Springsted- my best guess would be Grade 14

Springsted Study from 2014 Clerk’s data
v'added 2% (very conservative percentage of increase for each year) totaling 4%
v" Guess at grade level would be a 14 on our scale
v' Grade 14 $61027.20 to $80,496.00 on our scale

From Study 24 Communities reported actual salary
v Added 4% as stated above to come up with a very conservative number for 2018 compensation- based on the
original 2014 survey
v" Actual pay ranges from $55131 (11 yrs. OTJ-Neenah) to $87082 (29 yrs. OTJ-Franklin)- taking into
consideration the 4%
v" Average actual salary (based on 4%) = $68,622

Compensation:

Current compensation for Clerk $24.64/hr. $51230.40 annually- this is a NON-EXEMPT position

Mayor Olson committed to moving the Clerk to midpoint 1/1/2019= $28.29/hr. or $58843.20 annually as a NON-EXEMPT
Position- this was not tied to any type of change in duties or reporting changes.

How to implement:
» 2018 June-December (7 months) Move to Grade 14, step minimum $29.34
> 2080/12 months=173.33 hours per month
» 7 months X 173.33 = 1213.33 hours remaining in the year

> $29.34 (new rate) - $24.63 (current rate) = $4.71 difference/ hr.

1213.33 hours X $4.71 increase cost for the remainder of 2018 = $5714.78 approximately

Recommendation: salary growth opportunity

If study supports grade change of 14, move to 14 for the grade level

2019 Move to Step 4 due to Clerk’s knowledge, Additional responsibilities as Leadership, direct reports
$31.12 (step 4) $64729.60 annually EXEMPT

2020 move to mid-point (experience building supervisory skills & running a department)

YV VVY

2019 Move to step 4 as noted above in grade14
2020 Move to mid-point as noted above in grade 14

AmydJo Gillingham

Director of Human Resources & Risk Management
City of Stoughton

608-646-0272

ajaillingham@ci.stoughton.wi.us




http://www.ci.stoughton.wi.us/

mailto:ajgillingham@ci.stoughton.wi.us




Performance Appraisal Procedure

Self-Review and Position Description sent to the employee to complete and return to management within
15 business days.

Reviewer to follow the instructions on the Performance Appraisal document.

Management to review the employees position description & feedback
a. This will familiarize you with the employee’s responsibilities and expectations.
b. If there are any notable changes, write them down and submit with the Performance Appraisal to
HR.

Management to complete the entire online Performance Appraisal Form
All ratings must have feedback noted in the comments section of each category that is applicable.

When you have completed the Performance Appraisal Form, email it to the Director of HR/RM for review,
prior to meeting with the employee.
a. HR will review for consistency, compliance and legal conformity
b. If there are questions, the HR/RM Director will contact the Director/Supervisor or Manager that
completed the appraisal for clarification.
c. Ifthere are recommended changes, the HR Director will send the Performance Appraisal back to
Management for the changes to be made. Once changes are made, the document will be sent
back the HR/RM Director for final approval.

When finished reviewing and the Performance Appraisal is finalized, the HR/RM Director will send the
signed Performance Appraisal back to Management.

Management will schedule a time within the next 15 days to meet with the employee and present the
Performance Appraisal.

If the employee has feedback or comments, they are to write that on the review in the employee
comments field.

10. The employee and management are to sign and date the Performance Appraisal to state that they met.

11.

12.

13.

The Performance Appraisal is then sent back to HR where it is loaded into BS&A stating when the
Performance Appraisal was conducted.

If there are any comments on the Appraisal in the employee comments section HR will review the
comments and work with management and/or the employee to address.

Performance Appraisal is placed in the confidential file.

H: Policies & Procedures
Performance Appraisal Procedure
5/3/2018

AJOG
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CONFIDENTIALITY CLAUSE
The purpose of the performance review is to recognize where an employee is doing well and discuss
potential areas for development and improvement. To provide open lines of communication between the
employee and the Department Director/management, it is necessary to protect the Performance Appraisal
and all associated documents. This gives the reviewer the opportunity to be open, honest and detailed to
help the employee with their developmental or areas for improvement. The City of Stoughton Employee
Appraisal Form for Non-Leadership Positions is considered a protected document and considered City
Employment Attorney-Client privileged property. Therefore, the Performance Appraisal and all associated
documents are not subject to open records requests. The employee appraisal, self-review and any
affiliated documents are considered protected.

Employee Name: Click here to enter text. Date: Click here to enter a date.
Tide: Click here to enter text. Department: Click here to enter text.

