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 /Time: Wednesday, March 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 February 5, 2017 Personnel Committee meeting minutes
3 Communications
4 Discussion and possible action regarding Police Retirement / Sick Time
5 Discussion regarding structure options for City Clerk position
6 Discussion regarding Utilities Water System Supervisor position description
7 Discussion regarding Performance Review form recommendation
e Discussion regarding review of probationary Leadership
8 Discussion regarding outsourced payroll
9 Future Agenda Items
¢ Email/Electronic vs paper paystubs
e Timesheet 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
Monday, February 5%, 2018 6:00pm
Mayor’s Office

Present: Alders: Thomas Majewski (Chair), Kathleen Johnson (Vice-Chair), Sid Boersma, Matt Bartlett
and Director Gillingham
Absent: Mayor Olson

Also in Attendance: Director Kardasz, Jamin Fried|, Patrick Frisch, Nathan Hartwig, and Greg Leck

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 Bartlett, Approved 4-0

3. Communications

Director Gillingham updated the Committee on:

e OSHA Log completed, faxed to government and posted

e Appointments made with Payroll companies: The Payroll Company a local company out of
Middleton and ADP a local presence but National Firm

e Beginning of the Year and payroll clean up completed: vacation balances etc.

e Contingent offer made to applicant to fill Recreation Supervisor position

e Dispatch- First testing date was Saturday, February 3", the second testing date is Friday the
9™, Next step: review the applications and determine who will be called in for interview.

e Springsted: Director Gillingham explained what had occurred when she went to code her 2017
invoice. The code was closed. After investigating and talking with Director LaBorde, there were
no funds for the project therefore the code was closed. She worked with Director LaBorde to
find funds in the 2017 budget (benefits) to cover the invoice.

Director Gillingham was directed by Majewski to get an RFP from Springsted for the services needed in 2018
and to bring that to Personnel at the next meeting.

4. Discussion and possible action regarding R-58-2015 — Non-Union Work Rules not specific
Director Gillingham reviewed R-58-2015 with the committee and explained that the intent of

the resolution was to include the Sergeants when they left the Union to still have the same
retirement benefits. Chief stated that the retirement clause for union represented should go to
sworn Police personnel which would include Sergeants, Lieutenants and the Chief. Director
Gillingham explained the difference between the Union, non-union police and the rest of the
City Staff and that there would be financial implications as well as inequities between non-
union police and all other non-union city staff. The committee made a motion to add all sworn
Police personnel to follow the following Union contract verbiage regarding retirement:





POLICE CONTRACT:
“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 510.00 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.”

NON_SWORN:
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.

Motion by Boersma, second Bartlett, Approved 4-0

Discussion regarding outsourcing of payroll

The committee reviewed the memo included in the packet and discussed.

Discussion and possible action regarding Hiring Policy update: City Clerk

Director Gillingham explained that there is a municipal code as well as state statutes that must
be followed when hiring a City Clerk. She stated that the codes and statues were added to the
non-leadership policy to ensure they are followed when hiring a City Clerk. Majewski stated

that there should be a separate discussion at the next meeting regarding reporting structure as
he and others believe the Clerk should be its own department. Chief Leck and Director Kardasz
shared the history and why the change was made. Alder Majewski stated reporting to Finance





is like the fox watching the hen house and stated he would like Director Gillingham to work on
some options for this structure.
Motion by Boersma to approve the update to the non-leadership hiring policy to add the
municipal code and statues as presented by Director Gillingham, second Majewski, Approved
4-0
Director Gillingham was directed by Majewski to look at structure options and to bring those to the
next meeting.

7. Discussion and possible action regarding Utilities request to fill the vacant Utilities Water

System Supervisor position

Director Gillingham explained the request and Director Kardasz further explained the need for
the Supervisor. Director Gillingham asked if this position was in addition to the existing staffing
structure or if it will replace an existing position. She asked if there is internal movement due to

an employee in the Utilities being offered and accepting the position, if the vacated position
would be back filled. Director Kardasz was unable to answer. He stated he would like the
search for the candidate open to both internal and external candidates. Director Gillingham
reminded Director Kardasz that during the meeting with Mayor Olson he stated that the
candidate must have institutional knowledge of the Stoughton Water System. She asked if
there were external candidates that would have that skill set. Director Kardasz stated that
there is a high level of technical understanding required for the position. Director Gillingham
concluded that the first step in the process would be to update the position description and
have it graded by Springsted. She asked additional questions about funding of the

position. Finance Manger Freidl stated that there are currently 6 Full Time Equivalents
allocated to Water. He stated this includes the existing 3 Water staff, Shannon Gunsolus, Sean
Grady and others.

