OFFICIAL NOTICE AND AGENDA

Notice is hereby given that the Personnel Committee of the City of Stoughton,
Wisconsin will hold a regular or special meeting as indicated on the date, time and
location given below.

Meeting of the: Personnel Committee of the City of Stoughton
Date {T|rT1e: Monday, February 5%, 2018 @ 6:00 pm
kﬂoeczg‘;rr‘é_ Mayor’s Office (381 E Main St, Stoughton WI 53589)
' Thomas Majewski (Chair), Kathleen Johnson (Vice-Chair), Sid Boersma, Matt Bartlett, and
Mayor Donna Olson (ex-officio member)
1 Call to Order
2 Approval of the January 3, 2018 Personnel Committee meeting minutes
3 Communications
4 Discussion and possible action regarding R-58-2015 — Non-Union Work Rules not
being specific
5 Discussion regarding outsourcing of payroll
6 Discussion and possible action regarding Hiring Policy update: City Clerk
7 Discussion and possible action regarding Utilities request to fill the vacant Utilities
Water System Supervisor position
8 Discussion and possible action regarding 3,5, and 10 year plans from Leadership
9 Future Agenda Items
¢ Email/Electronic vs paper paystubs
e Economic Development
o Develop Review process for employees including Department Heads
e Time sheet entry
10 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
Wednesday, January 3rd, 2018 6:00pm

Mayor’s Office

Present: Alders: Thomas Majewski (Chair), Kathleen Johnson (Vice-Chair), Sid Boersma, Mayor Olson

and Director Gillingham
Also in Attendance: Chief Greg Leck, Greg Jensen, LT Patrick Conlin, Patrick Frisch, Nathan Hartwig, LT

Dan Jenks

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

2. Approval of the Minutes of the November 27, 2017 Personnel Committee meeting minutes.

Motion

to approve Boersma, second by Johnson, Approved 4-0

3. Communications

Directo
[ ]

r Gillingham updated the Committee on:

Human Resources entry of wage rates.

Benefit renewal- Human Resources & Risk Management took over the duties of both
wage entry and cost of benefit entry for the Finance Dept. She stated that it been an
enormous task and that kept the Human Resources & Risk Management Dept. from
working on anything other than renewal and system entry.

Met with the Attorney regarding a wage discrepancy. There was one wage in the
Police contract that did not match the City’s contract copy.

New employees:

» 2 new linemen: one a journeyman lineman (Tony Wieczorek) the other an
apprentice (Aaron Mattingly) but will move to journeyman lineman status in
the spring.

> New City Clerk, Holly Licht, starting on Tuesday the 16",

Posted Open Positions —

» Police Dispatcher — Mary Lincoln is retiring and will need to be replaced.

» Recreation Supervisor — With Dan Glynn moving into the Rec Director position
this leaves the Supervisor position empty.

» Troll Beach Supervisor — the supervisor from last summer is not returning.

» Advertising for extra Police Officer

» Will be advertising for CSE- Civilian Service Employee as soon as it passes
through Personnel and Council.

Assessment of the structure of the Parks & Recreation Department





Chair Majewski wanted to discuss the promotion of the Recreation Supervisor to Director of Parks &
Recreation but Mayor Olson stated the topic had not been noticed on the agenda and it would not be
appropriate. Majewski stated that from now on, while he is the chair of the Personnel Committee,
anyone not on the committee will be not be allowed to sit at the table unless he is asked.

4. Discussion and possible action regarding Community/Civil Service Officer position
Director Gillingham asked Chair Majewski if she could please call Chief Leck to the table. Chair
Majewski stated Leck could come to the table. Majewski stated he had heard from Alderperson

Tim Swadley who wanted to know if this Community Service Employee was a new or existing
position and if it had been approved in the PD budget. Leck stated that there was some struggle
with the position due to the Union contract. The department needs a non-bargaining unit for
the work being performed by part time employees. He stated that Alderman Jensen suggested
this six months ago. Part time funds will convert to this position. The wage will be $20 per hour
and will be 599 hours or less per year. The wage was verified with Springsted. Mayor Olson
stated there would be a second phase where they would not have any part time police officers
but will add the CSE instead. She stated the employee does not have to be a police officer.
Boersma asked if the position was justified and budgeted for. Leck stated that the position has
been budgeted for years but hey had had difficulty with the bargaining and non-bargaining unit.
Boersma asked if no CSE were added how would that affect the PD. Leck stated that it ends up
putting the police into overtime or officers not having enough time to finish their duties during
their regular hours. Boersma asked if the position goes to Finance first. Director Gillingham
stated that it had already been budgeted and that had passed through Finance. Majewski
stated he would like it to go to Finance first and then Council for approval. Majewski stated that
Alderperson Swadley thought maybe the person in this position could also do maintenance
compliance and then report to the Planning Department. The Planning department has said
they do not have the staff to do this at this time. Leck stated that all of the officers and in the
future the CSE would also pass along any violations that they see.

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

Majewski stated that this needs to go to Finance and then Council. Director Gillingham asked
if it could be done back to back, to which Majewski stated that it could.

5. Discussion and possible action regarding R-58-2015

Majewski stated he received no information about this item and no information had been
included in the packet. Boersma moved to table the item until the next Personnel meeting.
Majewski stated he wanted backup for the items on the next agenda.

Motion by Boersma to table the item, second Johnson, Approved 4-0

6. Discussion and possible action regarding Performance Review form recommendation






Director Gillingham asked to table the item until the next Personnel meeting for the same
reason as #5.

Motion by Boersma to table the item, second Johnson, Approved 4-0

Future Agenda Items

e Director Gillingham stated that Human Resources is working on moving to paperless
paystubs in 2018.

e Director Gillingham stated that we are waiting on the joint meeting of the CACP and
Personnel committees. She stated that the CACP wanted to join a Personnel meeting to
discuss the addition of an Economic Development Department. Director Gillingham
asked if the committee would mind having the CACP join them at one of the regularly
scheduled Personnel meetings. The Committee agreed that would be fine.

e Contracting out Payroll

Chair Majewski asked that the item regarding R-58-2015 and Performance Review form
recommendation be brought back to the next Personnel meeting with backup. Director
Gillingham stated that Human Resources & Risk Management has been stretched beyond its
capacity with the duties they had performed for the Finance department during wage &
benefit entry this year and would not be taking on the task next year. Majewski stated that
Alderperson Swadley had asked about contracting out payroll as well. He directed Director
Gillingham to research the cost. He also wants the review of probationary Department Heads
added to a future agenda as well as a set policy on how and when succession planning and
when it is appropriate. Boersma asked that the Personnel Committee take a look at all of the
position descriptions. He stated he thought there were lingering issues when tweaking the
Parks & Rec position descriptions. Director Gillingham stated the position descriptions are not
written by the Personnel Committee, they are written by the Human Resources & Risk
Management department, analyzed by department staff, and then brought to Personnel to
discuss.

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






UTILITIES

Water System Supervisor

City of Stoughton

°

SALARY RANGE PAY GRADE: FLSA: N

SUMMARY 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.

DUTIES AND RESPONSIBILITIES:

Core Duties and Responsibilities - The following duties are the primary duties of this
position, but do not compose an exclusive or all-encompassing list of duties. Other duties
may be assigned or required to accomplish the main goals of this position.

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.

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.

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.

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.

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.

Council Approved (INSERT DATE)






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 distribution
system, and pumping and storage facilities.

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

and complaints.

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.

Council Approved (INSERT DATE)






QUALIFICATIONS:

The ability to perform the Core Duties and Additional Duties listed above and:

Education/Training/Certifications

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.

Language Skills 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.

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 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 policies, procedures and standards to
specific situations.

Council Approved (INSERT DATE)






Mathematical Skills

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

Judgment and Situational Reasoning Ability

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

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

e 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

e 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.

e Ability to repair complex equipment and machinery.

e Ability to operate a variety of water utility testing, metering, and maintenance
equipment.

e Ability to operate a variety of office equipment including personal computing devices,
telephone, etc.

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

o 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.

o 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.

Council Approved (INSERT DATE)






Supervisory Skills

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

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

Environmental Adaptability

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.

EQUAL OPPORTUNITY EMPLOYER:
The City of Stoughton is an Equal Opportunity Employer. In compliance with applicable

state and federal law, the City will provide reasonable accommodations to qualified
individuals with disabilities and encourages both prospective and current employees to
discuss potential accommodations with the City.

Council Approved (INSERT DATE)






Stoughton Utilities

600 South Fourth Street PO, Box 383
Stoughton, Wi 53539-0383

Serving Electric, Water & Wastewater Since 1886

Date: January 9, 2018
To: Stoughton Utilities Committee
From: Robert P. Kardasz, P.E.

Stoughton Utilities Director

Subject: Staffing plan and needs assessment

At the November 6, 2017 meecting of the Stoughton Personnel Committee, & request was made for all city
departments to share their anticipated staffing needs for 2020, 2022, and 2027. The attached information
was shared with the Director of Human Resources and Risk Management,

Encl,






Stoughton Utititles

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

Sarving Elecirde, Water & Wastewator Since 1888 .

Date! January 9, 2018

To: Amy Jo Gillingham
Director of Human Resources and Risk Management

From: Robert P, Kardasz, P.E.
Utilities Director
Subject: Stoughton Utilities staffing plan and needs assessment request from the Stoughton

Personnel Committee

At the November 6, 2017 meeting of the Stoughton Petsonnel Comtittee, a request was made for all
city departments to share their anticipated staffing needs for 2020, 2022, and 2027.

We do not currently expect to increase our staff of 26 between now through 2027, however do expeot to
reconfigure some positions as we have done in the past. We periodically reconfigure positions to best
take advantage of current technological resources and to keep up with emerging utility trends, and this
has allowed us to reduce our staffing level from the 28 employees back in 1980, We are unable to
curtently predict what those future reconfigured positions will be or when any reconfiguration(s) will

take place.

Stoughton Utilities initiated succession planning in 1998, and completes the task annually in an effort to
position the utility for the future, We completed our current plan in August of 2017, and I had shared
the results with the Stoughton Utilities Committee. We anticipate the following retirements at this time:

2017 to 2022 5 employees
2022 to 2027 3 employees

As employees retire, or approach their anticipated retirement date, their positions will be reevaluated and

possibly reconfigured. Tn some cases, replacement positions may be created and filled before the .

incumbent retires in order to provide training and the transfer of institutional knowledge, temporarily
increasing our staffing above the current 26.

As has always been the case, all positions at Stoughton Utilities shall continue to be funded entirely by
clectric, wastewater, and water rates and we do not anticipate requesting any taxpayer funding.
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CITY OF STOUGHTON
PARKS & RECREATION DEPARTMENT

s
Sﬂﬂiﬁg i@ﬁ Dan Glynn, Director
FARHS B ALCAEATION Vacant, Recreation Supervisor
Pat, Groom Parks Maintonance Supervisor
381 Erat Mpin Street Stoughton, WI 53589
{608) 873-6746 www.stoughtonrec.com
Date: Ociober 27, 2016
From: Dan Glynn, Recreation Supervisor
Subject: 3, 5, and 10 Year Staffing Plan

Personnel Committes,

The staffing levels for the Parks & Recteation Department are highly dependent on population growth, revenue generation, and lei-
sure trends. In the 3, 5, and 10 year staffing level projections notes will be made whether these positions will be covered by revenue
funds or if they will be covered by the City’s general fund. A population increase of' 5 to 10% in the City would cause program par-
ticipation to increase, but would still be manageable by current staff if offtce support was hired. The increase in population may
cause the need for new facilities such as indoor gym facility since space is already scarce in the winter.

Currently the Parks & Recreation Department has three fisll-time positions: 1) Parks & Recreation Director, 2) Recieation Supervi-
sor, and 3) Youth Center Manager. ‘

The Parks & Recreation Director is responsible for the supervision of the Youth Center Manager and Recreation Supervisor. The
Directot is also directly responsible for park development and management, and Troll Beach, The Director assists the Recreation
Supervisor with recreation programming and special events. The Ditector is also responsible for adiministrative duties involving the
Youth Center such as repotting to the Dane County and grant writing,

The Recreation Supervisor is responsible for recreation programming and special events. This includes supervising scasonal program
supervisors, programming staff, sport officials and scorekeepers, volunteers, and private contractors,

The Youth Center Manager is responsible for the management of the Youth Center. This incudes fundraising, supervising two part-
time Youth Center Assistants, and providing the daily afterschool program that includes providing healthy food, mentoring, and tu-

toring among many activities,

3 Year Staffing Projection — 2021
The Parks & Recreation Depariment currently operates without any office suppott outside of the city hall’s receptionist. This causes

the Director and Recreation Supervisor positions to spend a considerable amount of time on low level tasks such as taking mesting
minutes and answering phone calls. It makes business sense for the Department to have a full-{ime administrative assistant to cover
those tasks. This would allow the Director’s position to focus more on park planning and community engagement and the Recreation
Supervisor to focus more on developing new programning including special eveats and afterschool activities, Both of these func-
tiong have been asked more of lately from the community. Adding this position would be contparable to staffing levels for commini-
ties the size of Stoughton and even in smaller communities such as Monona.

'The anticipated opening for the whitewater park and community center at Mandt Park is 2021, This is due to the encowragement to
apply for the WDNR’s Stewardship Fund Grant in 2018, The grant is awarding in the fall and agencies have two and a half years
from being awarded the grant to complete the project. This would put the project completion in the second half of 2021. To properly
stafT the facility, we would need a full-time staff person to manage the facility. Using Ann Arbor, Ml Parks & Recreation’s facility as
a model, this manager would be at a supervisor level in our organizational hierarchy, This person would supervise two facility coor-
dinators which would be full-time seasonal positions, seasonal front desk staff, volunteers, and private conractors. Based on revenue
generated by Ann Arbor’s park, we anticipate this being an enterprise fund that is self-funded.

The Youth Center would optimally operate with three Youth Center Assistants. The Youth Center building has three floors and with
the current staffing levels it works if the Manager along with the two Assistants are there- one staff member on each floor, However,
when one staff member is out due to illness or vacation, one of the floors needs to be closed so there is proper supervision, With an

additional assistant, a floor would never need to be closed.






3 Year Staffing Projection — 2023

‘We anticipate that the Mandt Park whitewater park and community center would gain in popularity after being open for two fiill sea-
sons. The rental opet ation would be scaled up to the point where it would generate enough revenue to hire a full-time assistant, This
persoit would assist in day-to-day activities at the facility along with program special events such as regional competltlons that

would bring economic impact to the City,

10 Year Staffing Projection — 2028

It is ditficult to project staffing levels needed 10 years from now since leisure trends are so fluid and population growth could
change. Tt is likely that an indoor gym facility may be needed to meet the community’s recreational needs. To staff an indoor gym
facility with four basketball sized courts, banquet hall, and gym facility, it is reasonable to believe that full-time supervisor fevel po-
sition along with a coordinator position would be needed. This comparable to the staffing levels at the Warner Park Community Cen-
ter and the Waunakee Village Center. At that time, it would make sense to have a person responsible for facility maintenance. That
position would be responsible for the maintenance of the Mandt Park facility and the new indoor gym facility, We would be in favor
of a facility design that would cover the operational cost of the facility, .

I am aware of some City Council members’ concerns of adequate staffing levels in regards to park planning. After conversations
with other professionals in the area, I don’t beliove Stoughton will have adequate population growth to employ a full-time employee
that solely works on parks planming. The only parks and recreation agencies in Dane County that have full-time parks planners
would be the City of Madison Parks Division and Dane County Parks, Tt would be in the City’s best interest to contract professional

services for parks planning.

Please give me a call you have any qguestions.

Sincerely,

Dan Glymn .
Parks & Recreation Director






CITY OF STOUGHTON

FINANCE DEPARTMENT
381 Fast Maln Street, Stoughton, Wi, 53589

{608) 873-6677 _avww.elstoughlon. wi.us

January 17, 2018

Amy Jo Gillingham 7
Director of Human Resources and Risk Management

RE: Finance Department Staffing Plan and Needs Assessment Request from the Personnel
Committee

At the November 6, 2017 meeting of the Stoughton Personnel Committee, a request was made
for all city departments to share their anticipated staffing needs for 2020, 2022, and 2027.

The Finance Department does not anticipate increasing our staffing levels through 2027;
however there are actions that are periodically taken by the Council that could affect the level of
staffing required in ordet to complete those directives, With that in mind it is difficult to predict
how those directives might affect staffing for the department.

If you have any questions, please do not hesitate to contact me.






Date:

To:

From:

Re:

STOUGHTON AREA
EMERGENCY MEDICAL SERVICE

381 East Main Street Stoughton, Wisconsin 53589
Non-Emergency §73-6500 EMERGENGY 911

January 16, 2018

Amy Jo Gilllngham
Director of Human Resources and Risk Management

Lisa Schimelpfenig
Director, Stoughton Area EMS

Request from the City of Stoughton Personnel Committee for staffing/needs assessment at
2/5/10 year intervals.

For over thirty-five years, Stoughton Area EMS has maintained emergency medical services to the City of
Stoughton and surrounding areas with a base of Stipand Volunteers and minimal paid staffing. From
Inception to current times, call volume has driven staffing needs from a stipend volunteer staff of 12 in
1976 to over 40 today, The current paid staffing configuration has been in place and unchanged for 11
years, it consists of two,

EMERGENCY MEDICAL TECHNICIANS - VOLUNTEER BASE

There are difficulties projecting staffing needs when utilizing a volunteer base, Some of the factors to

consider:

1.

Availahility of volunteers. Many areas of the state, including our surrounding communities,
stryggle to malintain a full complement of volunteers. A majority have had no choice but to
create full time paid positions to ensure responses to their citizen base especially during day
time hours, In today’s soclo-economic environment, Stoughton Area EMS is very fortunate to
remain staffed with a complete stipend volunteer base. Estimating how long this will be the case
Is problematic. Recruitment and Retention are the number one and number two concerns of an
overwhelming number of EMS systems. The viability of volunteers if further impacted by
training requirements which currently reside at around 400 initial hours.