Review Period: Click here to enter text.

Please complete the questions listed below and return to your supervisor prior to your
performance evaluation. As you complete the form, consider your own personal performance
as it relates to your current job description and expectations for the review period.

1. Do you understand the requirements of your job? OO Yes CONo

If no, please specify: Click here to enter text.

2. What aspects of your job need clarification?

Comments: Click here to enter text.

3. List the expectations for the review period and assess how well you have succeeded in meeting

each expectation. Attach a separate sheet if necessary.

Comments: Click here to enter text.





4. What changes in duties or priorities did you face during the review period and how did you
handle them?

Comments: Click here to enter text.

5. What are your strengths (the things you do well) and how do you put them to use in your
position?

Comments: Click here to enter text.

6. What are your development areas and how do they impact your job?

Comments: Click here to enter text.

7. What would help you enhance your performance (training, equipment, etc.)?

Comments: Click here to enter text.

8. Do you have any specific goals for the next review period?

Comments: Click here to enter text.

9. What are your expectations for the coming evaluation period?

Comments: Click here to enter text.

10. How would you rate your overall performance for this review period?
OO Exceeds Expectations [0 Meets Expectations ODoes Not Meet Expectations

Comments: Click here to enter text.

11. Is there anything else you’d like to discuss during your review?

Comments: Click here to enter text.
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CONFIDENTIALITY CLAUSE
The purpose of the performance review is to recognize where an employee is doing well and discuss potential
areas for development and improvement. To provide open lines of communication between the employee and the
Department Director/management, it is necessary to protect the Performance Appraisal and all associated
documents. This gives the reviewer the opportunity to be open, honest and detailed to help the employee with
their developmental or areas for improvement. The City of Stoughton Employee Appraisal Form for Non-Leadership
Positions is considered a protected document and considered City Employment Attorney-Client privileged
property. Therefore, the Performance Appraisal and all associated documents are not subject to open records
requests. The employee appraisal, self-review and any affiliated documents are considered protected.

Employee Name: Click here to enter text. Date: Click here to enter a date.

Titde: Click here to enter text. Time in Position: Click here to enter text.

Date of Hire in Position: Click here to enter text. Department: Click here to enter text.

Supervisor: Click here to enter text, Last Review Date: Click here to enter a
date.

The intent of this document is to assess the knowledge, skills, abilities and of the employee.
The overall goal of the appraisal is to recognize achievements and strengths as well as work
on areas for development.

Management Instructions: Review employee's performance for the entire period; try to refrain from basing
judgments on recent or isolated events only. Disregard your general impression of the employee and
concentrate on rating one factor at a time. The employee should be given a copy of their job description
along with their self-review prior to the review being completed by the Manager/Director.

Review employee’s current position description. Note any substantive changes and return
to Human Resources with this form and the employee self-review.

« Consider the employee on the basis of the standards expected to be met for the position
the employee is assigned based on the length of time in the position. Rate the employee on
how well the requirements of the position are fulfilled.

« Place a check in the box that summarizes the employee's performance in that factor since
the last review (or date of hire if this is the employee's first review).

« Keep in mind that the relative importance of the factors will vary according to the position.

« After rating the employee on each factor, enter the appropriate comments to support your
rating.





Part I: Rate the employee by checking the appropriate box and enter comments to support the rating
directly below:

o Exceeds requirements of the position.
o Meets Expectations - meets all position requirements.

o Does Not Meet Expectations - falls below requirements of the position

Position Knowledge: How well does employee get to the root of problems? Consider
the adequacy of the employee's skills; employee's understanding of normal position
requirements; employee's understanding of related functions; and employee's efforts to
keep skills current?

[0 Exceeds Expectations [1 Meets Expectations [1Does Not Meet Expectations

Comments: Click here to enter text.

Quality of Work: How neat, thorough, and accurate is the work the employee produces?
[] Exceeds Expectations [1 Meets Expectations [1Does Not Meet Expectations

Comments: Click here to enter text.

Quantity: How well does employee maintain his/her output of work; volume of work employee
performs under normal conditions?

[J Exceeds Expectations [J Meets Expectations [JDoes Not Meet Expectations

Comments: Click here to enter text.

Cooperation: How able and willing is employee to work with others (co-workers, supervisors, citizens)
toward common goals?

[] Exceeds Expectations [1 Meets Expectations [1Does Not Meet Expectations

Comments: Click here to enter text.





Initiative: How well does the employee grasp instructions without dose follow-up? How well does the
employee perform in the face of obstades? How motivated is the employee in the absence of his/her
supervisor?

[1 Exceeds Expectations [1 Meets Expectations [1Does Not Meet Expectations

Comments: Click here to enter text.

Dependability/Reliability: How well the employee can be relied on to accept responsibility and
complete work assignments? How well does the employee meet deadlines?

[0 Exceeds Expectations [1 Meets Expectations [JDoes Not Meet Expectations

Comments: Click here to enter text.

Attendance/Punctuality: How consdientious is the employee with respect to attendance,
punctuality, lunch periods, etc.? Consider time spent away from work area in idle conversation,
etc.

[J Exceeds Expectations [1 Meets Expectations [JDoes Not Meet Expectations

Comments: Click here to enter text.

Part 2:
List employee’s strengths:

Click here to enter text.

List employee's development areas and your recommendations for improving them:

Click here to enter text.

Are employee's skills being fully utilized? What training or skills development
should be implemented that would fully develop employee's potential?

Click here to enter text.





Part 3: Achievement of Previous Goals/Areas for Development (Disregard if First Review or not
established)

Refer to prior review. List each goal you had set and indicate whether employee achieved, failed to

reach, or exceeded the goals. Explain in detail (using additional sheets if necessary) any situation or

conditions that may have affected attainment.

#1: Click here to enter text.

#2: Click here to enter text.

#3: Click here to enter text.

Part 4: Areas of Development/Enhance Performance (Goals): At Supervisors Discretion

List one (1) to three (3) goals/development areas to be attained by the employee before his/her next
review. Indicate preparation/training necessary to attain these goals and projected completion date. Goals
must be realistic and reasonable accomplishable during the employee's regular working time.

#1.
Preparation/Training: Click here to enter text.
Necessary to Achieve: Click here to enter text.

Projected Completion Date: Click here to enter a date.

#2:
Preparation/Training: Click here to enter text.
Necessary to Achieve: Click here to enter text.

Projected Completion Date: Click here to enter a date.

#3:
Preparation/Training: Click here to enter text.
Necessary to Achieve: Click here to enter text.

Projected Completion Date: Click here to enter a date.





SUMMARY

If an employee has two or more areas where they Do Not Meet Expectations a
Performance Improvement Plan or a Last Chance Agreement will be implemented; if
not already in place.

Overall Review: [1 Meets Expectations [1Does Not Meet Expectations

EMPLOYEE'S COMMENTS:

Employee is encouraged to describe any reaction to ratings, feelings regarding current position, future plans, and steps
being taken to reach goals as well as what the employee feels they require in order to improve/grow in their
position (i.e. additional training).

Click here to enter text.

REVIEWER: I have discussed all items reviewed on this from with the named employee.

Reviewer's Signature: Click here to enter text. Date: /[
My signature signifies I have reviewed the contents of the performance appraisal and also had the
opportunity to discuss any questions I might have about the performance review.

Employee

Signature: Click here to enter text. Date: __ /__/___

Supervisor/Manager

Signature: Click here to enter text. Date: __ /__/___
Director
Signature: Click here to enter text. Date: __ /__/___

Director of Human Resource & Risk Management

Signature: Click here to enter text. Date: __ /__/___

My initials below confirms that I reviewed and understand my position description. Any
significant changes have been noted on the position description document.
Employee

Initials: Click here to enter text. Date: _ /_ [/__







SEASONAL/LTE/INTERN
EMPLOYEE APPRAISAL

CONFIDENTIALITY CLAUSE
The purpose of the performance review is to recognize where an employee is doing well and discuss potential
areas for development and improvement. To provide open lines of communication between the employee and
the Department Director/management, it is necessary to protect the Performance Appraisal and all associated
documents. This gives the reviewer the opportunity to be open, honest and detailed to help the employee with
their developmental or areas for improvement. The City of Stoughton Employee Appraisal Form for Non-
Leadership Positions is considered a protected document and considered City Employment Attorney-Client
privileged property. Therefore, the Performance Appraisal and all associated documents are not subject to open
records requests. The employee appraisal, self-review and any affiliated documents are considered protected.

Employee Name: Click here to enter text. Date: Click here to enter a date.
Department: Click here to enter text. Annual Hours: Click here to enter text.

Position: Click here to enter text.

Would you recommend this employee for re-hire with The City of Stoughton?

[1 YES O NO

If no, please describe briefly:

Click here to enter text.

Supervisor/Manager/Director

Signature: Click here to enter text. Date: __ /__/___