Motion by Majewski to update the position description as recommended by the Utilities
Committee and complete the grading process with Springsted, second Boersma, Approved 4-0

Director Gillingham to complete the grading process and bring the Position Description back to
Personnel for final approval with the Springsted grade level. Utilities to ensure they have the budget
to support the position based on the grade. Next steps: Position description updated and approved;
request approval by Personnel to hire; and if approved by Personnel: take to Council with Position
Description with a request to hire.

8. Discussion and possible action regarding 3,5, and 10 year plans from Leadership
Director Gillingham asked if everyone had received the information and reviewed. Some had

reviewed, others had started. Director Gillingham explained that all were received with the
exception of Director Brehm’s. She stated she spoke with him last week and he was going to
work on it. Director Gillingham stated that when received, she would forward his report on to
Council. Alder Majewski requested that Director Gillingham forward the information on to





Council for informational purposes. There was discussion amongst the Alders that this was the
first that they were aware that there were department needs in regards to staffing. Chief Leck
and Director Gillingham explained that the directive when generating the budget was to keep
the budget stagnate. This was due to a lack of available funds.

9. Future Agenda Items

e Paperless paystubs in 2018: Electronic vs email: Director Gillingham working on with
Finance and BS&A when the timesheets are addressed, Alders questioning why their
stubs are mailed when they have mailboxes.

e Economic Development: Director Gillingham asked what if anything she should be doing
with the information she forwarded to Council. Majewski stated not to call a joint
meeting and to hold off until there is further direction from the Council.

e Review Process: Director Gillingham is pulling together the forms and would like to
review with Leadership before selecting a final form for implementation.

e Time sheet entry: Director Gillingham explained that when she returned from her
vacation she had a meeting with Director of Finance and the Mayor to share her
concerns about the time being spent in the Library and Police Department on time sheet
entry. She stated that it was her understanding that when BS&A was rolled out,
Director Sullivan trained the police and they were then to roll out to their employees.
The challenge at the Library is the lack of a computer. Director Gillingham met with the
Library personnel committee as well as Richard and addressed the situation. A meeting
was called with the police to see what could be done to have each officer enter their
own time. Because they work on a 74.89 schedule, there are many more hurdles. The
first meeting to look into this process was last week with police. The next step is to
involve BS&A.

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

Motion to adjourn Johnson, Second Boersma, Approved 4-0. Meeting adjourned 7:15pm.






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.wius

March 1, 2018

To: Personnel Committee

RE: Non-Union Police Retirement

At our last meeting you reviewed R-58-2015. The committee discussed the non-union
police Sergeants following the Union language regarding sick leave and retirement.
The discussion lead to the Sergeants, Lieutenants and Chief following the Union
retirement regarding sick leave. A motion was made to take this request to Council.

After reviewing the minutes, I was thinking further about the other non-union
employees, morale concerns and cost implications. I have an e-mail from 2015 that
specifically addresses the steps that would need to be taken to change the Sergeants
because they came out of the Union. It stated that the change WOULD NOT be for all
(Chief and I.T"s) but would be for the Sergeants only to keep them whole. This was
because they came out of the Union. Adding the LT’s and Chief to the Union
retirement sick agreement, when they are not Union represented, creates a major upset
and inequity throughout the City.

If this change were to occur, how will the other 75+ non-Union benefit eligible
employees be addressed? Or, would they also follow the Union contract in regards to
sick time and retirement? If yes, what is the projected cost and how would this be
funded? If no, why?

In my memo dated 9/3/15 the Mayor stated there needs to be consistency and fair
separation. This refers to those employees that are in the Union and those that are not
union represented. | have attached The Work Rules for you to review the verbiage
regarding Union and Non-Union sick leave retirement calculations.






Attached is a spreadsheet that shows you as of 3/1/2018, with making the change for
the Sgts, LT’s and Chief, there is an additional cost of $25,529.09 to the City for sick
leave conversion at retirement. We should talk about this more in depth.

There also is an agreement with Chief Leck that talks about his sick time and retirement
that I have attached. This could affect his payout.

I would ask that you please read through the attachments and spreadsheet prior to the .

meeting on Monday so we can have a productive discussion.