City expansion. As the City continues to grow, emergency medical responses will increase.
Commercial development will play a critical role In the taxation of Stoughton Area Emergency
Medical Services dependent on what-type of commercial development is decided upon by city
leadership. For example, statistically speaking: in 2017, Skaalen Retirement and Rehabilitation
and Nazareth Health and Rehabilitation utilized SAEMS on 173 occasions/ for approximately 190






residents (this is 91% of the entities population) vs. the general population response of 1473
occasions/18310 residents (this is 9% of the general population).

I'have no hesitation reporting anticipated staffing requirements will remain status quo through
2020. 1 have a little hesitation into the 2022 prediction. i am less confident as we move through
the following years. Unfortunately, there are no Buarantees. In preparation for when this time
arrives, 1 share the following: : '

Afull time paid Emergency Medical Technician scenario would roughly resemble 12 full time
EMT’s and 2 part time EMT’s. There are currently 672 hours in a week that require coverage. At
a pay rate (benefits included) of $23.40/hr, this calculates out to a yearly EMT (responders only)
compensation rate of $817,689.60.

Currently, under the volunteer structure, payroll compensation rates are $120,000 to

$130,000/yr in total.

A secondary scenario brovides for a mixed volunteer/paid staffing matrix. The financial impact
to the city completely hinges on the engagement of the volunteer base at the time the need

arises.

FULL TIME PAID STAFF

Currently, paid staff consists of: 4 full time Director and 1 full time Operations Sbecialist. These
positions are outside of the 911 based EMS responder role. [ see no need for additional staffing
in this area at the 2020 or 2022 benchmarks. As | am unable to predict 10 years out, | cannot

speak to this,
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Memorandum

To: Personnel Committee
From: Chief Greg Leck

Date: 1/31/2018
Re:  Staffing plan and needs assessment request from the Personnel Commitiee

The purpose of this memo is to address the request from the Personnel Committee
regarding staff planning and the needs assessment of the Police Depar: tmem for years 2020, 2022,
and 2027.

We currently have the need to add staff to the existing work force based on case load
and call volume. The department has beéen significantly understaffed for many years. Over the
last seven years we have adjusted the wotk for to maximize the effectiveness of the staff that we
have. We have added positions of a School Resowrce Officer and an additional patrol officer.
We have reallocated supervisory positions to better monitor the work force and to enhance
oversight of operations.

However, we have lost an investigator position as we have moved that position to patrol
because of the need. This has increased the burden on the current two investigators to handle the
growing amount of extensive investigations we have been experiencing. The lack of the third
investigator has resulted in more follow up investigation being done by patrol staff, which in turn
reduces the amount of available time for patrol staff to do such things as traffic enforcement.
Lack of adequate traffic enforcement has a direct correlation to traffic crashes, pedestrian safety,
and quality of life interests for the community.

Our call volume has increased over this time period but more importantly the types and
severity of calls has outpaced the call volune increase. We are handling more mental health
issues and other types of calls that are very labor intensive, These types of calls have become the
norm instead of the exception. I have cited previously that during the PM shift, officers are
routinely going from call to call. Shifis where officers are going call to call have begun to
steadily increase during the day shift as well. Late shift bas also experienced growing needs for
additional officers.

As an example, a recent late shift had four serious calls, where arrests were made in each
in a span of just one hour, We were assisted by Dane County Sheriff and Oregon Police during
this time and they were able to handle these incidents for us, These types of call volumes are
occutring more and more frequently. We are fortunate to have the assistance of these other
departments but that is not always the case because of their own increased call volumes.






January 31, 2018

With the increase of a patrol officer scheduled for 2018, we will still be in the need for a
minimum of two patrol officers and an investigator by 2020. Because of the work schedule of’
six days on and three days off by patrol staff, this means that it takes 1.5 officers to increase one
shift by an officer. Given our need to increase minimums of patrol officers on the PM and Day
shifts to three per day, it requires three officers to increase the 2 shifts.

By 2022, if trends and growth continue, we would need to be at a three patrol officers per
shift assigned minimums (including late shift), With the addition of patrol officers it would be
recommended to increase supervisory staff by a minimum of one addition first-line supervisory
(sergeant) to ensure oversight and review.

At this point with so many variables I would be remiss to even suggest what needs could
be in 2027. So much will be dependent on community growth, crime trends and workload to
even give a best guestimate. Population numbers alone are not a good indicator of what future
needs would be, but National Averages have been approximately 1 officer per 500 population.
However, using National Averages alone is not very reliable.

Hopefully, staff time permitted, the department intends to complete an internal workload
study during 2018. This stady will better reflect actual time needed by staff to complete tasks
and the work force that is need to complete those tasks.

In surmmary, we have identified the below numbers of being reflective of what we see as
staffing needs. Please keep in mind that larger than anticipated community growth or a
demographic change in levels of crime could impact the below numbers significantly.

2018-2022 3 officers & 1 investigator

2022-2024 2 officers & 1 sergeant
2027 Unknown

Y
Respectiully,

Gregory W. Leck
Chief of Police






Date: January 16, 2018

To: Amy lo Glllingham / Director of Human Resources and Risk Management

From: Scott Wegner / Fire Chief
Re: Anticipated staffing needs for the Immediate time period, 2020, 2022 and 2027

The Stoughton Fire Department understands that the Personnel committee made a reguest on
November 6th, 2017 that city departments and leadership team members share what their anticipated
staffing needs would be for 3 years, 5 years and 10 years into the future. In 2017 SFD responded to 373
incidents and has seen approximately 20% increases per year in 911 requests for action over the
previous year(s) SFD has no reason but to believe that 911 requests for fire and rescue services will
continue to increase into the future. Increasingly, SFD is requesting more often mutual aid from
adjacent communities to make-up and provide for a standard response,

Per NFPA 1710 /1720 standards, the way volunteer fire departments train and operate they basically
rely the same set of performance standards that career firefighters operate, with the exception of
staffing requirements. The minimum number of firefighters needed for any type of incident ranges from
12 firefighters for lower hazard events and occupancies to not fewer than 24 firefighters and up to 43
personnel plus 2 chief officers at hazardous events or complex high risk occupancles. The number of
firefighters needed per capita is between 1.4 to 1.9 flrefighters per 1000 population according to the
2008 Fire Protection Handbook . SFD setves an area of about 100 square miles and a population of
approximately 18,000 including the City of Stoughton and all or portions of the towns of Dunkirk, Bunn,

Pleasant Springs and Rutland.

A full complement of firefighters on SFD’s roster would equal 42 members. SFD has been aperating with
less than a full roster of firefighters for at least 3 or 4 years, SFD has been making additional staffing
requests since 2012, Currently SFD still has 2 volunteer firefighter vacancies that it is unable to fill and
has seen a change in the type of applicant. Lately, a majority of the applicants wanting to volunteer for
SFD do not reside or work in Stoughton. Since 2014, SFD has added or replaced 15 members because of
attrition and relocations. Recently SFD added 4 volunteers, with only 2 members already certified as
firefighters. It takes ahout 1 year to train a civillan to be a volunteer firefighter and it takes about 2 years
for that volunteer to be fully capable of knowing what to do as a volunteer firefighter, Approximately
2/3rds of the volunteer firefighters work outside the City and response area during daytime hours. 2 %
personnel work at SFI Monday thru Friday 7:30 am to 4:30 pm. It is known that 7 volunteer firefighters
worlk in or around the city. 3 are not permitted to leave their place of employment during their assigned
shift, 2 are contractors with no guarantee of working in the immediate area every day and 4 of the
normal responders are either retired or of retirement age. SFD also makes 3 firefighter duty crew slots
at $15 per 12 hour shift avallable every day and night in an effort to determine whom is available each
day. Seldom are the duty crew slots ever full.

Response protocals, OSHA requirements and Wi state law dictate that fire departments shall assemble

sufficient number of response personnel befare commencing any emergency actions. Via 911, SFD is
summoned to any variety type of incidents. Our dilemma is that we face staff shortages every day and

at all times.






Minimum staffing requirements for a first due units like Engines and Squads should equal at least 4
personnel per unit. Ladders and trucks usually staff at 5 or 6 personnel recognizing the tasks and work
that needs to be accomplished to minimize loss of life and property. SFD prioritize its actions every day.
Not since 2012 has SFD been able to keep up with required truck and equipment checks and repairs,
records management and prevention inspections in commercial occupancies. The work load in the
station day to day exceeds the capability of the staff and volunteers to safely do thelr jobs. 20 years ago
a full roster was 30 personnel. A typical volunteer firefighter was required to live and work within 2
iles of the fire station and would participate in approximately 100 alarms per year and have between
80% and 100% participation rate over the course of a year. Those same firefighters whom are no longer
required to live or work in the response area today (2017) participating at the same level, only achieve
27.07 percent. In 2017 only 8 firefighters were between 50% and 80%, 6 firefighters over 40%, 4
firefighters over 30% and the balance of the volunteer firefighters between 8% and 29% participation at
incidents. We are proud of what the firefighters do and the firefighters are very good at what they do.

Their availability severely limits SFD response capabilities.

At this time the size and availahility of daytime responders in Stoughton is smaller than most of our peer
departments in the County and southern Wl In the very near future SFD would like to improve its
daytime response capabilities. SFD would like to see at feast 4 responders available especially during
weekday, daytime hours. Additionally SFD would like to increase its volunteer member roster from 42
max ta 50 max volunteers in an effort spread the work SFD is required to do across more responders.
Within 3 years SFD would fike to increase its volunteer roster to 50 volunteers with more emphasis on
week day availability. 1 would also like to discuss with the personnel committee changing how and how
much a volunteer firefighter is compensated. SFD would like to have the commitment from council to
allow SFD to apply for a SAFER grant that could provide some funds for wages for new hires for a
specified time perfad. Al the discussions will require an increase of the SFD budget costs,

Not having a crystal ball to look into the future and not knowing what will be required of emergency
services department like Stoughton Fire Department, SFD does not have an additional staffing plan
request past 3 years in the future. SFD does not have any space in the existing station to house
firefighters 24/7 or allow for student interns. SFD currently has about 10 volunteer firefighters that are
eligible to retire or retire soon because they have achleved their length of service commitments that are
well over 22 years each. These retirements whenever they happen will likely require a replacement
volunteer that will likely have to be trained. Within 10 years or 2027, SFD should have a succession plan
for any existing fulltime staff. it is unknown what the size of that full time staff will be within that 10
year period. No matler how you ook at it, the fire service is the last line of defense when it responds to
any emergency situation. We need staff and/or volunteers to do just that.

Fire Chief Scott R. Wegner
Stoughton Fire Depariment
401 E. Main St.

Stoughton WI. 53589
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Memo

To: City of Stoughton Personnel Committee

From: Cindy MeGlynn — Director, Stoughton Area Senior Center

Re: Request of 3, 5, 10 year staffing estimate

When asked about staffing needs for the Senior Center, the issue that effects our staffing the most is
population. The number of older adults {55 years and ofder) that there are here to serve In the

Stoughton Area.

Currently the most accurate population numbers from the 2010 census show there are:

STOUGHTON

Population Number [Percent
45 to 49 years 1,011 8.0
50 to 54 years 924 7.3
56 to 59 years 802 6.4
60 to 64 years 571 4.5
66 to 69 years 468 3.7
70 to 74 years 298 2.4
76 to 7% years 325 2.6
80 to 84 years 306 24
gg E3,(:,-5“‘5 and 438 35
DUNN

Paopulation NumberPercent
45 to 49 years 468 8.5
60 to b4 years 539 10.9
66 to 59 years 544 | 1.0
60 fo 64 years 484 9.8
B85 to 69 years 333 6.3
70 to 74 years 176 3.6
75 to 79 years 88 1.8
80 o B4 years 72 1.5
gﬁeyrears and 18 0.8

ALBION
Population
45 to 49 years
50 to 54 years
55 to 59 years
60 to 64 years
65 to 69 years
70 to 74 years
76 to 79 years
80 to 84 years

86 years and
over

PLEASANT
SPRINGS

Population

45 to 49 years
60 to 54 years
65 to 59 years
60 to 64 years
65 to 69 years
70 to 74 years
75 to 79 years
80 to 84 years

86 years and
over

Number|
202
184
141
122

78
64
39
29

27

Number
345
342
319
263
185
102

62
45

35

Percent
10.4
9.4
7.2
6.3
3.9
3.3
2.0
1.5

1.4

Percent
10.9
10.8
10.1
8.3
5.8
3.2
2.0
1.4

1.1

DUNKIRK
Population

45 to 49 years
80 to 54 years
85 to 69 years
60 to 64 years
65 to 69 years
70 to 74 years
76 to 79 years
80 {o 84 years

85 years and
over

RUTLAND

Population

46 to 49 years
50 to 54 years
55 to 59 years
60 to G4 years
65 to 69 years
70 to 74 years
76 to 79 years
B0 to 84 years

85 years and
over

NumberlPercent
201 10.3
187 | 9.6
177 | 9.1
137 7.0
112 5.8
76 3.9
43 22
25 1.3

17 0.9
humber{Percent
218 | 1141
230 11.7
224 11.4
145 7.4
92 4.7
52 2.6
44 2.2
27 1.4
20 1.0






While we don’t have population projections for the abaove age ranges, it is safe to say that the
population we serve (55 to over 100 years, plus the family members who care for them) will increase as

the Baby Boomers age. '

As you saw in our 2018 budget request, we currently have the need for additional hours for our
Program/Volunteer Coordinator to bring that position to full time. That is an immediate need for the
Senior Center, as we were denied that request for 2018.

To project into the future 3, 5 and 10 years is dependent as [ said, on population. The numbers above
give you an idea on who is currently living in Stoughton and how those people may age in place. We
certainly can’t project who may move here or what things may change in our community that would
affect our population either positively or negatively. So these are the projections based on what we

lknow of the current area population.

3 years - As mentioned previously, we are in need of increasing our Programming/Volunteer coordinator
position to a full-time position. Trying to plan and organize events and classes for a population range
from 55 — 105 years of age takes a large amount of time and coordination of space. The need for more
staff hours also is needed to address the coordination of more space needs tryingte and collaboration
with others to host Senior Center programs and classes we don’t have the room for any longer.

5 years — | believe in 5 years’ time we will have the need for an additional 20 hours of case management
service. We currently have two full time case managers and one part time (20 hours) case manager to
serve the City of Stoughton. In the past year we have seen more and more complex client situations and
higher need of older adults. In the iater part of 2017, we implemented a waiting list for new referrals.
We are still in a two-week waiting list period for new clients. We hope to have staff caught up with
current client needs and return to no waiting list in a month or so. This tells me that soon we won't be
able to address current need with current staffing for long.

10 years - | helieve that in 10 years we will have the need for a full-time administrative assistant
position at the Senior Center. Currently we are covered by 28 hours of staff in this position. The need for
greater training of a qualified staff person to be at our front desk 40 hours a week and providing
administrative support for staff will reach that level in 2028.






CITY O STOUGHTON RODNEY i. SCHEEL
DEPARTMENT OF DIRECTOR

PLANNING & DEVELOPMENT
381 East Main Street, Stoughton, W1, 53589 i

i, (G0B) 873-6619 www.ci.stouighton.avi.us

Date: January 16, 2018

To: Amy Jo Gillingham |
Human Resources Director |

From: Rodney Scheel
Director of Planning & Development

Re: Department of Planning & Development Staffing Response

You teported that at the November 6, 2017 Personnel Committee, the Committee requested that
Leadership Team members prepare a staffing plan for the next 3, 5, and 10 years for their
respective departments. This represetits a response to that request.

The Department of Planning & Development manages several major areas of responsibilities.
These include, but are not limited to:
¢ Comprehensive Plan Administration including subdivision development
o Zoning Administration including permitting and associated code enforcement
e Major project management (Street Reconstruction, Stormwater projects, Sidewalk
project, City Building projects, etc.) This includes public informational meetings, special
assessments, construction oversight, etc.
Building Inspection including permitting and associated code enforcement
City Building maintenance and repaits through in-house and contracted services
* Stormwater Utility management and stermwater permit management
Economic Development assistance
Snow removal enforcement

¢ & 0 o o

Our department team includes 4.5 Full-time equivalent employees:
Director of Planning & Development

Assistant Planner/Zoning Administrator

Building Inspector

Facilities Maintenance Position

Part-time Administrative Assistant

Recognizing the City’s financial position, our Department has not recently sought to add staff,
but worked hatd to manage the workload with current staff levels. In my opinion, there are arcas
that we are not able to manage certain tasks as well as we would desire. One particular area that






we cannot dedicate as much time is to code enforcement (minimum maintenance, zoning, etc.). 1
anticipate a full-time equivalent position or combination being necessary for this area to be

reinforced in the next 3 years.

As you can appreciate, our workload is affected by development (new subdivisions, rezoning,
redevelopment, and construction) but we are also affected by the major projects the City
spearheads such as street reconstruction projects, new City buildings (i.e. Public Works Facility),
and redevelopment projects. Additionally, our department is affected by Council goals,
mitiatives, or policy changes and changing regulatory agency requirements. For example, we
have recently seen an increase in interest to regulate old buildings. As issues like this evolve, we
will be in a better position to understand if there are iinpacts to our staffing levels.

Retirements will have an impact on our department. Within 3 years, three of four full-time
employees have already or will reach an age where they can consider retirement. Within 10
years, all four full-time employees will have reached an age where they can retire and it is likely
three, and maybe four, will retire within this horizon. As these retirements near, we will evaluate
required department activities and priorities as well as Council priorities to determine if changes

in staffing levels are necessary.

I believe now is an exciting time for Stoughton. The economy is recovering and there is interest
in Stoughton. The potential for redevelopment along the Yahara River continues to materialize.
The City has committed to improving our streets by funding reconstruction efforts, Our
department continues to stand ready to serve the community with a slim staff level, but
-acknowledge there are needs now and into the future that will require moderate staff level
changes that will be dependent on the actions of the Common Council.

If you have any questions, please let me know.

H:ABmployee Staffing Memo to Personnel Committee.docx






== The heart of our community.

Date: January 9, 2018

To: Amy Jo Gillingham, Director of Human Resources and Risk Management

From: Richard Macbonald, Library Director

Subject: Stoughton Public Library future staffing needs request from Stoughton
Personnel Commitiee

At the Movember 6, 2017 meeting of the Stoughton Personnel Committiee, a
request was made for all City departments to share their anticipated staffing
needs for three, five, and ten years in the future.

Full-Time vs. Part-Time
The Library currently has five full-time employees, one of which is a non-.
supervisory position. There is also a supervisory position which is only 30 hours

per week,

The non-supervisory full-time employee works 20 hours a week in one Library
department and 20 hours a week in another Library department. When this
person retires either fully or partially, this full-time position should be
replaced with two part-time employees. This will enable greater staffing
flexibility since the needs of the two Library departments often overlap causing

scheduling challenges.

When we make this change, the full-time position should be given to the
supervisor who is currently 30 hours per week, the Circulation Supervisor. Most
libraries, even those much smaller than Stoughton’s, have a fuli-time
Circulation Supervisor, but our present Circulation Supervisor is a 30 hour per
week position. We may be able to make this change within five to ten years.

Youth Services

Questions to consider for Library Youth Services staff projections:

o What is Stoughton’s projected population growth for the next decade?

o Does Stoughton plan to offer more 4K programs, and will there be new
daycares, preschools, or aftercare facilities opening?

o Are there plans to create any new K-12 facilities such as a magnet school or
vocational-technical school? Or news of any new private schools coming to

the area?

EDUCATE, ENRICH, EMPOWER, ENGAGE






If the answer to any of these is yes, then additional Youth Services staff will be
needed in five to ten years.

In the meantime, there is a need now for four additional hours for the part-

youth services librarian. This would enable the Library to: :

o Offer additional programs-such as baby story times.

o Allow the full-time Youth Services librarian more time to dedicate to in-
house programs and outreach

o Enable the full-time Youth Services librarian to meet the requests for
additional outreach visits from Stoughton 4K programs, daycares, and

preschools .
o Allow more time for special crafts, bulletin boards, displays, and all the

other wonderful creative work that makes our library unique and special.
o Bring this staff member in line with the hours per week allocated for part-

time Adult Services librarians.

Library outreach and Library programming will remain vital and grow in
popularity and need. With more staff hours we can provide more outreach and

strengthen bonds with the Stoughton schools.

Teen Services
For the short term — the initial success of the Library’s pilot, grant-funded Teen

Intern program shows that this is something worth continuing. The cost for this
program is approximately $8,500 per year. The pilot program is being funded by
the Bryant Foundation for the fall of 2017 through the spring of 2018. A
request for funding of $4,250 for the fall of 2018 was not approved for the

2018 budget,

The most important components of teen services are TIME and SPACE. Library
staff needs to spend TIME with the teens and be in their SPACE greeting them,
learning their names, interacting with them, and inviting them to programs.

With a teen services staff person or intern, we would have someone dedicated
to teen programming, outreach, collection development, and to help staff the

adult services desk

For the longer term — if the Teen Intern program continues to be successful and
continues to increase the number of teens using the Library, a 20 hours a week,
part-time position should be considered.

EDUCATE, ENRICH, EMPOWER, ENGAGE






Adult Services

Questions to consider for Library Aduilt Services staff projections:

o A What is Stoughton’s projected population growth for the next decade?

o Are there new programs or services that the community, City Council,
Mayor, or Library Board would like to see offered?

o What needs are changing? For example, is there a greater need for
assistance with technology, English as a second language, lHteracy, learning

about community resources?

For Five Years from Now
A new 10-hour per week position that would allow us to continue offering

excellent customer service, while expanding our program and service offerings.

For example, with current staffing levels we must rearrange the schedule for
the week or request a substitute in order to offer evening programs such as
hook discussions and the well-attended Adult Craft Club and also keep the
Adult Services desk staffed. A new staff member with a flexible schedule would
allow us to more easily offer existing programs, design new events, and to
better publicize library offerings.

Depending upon City growth, moving one of the part-time positions to full-time
would allow a the presentation of new outreach activities for adults in
Stoughton as well helping with in-house customer service needs.

Library Administration
The present Administrative Assistant is an 18 hours a week position. This needs

to be increased to 20 hours a week as soon as possible.

Summation
The Library is currently understaffed. The Administrative Assistant position

should be 20 hours a week; four additional hours should be added for the part-
time Youth Services librarian; and the teen intern position needs to be funded,

If Stoughton continues to grow, in order to continue to meet the needs of our
community the Library will need to add additional staff and additional hours
for some existing staff. This will allow us to continue our tradition of excellent
customer service within the Library, and also us enable us to continue to
expand our reach beyond the walls.

EDUCATE, ENRICH, EMPOWER, ENGAGE






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.ug

January 4, 2018

The Personnel Committee requested that the Leadership Team prepare a staffing plan for the next 3, 5, and 10
years. Below is my response to that request.

The Human Resources and Risk Management Dspariment is responsible for all Human Resources and Risk
Management duties, which is listed below. Please note this is not an all-inclusive list, it Is a short representation of

our responsibilities.

Human Resources:

VYVVVVYVVYVYVYY VY

Hiring, development, discipline, terminations, retirements

Recruitment- schedule interviews, participate on interview panels, assist with decision making for hiring,
generate employment offer letters, generate rejection letters for all applicants

Position Descriptions- updates and development

Compensation- development of strategy, pay levels

Palicy and Procedures- write, update,

Work Rules- update and maintain

Provides HR Support to all departments

Benefits negotiations, secure henefits

Benefit and new hire orientations

Enroliments, changes and systems- update carrier and city systems

Maintain employee personnel and medical files

Police and Fire Commission- asslst with Hiring, Firing and Discipline- City employee

Provide guidance and assistance to departments regarding employee questions, concerns and discipline

Risk Management

VVYVVVYVVVYYVYY

Insurance policy review and securs policies for the City

Manage liability claims with both the carrier and claimant

Manage worker's compensation claims with both carrier and employee

Head up Investigation and injury reviews for WG Claims

Work with carrier (GVMIC) and Leadership to develop the annual Work Plan
Maintain SDS Binders '

Maintain Insurance Policies

Review and secure policies as needed for projects and contractors

Liaison between City and carriers for securing insurances, updating policies, COP's
Review contracts on behalf of the city for language and insurance compliance

AlOG H:memos,3,5,10 year plan






Staffing of Human Resources & Risk Management

> Gini Skarda- HR/RM Generalist
o Focused mainly on the administrative duties within the department

» Al Gillingham- Director of HR & Risk Management

Each year when | am asked fo prepare my department's budget, the directive is that the budget is stagnant.
Therefore, any opportunity for department growth to support the workload or needs of the department is denied. In
order for the Human Resources and Risk Management to be able to handle the existing workload, two things need fo

OCCUr,

#1 HR/RM is focused on HR/RM tasks, not handling duties that fall within other’s position descriptions. This is
has been addressed.  As previously discussed with the Mayor and Personnel, HR needs fo be able to
focus on HR, not dufies that others are more efficient and trained to do. The duties do not fall within the HR
Position Descriptions and need to be moved before any progress can be made on non-day to day

responsibilities.

#2 If the duties are moved fo the appropriate department, we should be able to begin to start catching up once
the transfer of duties occurs. As requested in the 2018 budget, a part-time administrative LTE would be
instrumental in helping us get to a point that we could begin working on projects such as the Work Rules,

Compensation Study efc.....

A Human Resources Department is staffed based on a 1 to 100 ratio. Keep in mind, we DO NOT handle only HR.
We also are responsible for alt aspects of Risk Management. In the 1 to 100 ratio the Director is typically not
included. Itis 1to 100 HR Generalists. With that being said, there are many other factors that play info our staffing.
The staffing needs of each department affect the workload in HR. The Recreation Department and Public Works
employ the most LTE's and seasonals. Each employee has fo be hired, entered into the system and orientated.
Therefore, the number of employees being hired drives the workload in HR as well as compliance requirements.

Other factors: The City of Stoughton has an aging workforce, the unemployment rate is low, so employees are
leaving for better opportunities which increases our recruiting numbers. in regards fo compensation and henefits if
not competitive we will lose staff to the competition. When recruiting becomes competitive fike this, it not only
increases the number of open positions but it consumes much more time for the recruiter as recruiting efforts are
much more difficult and afl terminations must be input info all benefit systems and payroll. This is manual labor

intensive.

All staffing recommendations are just estimates as [ do not know what the growth patterns, number of terminations,
retirement and projects along with other tasks that HR/RM may take on.

Immediate Need: Add one additional part-ime administrative staff member to help with basic data entry and filing.

Three Year Plan: Add one additional Full-time staff at the Generalist level plus the part-time adm[nlstrative assistant
from the immediate need request.

Five Year Plan:  Depending upon technology used in HR and RM, we may be able to handle the workload with the
existing staff, provided there are no major increases in hiring due to employees leaving,
onboarding and new posifions approved as well as no major changes with RM.

AJOG H:memos, 3,5,10 year plan






Ten Year Plan: | would anticipate if the City continues to grow and services are expanded, HR/RM would need to
grow with respective numbers. Again, | would first look to efficiencies and technology before
making the recommendation to add headcount.” If needed, | would balance the request belween
Administrative and Generalist headcount. Looking for the most efficient and cost effective means

to handle the workioad.

In summary, the most impott factor for the HR/RM Department is the use of our assets (HR/RM) employees and
utilization of technology to be efficient. The HR/RM Department is excited to be a part of the Cily and to add
services that will ensure that we are hiring and retaining quality staff and are compliant with HR and RM laws, rules
and regulations. There are many variables that affect the staffing levels and workload within the department.

Dapending on the outcomes of the varlables, the staffing may need to adjust.

Thank you for your time and consideration. Should you have any questions, please do not hesitate fo contact me.

AJOG H:memos,3,5,10 year plan






CITY OF STOUGHTON ‘ JOHN T. MONTGOMERY

DEPARTMENT OF IT AND MEDIA SERVICES DIRECTOR
321 S. Fourth Street jmontgomery@cl.stoughton.wi.us

Stoughton, Wi 53589

February 2, 2018

The Personnel Committee has requested the Leadership Team prepare a staffing plan for the next 3, 5,
and 10 years. Below is my response to that request,

The IT/Media Department is responsible for all technology refated devices, applications and related user
experiences. Technology covers workstations, telecommunications software and hardware
maintenance, updates and upgrades which in part are listed below,

Information Technology:

Network infrastructure ~ monitor and update
Server creation and

PC’'s—replace as needed

Vendor relationships and contract negotiation
Tele/data — maintenance and connectivity
City Department support

VYVYVYVY

Media Services

Government media coverage

Community media coverage — this includes sporting events and community events as requested
WSTO televised and on demand broadcasts

Media duplication and transfer services

MVR camera instailation and maintenance throughout City buildings

YVVVY






Staffing of IT (Information Tech nology} and Media Services
> Derek Westby ~ Media Manager and IT Support
» JT Montgomery — Director of IT and Media Services
»  Various part-time employees

As a Department Head, each year we are asked to prepare departmental budgets. Budget limitation do
not appear to take into consideration staffing needs or requirements. When comparing hours
limitations when with dollars to events we have had to reduce camera coverage and in some cases in
2017, no event coverage. Competitive hourly wage does impact the ability to increase our resource
pool.

With the addition of the Director of IT and Media services in 2017, City staffis relying on our expertise
not only for day to day needs but also assistance with gaining a better understa nding of the technology
they use. City network devices and workstations are having more preventative maintenance services
performed and with the services our department provides there is a response time issue. Currently
Derek Westby is continuing to gain IT knowledge and experience which does help in daily requests but
this takes him away from his Media responsibilities. In the IT industry there is typically a 1:50 ratio. If
we were to move closer to that ratio we could operate in @ mode that is more proactive than reactive,

Staffing needs are just estimates. As new technology and methods are introduced to city staff and
integrated into our infrastructure, tasks should become more efficient but that technology also needs to
be managed.

immediate Need: WSTO did not replace a 38 hrs/per pay period individual but filled it with a
20/hrs per pay period, Adding 38/hrs per pay period would allow an increase in
the work force pool as well as free Derek to more effectively work between
Media and IT.

Three Year Plan: If the department was able to satisfy the immediate staffing needs, this shouid
carry us forward through the three years. However if City network users
increase or additional responsibilities were to be added on to the work load, the
forecast would not be accurate.

Five Year Plan: As City resources and staffing grow, so will the needs of the technology those
departments will reply on. | would anticipate between years three and four the
IT Media Services Department will again review staffing requirements and
workflow,

Ten Year Plan: | believe as our City grows each department will rely on technology to meet
their expanded needs. Technology changes very rapidly in hardware and to
slower degree, software. We continue to monitor these advances to evaluate
how they can deliver a positive impact to the users we serve, With that, we will
continue to review our human assets and make any needed recommendations,

Should you have any questions please reach out to me and | will assist in any way possible.







Authorizing and directing the proper city official(s) to update the City of Stoughton Work Rules to
include the Police Sergeants.

Committee Action:  personnel Committee approved the updated work rules 4-0

File Number; R-58-2015 , Date Introduced: April 14, 2015
Date Reintroduced;  October 27, 2015

WHEREAS the Personnel Committee has received the recommended changes in the City of Stoughton
Work Rules to include the Police Sergeants.

WHEREAS, the Personnel Committee met on April 6, 2015, to consider the recommendation for
updating the City of Stoughton Work Rules to include the Police Sergents and recommend approval;
now therefore

BE IT RESOLVED that the Common Council of the City of Stoughton approves the changes to the
City of Work Rules for the Police Sergeants,

Council Action: Adopted Kailed Vote

Mayoral Action: [::I Accept l:l Veto

Donna Olson, Mayor | Date







Accrued Sick Leave Credit for Retiring Employee

All full-time employees who actually retire from City service and apply (within 60 days of
last day paid) for a retirement annuity from the Wisconsin Retirement System, which
annuity must exceed $10.00 per month, shall have their sick leave credits, up to 130
days (at the time of their retirement) converted to a monetary value (hours of credit
times normal hourly rate of pay received immediately prior to retirement).

Forty-five (45) days of accrued sick leave will be paid out as a lump sum payment upon
death or retirement as defined above. Such forty-five days shall be applied against the
130 day cap. The remaining balance of up to 85 accrued sick days will be transferred to
a Retiree Health Savings Plan.

Lieutenants and Sergeants: Section 6. Accrued Sick Leave Credit for Retiring Employee.
All full-time employees who actually retire from City service and apply (within 60 days of
last day paid) for a retirement annuity from the Wisconsin Retirement System, which
annuity must exceed $10.00 per month, shall have their sick leave credits up to one
thousand two _hundred fifty (1250) hours (at the time of their retirement) converted to a
monetary value (hours of credit times normal hourly rate of pay received immediately prior
to retirement) and transferred to a Retiree Health Reimbursement Plan, Any amount of
sick leave credits in_excess of one thousand two hundred fifty (1250) hours shall be
converted to a monetary value at the rate of fifty percent (50%), which amount shall also
be transferred to a Retiree Health Reimbursement Plan.

There is no other payment of accrued but unused sick leave.

Accrued Sick Leave Credit for Surviving Spouse

In the event that an employee dies during the course of his employment and is survived
by a spouse, their accrued sick leave credits, up to 130 days, at the time of death, shall
be converted to a monetary value (hours of credit times normal hourly rate of pay
received immediately prior to death) which shall be available toward the payment of
health insurance premiums for the surviving spouse. In the event that the retired
employee shall precede his spouse in death and there remains at that time to his credit
a balance, such balance shall be used to purchase health insurance for the surviving
spouse so long as the spouse is alive and there remains a balance in the fund, or,
should the spouse not elect to continue his/her coverage, paid monthly to the spouse in
an amount equal to the applicable monthly health insurance premium.






Accrued Sick Leave Credit for Retiring Employee

All full-time employees who actually retire from City service and apply (within 60 days of
last day paid) for a retirement annuity from the Wisconsin Retirement System, which
annuity must exceed $10.00 per month, shall have their sick leave credits, up to 130
days (at the time of their retirement) converted to a monetary value (hours of credit
times normal hourly rate of pay received immediately prior to retirement).

Forty-five (45) days of accrued sick leave will be paid out as a lump sum payment upon
death or retirement as defined above. Such forty-five days shall be applied against the
130 day cap. The remaining balance of up to 85 accrued sick days will be transferred to
a Retiree Health Savings Plan.

Lieutenants and Sergeants: Section 6. Accrued Sick Leave Credit for Retiring Employee.
All full-time employees who actually retire from City service and apply (within 60 days of
last day paid) for a retirement annuity from the Wisconsin Retirement System, which
annuity must exceed $10.00 per month, shall have their sick leave credits up to one
thousand two hundred fifty (1250) hours (at the time of their retirement) converted to a
monetary value (hours of credit times normal hourly rate of pay received immediately prior
to retirement) and transferred to a Retiree Health Reimbursement Plan, Any amount of
sick leave credits in excess of one thousand two hundred fifty (1250) hours shall be
converted to a monetary value at the rate of fifty percent (50%), which amount shall also
be transferred to a Retiree Health Reimbursement Plan.

There is no other payment of accrued but unused sick leave.

Accrued Sick Leave Credit for Surviving Spouse

In the event that an employee dies during the course of his employment and is survived
by a spouse, their accrued sick leave credits, up to 130 days, at the time of death, shall
be converted to a monetary value (hours of credit times normal hourly rate of pay
received immediately prior to death) which shall be available toward the payment of
health insurance premiums for the surviving spouse. In the event that the retired
employee shall precede his spouse in death and there remains at that time to his credit
a balance, such balance shall be used to purchase health insurance for the surviving
spouse so long as the spouse is alive and there remains a balance in the fund, or,
should the spouse not elect to continue his/her coverage, paid monthly to the spouse in
an amount equal to the applicable monthly health insurance premium.






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

February 2, 2018

To: Personnel Committee

Re:  Outsourced Payroll

Per your directive | have contacted two companies that provide outsourced payroll services. Our Payroll
Software Vendor does not provide outsourced payroll services. Therefore, | am meeting with two payroll
vendor’s, one local and one national with a local presence. Below is the process that | will be following for the
initial meetings and next steps.

¢+ Meeting with the companies to discuss their services and see if they are able to utilize our Payroll System or
if they would require us to move to their system.
o Discuss basic services
o Determine if we would even be a consideration as a client due to our reporting requirements
o Discuss other client they have as references: any other municipalities or counties as clients
o Give basic overview of our process from timesheets thru payroll (Utilities and City)
« If we are a client to be considered, | will setup a meeting with Leadership stakeholders and the Payroll
provider to explore our process in depth so we can receive an accurate quote and process overview.
+» Review quote and process to see if it fits into the Cities process.
o Are there efficiency gains?
o Are there cost savings?
o Does the process cause re-work
o Does the process streamline our existing processes
o Pro'sand Con’s
«¢+ | will prepare an overview for presentation to Personnel






CITY OF STOUGHTON
HIRING POLICY
Full-time, City Clerk,- and regular part-time positions
(Does not include Leadership)

Recruiting for an existing vacant, soon to be vacant non-leadership position: Initiated by
Leadership for their specific department. Leadership completes the Request for Personnel Form
and sends it to the Human Resources and Risk Management Director and the Mayor. The
Leadership member will provide a recommendation to fill or not fill the position on the Request
Form.

Request by Leadership to fill the position: The Leadership member will review the position description and
see if changes or updates are necessary. If there are changes requested, the changes will be sent
along with the Request for Personnel Form to the Mayor and Director of Human Resources & Risk
Management.

The Mayor determines if the position is approved to be filled if there are no changes to the position and or
position description

If denied: The Mayor will contact the Leadership member and the Director of Human
Resources & Risk Management to let them know that the position is not being filled.

Right to appeal: If the Mayor’s approval is not received Leadership may appeal the
request to the Personnel Committee.

If approved to be filled-no changes to position description: The Mayor will contact Human
Resources to start the recruiting process.

If approved to be filled- with changes requested for the position description: The Director of
Human Resources & Risk Management will add the item to the next Personnel Committee
Agenda.

The Personnel Committee will meet to discuss the proposed position or positon description
changes.

If position description changes are denied: The Mayor, HR/RM Director and the Leadership
member for the Department will meet to discuss next steps and review the directive, if any from
Personnel.

If position description changes are approved by Personnel: If the Personnel Committee votes
to move the changes forward, the position description along with the recommended changes, would then
be presented to the City Council for approval.

Council Approved 06-13-2017





Creating a new non-leadership position:

Request for a new position requires the advice of the Mayor and recommendation from
Personnel Committee to go to Council for final approval. The Director of Human Resources & Risk
Management will add the request for a new position to the next Personnel Committee Agenda.
The Personnel Committee will be provided with a Job Title, Position Description and
recommended pay range as determined by the Springsted Position Analysis Questionnaire.

If denied by the Personnel Committee: no action will be taken

If approved by the Personnel Committee: The Director of Human Resources & Risk
Management will forward the request to Council. The Council will be provided with the
resolution a Job Title, Position Description and recommended pay range as determined by the
Springsted Position Analysis Questionnaire process by the Human Resources and Risk
Management Director.

Police (excluding dispatchers) and/or Fire Department positions are recruited with the
approval of the Police and Fire Commission. There is no Personnel Committee involvement,
unless a new position is created. The Director of Human Resources & Risk Management
or designee will participate in the interview process and handle the background check and
all other requirements for hiring.

Posting of the positions (new or replacement) internal and external will occur concurrently.
The posting will take place on the City’s Website and other advertising options such as
websites and/or newspaper.

All applications shall be submitted to the Human Resources & Risk Management for review.
The Director of HR & RM will forward and review the applications with the Mayor and
designees, if applicable, to determine which candidates will be interviewed.

The Interview Panel will interview up to five (5) candidates. Following the interview the
panel will discuss the candidates and determine if a second round of interviews are needed
of if they have a recommendation for hire.

Final applicant or applicants for all positions are screened by Human Resources including:
background check, drug/alcohol screening, physicals, reference verification and any other
screening of testing that is deemed necessary for the position.

Human Resources will send a contingent offer of employment to the candidate. The offer will
include the position title, compensation, status along with the start date and time. Orientation of
the new employee will be conducted by the Human Resources. The Orientation will include the
required new hire paperwork. The Work Rules and Safety Rules will be distributed to the
new employee and reviewed with the employee by the Leadership member for the Department or
the immediate supervisor. Specific safety rules, all work rules and department specific
polices will be reviewed and discussed with the Supervisor or Leadership.

Council Approved 06-13-2017





Recruiting for an existing vacant, soon to be vacant City Clerk position:

Initiated by Leadership for their specific department. Leadership completes the “Request for Personnel
Form and sends it to the Human Resources and Risk Management Director and the Mayor. The
Leadership member will provide a recommendation to fill or not fill the position on the Request Form.

Stoughton Municipal Code Re: City Clerk:
DIVISION 5. - CLERK

Sec. 2-186. - Office.

The city clerk shall be appointed by the mayor subject to eligibility certification by the interview
panel as outlined in the Hiring Policy—Department Heads and to city council confirmation and
shall hold office for an indefinite term after one (1) years’ probation subject to removal as
provided in 817.12(1)(c), Wis. Stats. He/she shall perform the duties of his/her office as
outlined in 862.09(11) Wis. Stats. The city clerk shall be under the direct supervision of the
mayor or whomever the mayor delegates this responsibility in writing.

(Code 1986, § 1.05(2)(a); Ord. No. 0-22-03, § 1(a), 5-27-2003; Ord. No. 0-32-03, § 1(a), 8-12-
2003)

Sec. 2-187. - Appointment.

Prior to any appointment as city clerk, all candidates shall be evaluated by the interview panel
as outlined in the Hiring Policy—Department Heads. Each candidate shall file a written
application setting forth in detail his/her education, experience and qualification for the position.

The interview panel may provide for additional tests to ascertain the fithess of the individual
candidates. The interview panel shall certify the top applicant to the mayor along with a list of
the remaining applicants in prioritized order. The mayor will offer the position to the top
applicant, and upon acceptance, will forward the interview panel's recommendation to council
for confirmation.

(Code 1986, 8§ 1.05(2)(b); Ord. No. 0-22-03, 8 1(b), 5-27-2003; Ord. No. 0-32-03, 8§ 1(b), 8-12-
2003)

Council Approved 06-13-2017






CITY OF STOUGHTON
HIRING POLICY
Full-time, City Clerk, and regular part-time positions
(Does not include Leadership)

Recruiting for an existing vacant, soon to be vacant non-leadership position: Initiated by
Leadership for their specific department. Leadership completes the Request for Personnel Form
and sends it to the Human Resources and Risk Management Director and the Mayor. The
Leadership member will provide a recommendation to fill or not fill the position on the Request
Form.

Request by Leadership to fill the position: The Leadership member will review the position description and
see if changes or updates are necessary. If there are changes requested, the changes will be sent
along with the Request for Personnel Form to the Mayor and Director of Human Resources & Risk
Management.

The Mayor determines if the position is approved to be filled if there are no changes to the position and or
position description

If denied: The Mayor will contact the Leadership member and the Director of Human
Resources & Risk Management to let them know that the position is not being filled.

Right to appeal: If the Mayor’s approval is not received Leadership may appeal the
request to the Personnel Committee.

If approved to be filled-no changes to position description: The Mayor will contact Human
Resources to start the recruiting process.

If approved to be filled- with changes requested for the position description: The Director of
Human Resources & Risk Management will add the item to the next Personnel Committee
Agenda.

The Personnel Committee will meet to discuss the proposed position or positon description
changes.

If position description changes are denied: The Mayor, HR/RM Director and the Leadership
member for the Department will meet to discuss next steps and review the directive, if any from
Personnel.

If position description changes are approved by Personnel: If the Personnel Committee votes
to move the changes forward, the position description along with the recommended changes, would then
be presented to the City Council for approval.

Council Approved 06-13-2017





Creating a new non-leadership position:

Request for a new position requires the advice of the Mayor and recommendation from
Personnel Committee to go to Council for final approval. The Director of Human Resources & Risk
Management will add the request for a new position to the next Personnel Committee Agenda.
The Personnel Committee will be provided with a Job Title, Position Description and
recommended pay range as determined by the Springsted Position Analysis Questionnaire.

If denied by the Personnel Committee: no action will be taken

If approved by the Personnel Committee: The Director of Human Resources & Risk
Management will forward the request to Council. The Council will be provided with the
resolution a Job Title, Position Description and recommended pay range as determined by the
Springsted Position Analysis Questionnaire process by the Human Resources and Risk
Management Director.

Police (excluding dispatchers) and/or Fire Department positions are recruited with the
approval of the Police and Fire Commission. There is no Personnel Committee involvement,
unless a new position is created. The Director of Human Resources & Risk Management
or designee will participate in the interview process and handle the background check and
all other requirements for hiring.

Posting of the positions (new or replacement) internal and external will occur concurrently.
The posting will take place on the City’s Website and other advertising options such as
websites and/or newspaper.

All applications shall be submitted to the Human Resources & Risk Management for review.
The Director of HR & RM will forward and review the applications with the Mayor and
designees, if applicable, to determine which candidates will be interviewed.

The Interview Panel will interview up to five (5) candidates. Following the interview the
panel will discuss the candidates and determine if a second round of interviews are needed
of if they have a recommendation for hire.

Final applicant or applicants for all positions are screened by Human Resources including:
background check, drug/alcohol screening, physicals, reference verification and any other
screening of testing that is deemed necessary for the position.

Human Resources will send a contingent offer of employment to the candidate. The offer will
include the position title, compensation, status along with the start date and time. Orientation of
the new employee will be conducted by the Human Resources. The Orientation will include the
required new hire paperwork. The Work Rules and Safety Rules will be distributed to the
new employee and reviewed with the employee by the Leadership member for the Department or
the immediate supervisor. Specific safety rules, all work rules and department specific
polices will be reviewed and discussed with the Supervisor or Leadership.

Council Approved 06-13-2017





Recruiting for an existing vacant, soon to be vacant City Clerk position:

Initiated by Leadership for their specific department. Leadership completes the “Request for Personnel”
Form and sends it to the Human Resources and Risk Management Director and the Mayor. The
Leadership member will provide a recommendation to fill or not fill the position on the Request Form.

Stoughton Municipal Code Re: City Clerk:
DIVISION 5. - CLERK

Sec. 2-186. - Office.

The city clerk shall be appointed by the mayor subject to eligibility certification by the interview
panel as outlined in the Hiring Policy—Department Heads and to city council confirmation and
shall hold office for an indefinite term after one (1) years’ probation subject to removal as
provided in 817.12(1)(c), Wis. Stats. He/she shall perform the duties of his/her office as
outlined in 862.09(11) Wis. Stats. The city clerk shall be under the direct supervision of the
mayor or whomever the mayor delegates this responsibility in writing.

(Code 1986, § 1.05(2)(a); Ord. No. 0-22-03, § 1(a), 5-27-2003; Ord. No. 0-32-03, § 1(a), 8-12-
2003)

Sec. 2-187. - Appointment.

Prior to any appointment as city clerk, all candidates shall be evaluated by the interview panel
as outlined in the Hiring Policy—Department Heads. Each candidate shall file a written
application setting forth in detail his/her education, experience and qualification for the position.
The interview panel may provide for additional tests to ascertain the fitness of the individual
candidates. The interview panel shall certify the top applicant to the mayor along with a list of
the remaining applicants in prioritized order. The mayor will offer the position to the top
applicant, and upon acceptance, will forward the interview panel's recommendation to council
for confirmation.

(Code 1986, § 1.05(2)(b); Ord. No. 0-22-03, § 1(b), 5-27-2003; Ord. No. 0-32-03, § 1(b), 8-12-
2003)

Council Approved 06-13-2017






Stoughton Utilities

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

Serving Electric, Water & Wastewater Since 1886

Date: January 9, 2018
To: Stoughton Utilities Committee
From: Robert P. Kardasz, P.E.

Stoughton Utilities Director

Subject: Proposed position description for Utilities Water System Supervisor

This proposed Utilities Water Division Supervisor position description is a replacement for the
existing position that was not refilled following a May 2013 retirement. Since that time, these
duties and responsibilities have been overseen and conducted by the Utilities Operations

Superintendent.

Federal and state regulations from the Safe Drinking Water Act related to water distribution
systems and drinking water quality continue to be added and modified, and the City of Stoughton
continues to grow, with new infrastructure being installed and aging infrastructure updated. As
such, it is proposed that now is the time to restore a dedicated Water System Supervisor position
reporting to the Utilities Operations Superintendent, with oversight of water division personnel
and operations. 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.

The current position description was last reviewed in 2004, and the proposed modifications reflect
organizational and technological changes since that time, along with advancements in the industry
and regulatory agencies.

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.

Encl.






City of Stoughton
Position Description

Name: Department: Stoughton Utilities
Title: Water System Supervisor Pay Grade: FLSA: N
Date: February, 200418 Reports To: Utilities DireetorOperations

Superintendent

Purpose of Position
The purpose of this position is to supervise, directdZessee, 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 aﬂdﬁﬁeet&the operatlon and maintenance of the water utlhty pumpmg, sto1 age and distribution
system; en SNE epulatory—agen g - pe ~—provides
recommendatlons and ass1sts wnh the coo1d1nat10n and 1mplementat10n of water pumpmg 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
uperades 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 correct chlorine
and fluoride residuals. Coordinates and monitors annual lead and copper sampling programs.

e Coordinates the activities of Water System-Division personnel;-. Eestablishes and maintains productivity
reports; prepares and assigns work orders; schedules tasks as requned conducts performance
evaluations; coordinates introductory and continuing training programs.; reviews and recommends the
approval of time sheets,; schedules and recommends the approval of employee overtimevacation;and-siek

leave, etc.

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

e Assists with the preparation and—menitersof the water utility annual budget_and 20-year capital
improvement plan. Monitors annual expenditures for compliance with approved budgets and plans.

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






Water System Supervisor

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

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

e  Maintains records and prepares reports as required.

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

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

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

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

e Ensures that all safety standards are met by water utility personnel, and complies with all Stoughton

Munieipal-Utilities Safety Programs.

R acommends-and-imelementsnew methad

®  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.

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

e Performs other Stoughton Utilities tasks for electric, water, and wastewater operations as directed.

e Performs routine vehicle maintenance.

e  Agssists with all utility operations as required.






Water System Supervisor

Minimum Training and Experience Required to Perform Essential Job Functions

® e v aterpuyba
o D™

c
2ence EH(\‘]]AIHI\' oLUBArLIOOELL avnariance s ORNAL Fa¥as k| O"lr\

Hee;—HCruams—Supelviout €xpeniinct—or—an COoThaaor

. . . g, .
adnecation_and-experienee that neravidec anuivalent lnaudedoe cleille _and abilities and reaired
soaooatiorm ana Ul\l_lvl TOTITUC ITuL PIU" vy \-'Liul.!'ul\dlll- oy IUMEU, nJl\IllJ, TITO aUTTITOIN Ty o IU\.lUllUu
W DADR _anerator-certification—torthe Qinnahian waternvotlcs Commercial deiver’c licence with
YY I 7T YrYX UIJN/I o oIt TmoarroTTT 1Yl AR A~ UL\JubllLUll ALZ12ZRAAT AR AT 1] oo reTar v or O Ioeitagw ¥y ol

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

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

e 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

e Ability to comprehend and interpret a variety of documents including lab reports;; water-main-plansand

i ions- Wisconsin Department of Natural Resources (WDNR)DNR- and Wisconsin Public service

commission (WPSC) reports;—, rules, and regulations; time sheets;; well readingss continuing property
records for hydrants-recerds, valves-records, services, and mete _reeords:; inventory records, reservoir and
tower level charts;; operational maintenance manuals;; engineeringteports-training manuals:; statue-state
statutes and local ordinances:; regulatory-ageney-reqirements; policy and procedure manuals;; efc.

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

e 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.

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

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

o Ability to communicate effectively with Utility management and personnel, other City departments,
i i s law enforcement personnel, sales representatives, contractors,

El
engineering consultants, insurance company representatives, and others verbally and in writing.

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

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





Water System Supervisor

e 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

o 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.

e Ability to repair complex equipment and machinery.

e Ability to operate a variety of water utility testing, metering, and maintenance equipment,

e Ability to operate a variety of office equipment including personal computing deviceser, telephone, etc.

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

e 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. .— = i
; Yres Ao ~u)2«§\1u@ P
=—Ability to recognize and identify degrees of similarities #hd differences between characteristics of color,
sound, taste, texture, and odor associated with job-related objects, materials, and ingredients. AcbHin—to

push—pullifrand-carry objects-weighingup-to-100-pounds:
e Ability-toclimbin-and-eut-oftrenches-and-cary-heavy-objeets
Supervisory Skills
o  Ability to assign, supervise, and review the work of others.

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

Environmental Adaptability
® Ablllty to work effectlvely inan off' ice envir onment aﬂel-as well as at utlhty constructlon sites wﬁh%equem

Hﬂdengeuﬂd—elee‘eﬁ-c—l-mes—under moderatelv unsafe and uncomfortable condmons 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.
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