Amy Jo Gillingham

From: Amy Jo Gillingham

Sent: Thursday, September 03, 2015 10:07 AM
To: Greg Leck

Cc: Donna Olson; Kyle J. Gulya

Subject: Retirement and Sgts

Greg,

| went back and was able to recall why the accrued sick Leave credit was not changed in the work rules for the Sergeants. We did talk with Donna about this and
she did not the non-union employees receiving the union benefits. She wanted consistency and fair separation. The 1250 hour conversion was a union
negotiated agreement and does not apply to non-union positions. The Chief, LT positions are outside of the union therefore, those rules would not apply. What
we presented in the work rules was correct. Also, in the packet that was supplied the changes were noted in red. The retirement was not noted as a change as
we went through page by page discussing the changes. The Sergeants would not receive the 1250 hours as they are out of the union. Furthermore, neither of
them have the existing 1040 hour minimum in their bank of sick time. Frisch is at 1018 and Gowan is at 618.49. Alsg, in the packet that was supplied the
changes were noted in red. The retirement was not noted as a change as we went through page by page discussing the changes.

If we want the sick time credit at 1250, which is the same as the union represented employees, we would need to take that back to the personnel committee
and then to Council. This change would not be for all (Chief and Lt’s) but would be for the Sergeants only to keep them whole. Please let me know how you
would like to proceed. .

Amy Jo Gillingham

City of Stoughton

Director of Human Resources & Risk Management

608.646.0272 Direct Dial

608.873.5519 Fax

ajgillingham@ci.stoughton.wi.us






subject the employee to disciplinary action and will be considered grounds for
suspension, demotion, or discharge.

Accrued Sick Leave Credit for Retiring Employees:

Al full-time employees who actually retire from City service and apply (with 60 days
of last day paid) for 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 (45) days shall be
applied against the 130 day cap. The remaining balance of up to 85 accrued sick
days will be fransferred to a Retiree Health Savings Plan.

There is no other payment of accrued but unused sick leave.
*amended 0313 ‘ ke
) _— lnmen AL

Sworn Police Officets : A crued Sick Leave Credit for Retiring Employes. Except
mvnde*d“in“b‘) ~alfull-time employees who actually retire from City service and
apply (within 80 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 vaiue (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 ong
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.,

15
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H: Retlrement Payost Compasision POLICE

Current policy for alf non
unfon stoff =up to 130
days converted to
manetary valus, the Current Policy: up to 45 130 max - 45 max=
remaining days are days will be poid ottt as deposit by diy Into
| forfelled a fump sum ee's Northshere Acct. PROPOSED- same as Union i
¥
Current Rules
Health
SavingsAcct. v
Hzly rate: Value of Current Rules Depesit by Payout- 1250 hours max City Pays
farfeitura {hrly Payout - Lump City- Amt city ‘[to Morthshere MATCH Payout- 1250 hours City Pays to 1250 haurs at 50%
Sick Balance Days forfelted (136 frate X hours forfelted  {Minlmum days {130 day Sum- tity pays |Remainig balanceto  |paysto City Total UNION Contract Hours by Northshore iIF of value to
hours 3/5/2018 jHry Rate {# of days day max rule) based on 8 haur day) max rule} Days paid out- Max 45 |out Northshere NorthShore | Labllity emplayee WE MATCH UNION CONTRACT >125( hours & Value [Narthshore City Total Liakility
Chief Leck 1072, 548.80 134 4 51,561.60 13045 days= 360 hours $17,568.00|85 days = 680 hours $33,184.00| 550,752.00] ¢ 1072 $52,213.60 $0.60) $52,313.60
DanlJenks 1238 $40.17 155 25 $8,034.00 13045 days= 360 heurs $14,461.20185 days = 680 hours $27,315.60|  $41,775.80! 1238 549,730.46/ $6.00 $49,730.46
: 715 X $406.17=
Pat Canlin 13215 $40.17 165 35 511,247.60 13045 days= 350 hours 534,461, 20}85 days = 680 hours $27,315.60]  $41,776.80] 1250, $50,212.50|$2872.16 $2,872.16] $53,084.66
Nate Hartwig 289|  $36.51 36 0 $0.00 3636 days= 288hours $10,514.88 0} $10,514.88|: 289 $10,551.39 50.00 $10,551.39
Patrick Frisch 1160 $36.51 145 15 $4,381.20 130445 days= 360 hours $13,143.60(85 days = 580 hours $24,826.80]  $37,970.4¢ 1160, $42,351.60 50.00] 42,351.60|
Andrew Johnson 632.5 536,51 79 0. 50.00 45145 days= 350 hours $13,143.60(34 days= 272 hours $5,930.72|  $23,074.32|: 5325 $43,052,58; $0.00] 23,092.58
$83,292.48 $122,572.72] $205,865.20;% $228,252.13 $2,872.16 $231,124.20
Total Cost same as all other Non-Unton ee's = $205,865.20 Total Cost Under Union Contract= $231,124.29
The tnion
contract Is
maore costly .
Differences *7$25,259.09






City of Stoughton Luann J. Alme

Clerk’s Office City Clerk/Personnel Director
281 E Main Street

Stoughton WI 53589

(608)873-6677  www.ci.stoughton. wi.us

Council Approved offer to Mr. Greg Leck, candidate for Police Chief, as of June 1, 2010

3 - a4 sy

o by lr)

e
L

Sick Leave Bank: 400 hours sick time - if retirement occurs prior to age 62, 400 hours
will be reduced from the available sick leave balance.

Residency: Within one (1) year of appointment.

Dedicated car while still living in McFarland to be able to respond adequately to an
emergency situation until residency has been established - up to one (1) year.

Prepared by Luann Alme, City Clerk/Personnel Director
June 1, 2010

Verbally presented to Mr. Leck on June 1, 2010 by Mayor Olson, PFC Chair Dan
Kittleson and City Clerk/Personnel Director Luann Alme.







PERFORMANCE APPRAISAL
NON-EXEMPT EMPLOYEES

Employee Name; : Date:

Title: Time in Position:
Supervisor: Last Review Date;
Department:

Instructions:

* Review employee’s performance for the entire period; try to refrain from basing Judgments on recent or isolated
events only. Disregard your general impression of the employee and concentrate on rating one factor at a time.

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

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

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

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

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

» Outstanding - far exceeds requirements of the job.

¢ Very Good - usually exceeds job reguirements. @ de S

o Safisfactory - meets all job requirements.

o Fair - meets minimum job requirements.

» Unsatisfactory - falls well below requirements of the job. DS ﬂ&h‘ YYULQj“

e MO Pcn(g?}.

Job Knowledge: How well does employee get to the root of problems? Consider the adequacy of the employee’s
skills; employee’s understanding of normal job requirements; employee's understanding of refated functions; and
employee's efforts to keep skills current?

1 Outstanding [] Very Good [ Satisfactory [] Fair [] Unsatisfactory

Comments:

Quality of Work: How neat, thorough, and accurate"‘ig. the work the employee produces?
: N

[] Outstanding [ Very Good [ satisfactory [ Fair [J Unsatisfactory

Comments:






.
7

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

] Qutstanding - [ Very Good [1 Satisfactory [] Fair [l Unsatisfactory

Comments:

Cooperation: How able and willing is employee to work with associates, supervisors, and subordinates toward
common goals?

] Outstanding [] Very Good [] Satisfactory ] Fair [] Unsatisfactory

Comments:

Initiative: How well does the employee grasp instructions without close follow-up? How well does the employee
perfarm in the face of obstacles? How alert is the employee in the absence of histher supervisor?

] Outstanding ] very Good {1 Satisfactory [ Fair ] Unsatisfactory

Comments:

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

[] Cutstanding [ Very Good [] Satisfactory L] Fair ] Unsatisfactory

Comments:

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

["1 Outstanding [ Very Good [] Satisfactory [1 Fair T Unsatisfactory

Comments:

Number of times absent since last review: Number of times late since last review:






Part 2: Achievement of Previous Goals (Disregard if First Appraisal.) Refer to prior appraisal. List each goal
you had set and indicate whether employee achieved, failed to reach, or exceeded the goals. Explain in detait (using
additional sheets if necessary) any situation or conditions that may have affected attainment.

Goal 1;

Goal 2:

Goal 3:

Part 3:

List employee’s strengths.

List employee’s weaknesses and your recommendations for improving them.

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






=

Part 4: New Goals
List one (1) to three (3) goals to be attained by the employee before his/her next review. Indicate preparation/training

necessary to attain these goals and projected completion date. Goals must be realistic and reasonable accomplishable
during the employee’s regular working time.

Goal 1:

Preparation/Training:

Necessary to Achieve:

Projected Completion Date:

Goal 2:

Preparation/Training:

Necessary fo Achieve:

Projected Completion Date:

Goal 3:

Preparatioh/Training:

Necessary to Achieve:

Projected Completion Date;

APPRAISER: | have discussed all items review on this from with the named employee.

Appraiser's Signature: Date:

EMPLOYEE’S COMMENTS: Employee is encouraged to describe any reaction to ratings, feelings regarding
current position, future plans, steps being taken to reach geais,

| have seen and review the appraisal. All items covered have been discussed fully with me. | have been encouraged to
make comments. | realize that my signature does not imply that i am in agreement with the appraisal.

Empiloyee’s Signature: Date:

Department Head's Signature: Date:

Human Resource Signature: Date:






