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OFFICIAL NOTICE AND AGENDA

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

location given below.

Personnel Committee of the City of Stoughton

Monday, May 1, 2017 @ 6:00 pm

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)

Call to Order
Approval of the April 3, 2017 and April 20, 2017 Personnel Committee meeting minutes
Communications

Discussion and possible action regarding On Call Pay- request from staff to date back to
1/1/17 versus 4/3/17 when it was approved

Review and possible action regarding updated Hiring Policy - Department Head
Review and possible action regarding updated Hiring Policy — Other

Discussion and possible action regarding Holidays as it pertains to Dispatch (Non-Union but
receiving Union recognized Holidays) per Alder Majewski request.

Discussion and possible action regarding IT Manager and IT Operations Specialist position

Discussion and possible action regarding the following position descriptions:
A. Media Technician — Camera Person

B. Media — Producer

C. Media Technician — Film Director

Discussion and possible action regarding proposed title change from “Forester/Machine
Operator” to “Arborist/Machine Operator”

Future Agenda Items
e Review and recommendation for “steps” for Apprentice Linemen as certifications are
received
o Updates from Springsted regarding compensation review of newly approved Utilities
approved at the 3/1/2017 Council Meeting under the consent agenda
e Springsted next steps

Adjournment

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, April 3, 2017 6:03pm
Mayor’s Office

Present: Alders: Pat O’Connor, Tom Majewski, Paul Lawrence, Sid Boersma, Mayor Donna
Olson, and Director Gillingham

Others in attendance: Randy Nelson, Chief Leck

CALL TO ORDER: O’Connor called the meeting to order at 6:03pm

Approval of the Minutes of the March 6, 2017 Personnel Committee meeting minutes.

Motion to approve Lawrence, second by Majewski, Approved 5-0

Communications

Director Gillingham gave a Human Resources update: IT/Media Services Interview status. First
interviews conducted. Panel consisted of Alderperson O’Connor, Director Scheel, LT Conlin,
Mayor Olson and Director Gillingham. The panel identified Patel and Gartner as the finalists.
The finalists will be meeting with an expert panel along with the original panel on Wednesday.
The Librarian position closed on Friday. This is the replacement for Kelly Verheyden. Director
Gillingham is working with the Library Director and the panel for the interviews were identified.
Director Gillingham shared with the committee the process in which HR and Finance will handle
the reimbursement for Officer Wilkinson’s military pay. Director Gillingham reported that she
had met with Director Lynch and all background checks are to run through Human Resources.
Back pay for the SSgts and LT was paid out. Director Gillingham reported that Gini is working
on a cleanup project in BS&A and is terminating employees that are no longer active.

Discussion and possible action regarding discussion at the 3/6/17 meeting regarding the

change of the Director’s group from Leadership to Department Head

The committee discussed how the title change came about during the initial discussion on
3/6/17 regarding the hiring policies. It was decided that the title of Leadership would be
reinstated. Motion by Alderperson Lawrence to change the group title from Department
Heads back to Leadership. Second by Boersma, Approved 5-0

Discussion continuation from March 6" Personnel Committee Meeting regarding Council

Conduct and Personnel Committee

IT was requested by Chairperson O’Connor at the 3/6/17 Meeting that the discussion cease and
discuss at the next meeting in closed session. Director Gillingham spoke with Attorney Dregne





regarding this topic and was told by Attorney Dregne that the discussion does not qualify for a
closed session. Therefore, the discussion would be held in open session. Director Gillingham
has been fielding comments from employees who have stated they do not have interest in
advancing into Director’s positions because of the behaviors towards and the treatment of their
Directors at Council Meetings.

The impact on employees: Ex: Finance Director Hiring - When Director Gillingham was
presenting, the Alderpersons were perceived as verbally attacking. She stated that she would
expect that since the committee voted unanimously to hire the Finance Director that they
would have spoken up. Alder Majewski, she stated, was the only Alder on the Committee to
speak up. Director Gillingham also stated that she has been told that the Alders are passionate
and that is why they behave in this manner. She stated the communication manner used is not
acceptable. She stated it is offensive, causes a lack of partnering and an unhealthy work
environment.

Other Feedback from Leadership: Feel “beat up” by Council, committees do not speak up when
other Council members are out of line or provide support. Director Gillingham stated that
retaining employees is tough in today’s environments. She asked why the City allows this type
of behavior to occur as it drives staff to look at and consider other employment options and
career paths.

Review and possible action regarding Hiring Policy for Leadership Positions

Director Gillingham presented the newly revised Leadership Hiring Position Policy. She
reviewed the Policy and the Personnel Committee stated that given the response from the
Council when hiring the Finance and Economic Development Director, that they request that all
Leadership hiring goes through Council for approval to begin the hiring process. Director
Gillingham will add that to the policy and bring it back to the next Personnel Meeting.

The second Leadership Policy was for creating a new Leadership Position. There was discussion
about having each committee make the recommendation to personnel for new Leadership
positions. The decision was to not move forward with that suggestion. Instead we would
continue the current process where the Mayor and Director of HR/RM are involved in the initial
discussions. Then it would go to Personnel and then to Council for approval before any
recruiting would begin. Director Gillingham stated she would make these changes and bring
them back to the next meeting.





Review and possible action regarding Hiring Policy for Full time and Part-time (non-

leadership)

Review of the full time and regular part-time position hiring policy was then discussed and

Director Gillingham presented the updated draft. An appeal process was added in the event
the approval was not received from the Mayor to hire. Director Gillingham will add the appeal
process to the policy and bring to the next meeting.

Discussion and possible action regarding Work Rules as it pertains to Holidays

Director Gillingham presented the chart below that explained the current compensation for an
employee that works on a holiday. She proposed that the working holiday compensation be
changed from 3.5 X’s for working on the holiday to Double time, plus 8 hours for the holiday.
This eliminates the hour for hour that goes into the employees compensation bank for working
on the holiday plus the 8 hours for the holiday and then then hours worked at time and a half.
The new compensation policy would be double time for working the holiday and then 8 hours
for the holiday.

Motion to approve Lawrence, second Boersma, Approved 4-1(0’Connor)

Group Holiday-Employee Current Holiday Proposed
does not Work Worked Compensation-
Compensation working holiday
Public Works & 8 hrs. regular pay 8 Hours regular Double Time for
Utilities 8 Hours (1.5 X’s) hours worked + 8

8 Hours Comp. time | hours for the
= 3.5 X’s for working | Holiday
on the holiday

Police Union 8 hrs. regular pay 8 Hours regular pay CONTRACT THRU
for the holiday- can 12/31/17

be paid out at
regular time or
saved as time off

Hours worked on
the holiday paid at
straight time and
can bank 4 hours as
compensation time
or get paid.

Director Gillingham reviewed the list of holidays with the Committee. She explained for the last
3-4 years the Mayor and Leadership have made the decision to eliminate the 4 hours in the
afternoon observed for Christmas Eve and New Year’s Eve. Instead they have been giving the
employees the entire day off on Christmas Eve and forgoing Christmas Eve and New Year’s Eve
afternoons. Mayor Olson explained the disruption in business with the two half days and the
fact that it is more convenient for our customers with tax deadlines if we are open all day on






New Year’s Eve. Chief Leck stated that Dispatch follows the same rules as the Police Union.
Director Gillingham did not have that section of the Work Rules. The decision was made to
include the dispatch “carve out” and leave it as is. It then would mirror the Union Contract for
the PD.

Motion by Boersma to approve the change to 8 hours on Christmas Eve and strike the 4 hours
on New Year’s Eve and Christmas Eve afternoon and leave Dispatch as is. Second by
Lawrence, Approved 5-0

Discuss Compensation Plan
Director Gillingham talked about Position description changes and made the recommendation

that the following occur:
= |f new duties are assigned and or qualifications such as new certifications are added to a

position during the year, the PD should be updated, a PAQ completed and sent to
Springsted for grading. When the employee is moved into the new PD, if there is a
grade change the employee would be moved to the grade and the next step up from the
wage currently closest to their current rate. The closest pay rate may be lower or
higher. If the grade stays the same but the employee is performing at a higher level, a
step increase would be considered.

Motion by Lawrence to approve, Second by Boersma, Approved 5-0

Director Gillingham discussed Adjustments/Reconsideration and asked the following
questions and made the following recommendation:
o How do we handle if an employee does not agree with where their positions are
rated and or their compensation? EX: Forester/Machine Operator two grades

higher- lower pay than a machine operator-just hired.
o When can an employee ask for a reconsideration and what format?
Recommendation/discussion:

o Annually in May an employee, if they think their pay should be reviewed, would
complete the request for reconsideration document and submit to their Director
for their input and forward to HR. The Director of HR/RM would for the Request
for Reconsideration to Springsted. If the request is approved it would be added
to the next year’s budget. It was discussed that the Personnel Committee does
not have the skill set, education on the compensation plan.

Motion by Majewski, Second by Lawrence, Approved 5-0

Future Agenda Items

e Review Lineman “Steps”
e Update newly approved Utilities PD’s





e Springsted next steps
e Sleep Pay
e Evaluation Form and process
Motion to adjourn Lawrence, Second O’Connor, Approved 5-0
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MEDIA
SERVICESCOMMUNICATIONS
MANAGER AND

IT OPERATIONS SPECIALIST

City of Stoughton

SALARY RANGE: TBD PAY GRADE: FLSA:

SUMMARY OF POSITION:
The purpose of this position is to previde—manage Media Services including

WSTO servicesTV and staff.—suppertte-the- Information Technology-FH-/Media
ServicesDBireeter Operations involves- providing technical support and project
management for all areas throughout the City. This may include, hardware
and software support, phone system support, cellular phone support and any
other IT related funtionsfunctions. —in-at-areas-of-operationwithin-the
HMedia-Services Department—This position is under the direction of the

IT/Media Services Director and reports directly to the Director.

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.

WSTO

e Oversite and management menret of the WSTO Staff

—Recruit, train, and supervise both velunteerand-paid and volunteer staff
part-time-hourly-staff.

e Evaluation of staff

e Scheduling of WSTO Staff toi ensure the widest coverage available of
events in the city

e Develop cable programming that reflects Stoughton’s educational,






governmental, cultural, religious and commercial activities, as well as
community spirit-

e Create and program a schedule of programs including basic ongoing
programs, special one-time programs, and related classified and
sponsorship messages-

equipment and settings including single camera to tape, multi-camera to
tape, live multi-camera, remote controlled camera, etc.

e Train people to use in-studio and remote video and audio equipment
including camera, editing, charactergeneratorsdirection equipment, etc.

¢ Disseminate information regarding Steughten-CableWSTO's
production/access activities-

e Assist director with developing policies, planning future programs, and
evaluating the Channel’s success-

e Assist individuals and community groups with planning and developing their
own programss

e Prepare written reports for the Media Services-Director and/or other City
staff as requested-

e Assist with Budgeting for WSTOMedia Services- Maintain equipment and
make replacement and purchasing recommendations as needed-

e Perform fundraising activities_as requested-

e Maintain online availability of all WSTO programming-

e Ensure proper equipment is available on location for all scheduled shoots.

. I ble.

e Edit content for eablecasttelevision and web viewings

e Create and/or duplicate DVDs _and Blu-rays for city staff and the public as
requested

e Convert media to DVD-e+, digital files or Blu-ray as requested by city staff
and the public-

o Manage and maintain WSTO's social media avenues in a professional

manners
o Work with outside companies for contracted media service support

COMMUNICATIONSTELEPHONY ADMINISTRATION

e Maintain, program, -and-install and administration the internal IP phone
system in all municipal buildings-

e Maintain and/or install peripheral devices associated with the internal IP
phone system including voicemail, wireless accessories, teleconferencing
devices, recording devices, network switches (via the designated City IT
manager), and desktop computer software applications-

e Provide proper training to all City staff in the use of the telephone system
and associated devices-

Resolve all reported system disruptions in a timely manner-

e Coordinate the involvement of third party tech support as needed-

¢ Maintain knowledge base of current and emerging trends in communications
technologies that may impact current and/or day to day City function-






Assist with ensuring all City employees are appropriately trained in the use
of any wireless technology they are issued-

« Provide troubleshooting of issues with wireless technologies is completed in

a timely and complete fashion-

o Acsist direct 1 I tod-

MEDIA TECHNOLOGY SUPPORT

Troubleshoot all media technologies such as presentations systems
(example: EMS & Council Chambers) used by City staff during day-to-day
operations.-with-the-exception-of the City-datanetwork-baeckbene. These
items include primarily audio-visual technology (projectors, audio
equipment, televisions, overhead projectors, security camera systems,
handheld cameras, BVYB-Blu-ray players, video scan converters, handheld
audio recorders, etc.)

Install various media technologies and associated infrastructure in all City
buildings including but not limited to data and coax cable runs, custom
installation of A/V systems (projectors, audio systems, video presentation
equipment, security systems, etc.), cable terminations and/or wall plate
installation, etc.

« Make recommendations and/or prepare project cost quotes for individual

departments regarding possible media technology solutions as requested-
Management of the television system and devices as well as interfacing with
video service provider

IT OPERATIONS

e Assist director in installation of computer hardware and software

e Recommend computer upgrades as well as upgrades to hardware
components in existing computers

e Assist with programming of mobile technologies as well as assisting in
device replacement as needed

e Installation and termination of data jacks and wires

e Assist with routine maintenance of computers and network devices as
needed

e Manage and administer digital signage in city buildings

e Administration of Media Services Video Editing and Distribution Network

e Installation, management and administration of the internal security
camera systems and related devices in city buildings

o Assist with backup, design, re-design, testing and implementation.

COMMUNICATION: WEB PRESCENCE_/ SOCIAL MEDIA/ETC.

Facilitate the use of the content management software package provided for






City departments by providing proper training of staff and through
monitoring if departments are updating their individual sections on the City
webpage-

Perform maintenance of the non-department specific areas of the main City
webpage-

Update and/or create sections on the City website as requested by
department heads-

Assist with creation and management of satellite sites of the main City
website for various purposes (for example - the City document storage site,
the WSTO online viewing site, etc.)

IT Helpdesk

Assist Director in mManagement and development of the City of Stoughton

Social Media Accounts
Assist Director in determining success from. the social media accounts

Assist director with press releases as requested

QUALIFICATIONS:

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

Education/Training/Certifications

A four year degree in a related field and at least two years of paid
experience in a related field or any combination of education and experience
that provides equivalent knowledge, skills, and abilities-

Must have a valid Wisconsin Driver’s License

Working knowledge of software applications used in video editing, audio
editing, BVB-authoring, video compression, file transfers, graphic design,
video playback automation, word processing, and email-

Working knowledge of a variety of standard video production tools
including cameras, microphones, studio and remote lighting kits, audio
boards, video switchers, digital video/disc basedwvidee/eve recorders and
players, and charactergeneraterscomputer based video direction
equipment-

Experience with content management websites, Werdpress-blegsand-video
streaming servers and creative software such as Adobe or any combination
of education and experience that provides equivalent knowledge, skills,
and abilities

Language Skills and Interpersonal Communication

Requires the ability to provide guidance, assistance and/or interpretation to
others, such as co-workers and the public, on how to apply policies,
procedures and standards to specific situations-

Ability to communicate effectively with supervisor, part-time staff, other
city staff and the general public-

Mathematical Skills

Ability to perform addition, subtraction, multiplication and division;
calculate percentages and decimals; may require the ability to perform





mathematical operations with fractions-

Judgment and Situational Reasoning Ability

e Requires the ability to apply principles of rational systems-

e Ability to interpret instructions furnished in written, oral, diagrammatic or
schedule forms-

e Ability to exercise independent judgment to adopt or modify methods and
standards to meet variations in assigned objective-

e Requires the ability to exercise the judgment, decisiveness and creativity
required in situations involving the evaluation of information against

measurable or verifiable criteria-

Physical and Mental Abilities Required to Perform Essential Position
Functions

e Requires the ability to operate, maneuver and/or provide simple but
continuous adjustment on equipment, machinery and tools such as a
computer and other office machines, and/or materials used in performing
essential functions-

e Ability to coordinate eyes, hands, feet and limbs in performing skilled
movements such as rapid keyboard use-

e Tasks involve the ability to exert light physical effort in sedentary to light
work, but which may involve some lifting, carrying, pushing and pulling of
objects weighing five to 75-100 pounds-

e Requires the ability to recognize and identify similarities or differences
between characteristics of colors, shapes and sounds associated with job-
related objects, materials and tasks-

Environmental Adaptability

e Ability to work under a wide range of conditions with-a-majority-of-the-time

under-comfortable-conditions-that-poselitterisk-of-injury;hewever
ocecasionalaswel-as with some exposure to heights and/or uncomfortable

environmental conditions-

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.






COMMUNICATIONS MANAGER AND
IT OPERATIONS SPECIALIST

City of Stoughton

SALARY RANGE: TBD PAY GRADE: 12 FLSA:

SUMMARY OF POSITION:
The purpose of this position is to manage Media Services including WSTO TV

and staff. Information Technology Operations involves providing technical
support and project management for all areas throughout the City. This may
include, hardware and software support, phone system support, cellular phone
support and any other IT related functions. This position is under the direction
of the IT/Media Services Director and reports directly to the Director.

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.

WSTO

Oversite and management of the WSTO Staff

e Recruit, train, and supervise both paid and volunteer staff Evaluation of
staff

e Scheduling of WSTO Staff to ensure the widest coverage available of events
in the city

e Develop cable programming that reflects Stoughton’s educational,
governmental, cultural, religious and commercial activities, as well as
community spirit

e Create and program a schedule of programs including basic ongoing
programs, special one-time programs, and related classified and
sponsorship messages

e Direct and/or produce a wide range of programing using a wide range of
equipment and settings including single camera to tape, multi-camera to
tape, live multi-camera, remote controlled camera, etc.

e Train people to use in-studio and remote video and audio equipment





including camera, editing, direction equipment, etc.

Disseminate information regarding WSTO'’s production/access activities
Assist director with developing policies, planning future programs, and
evaluating the Channel’s success

Assist individuals and community groups with planning and developing their
own programs

Prepare written reports for the Director and/or other City staff as requested
Assist with Budgeting for Media Services- Maintain equipment and make
replacement and purchasing recommendations as needed

Perform fundraising activities as requested

Maintain online availability of all WSTO programming

Ensure proper equipment is available on location for all scheduled shoots.
Edit content for television and web viewing

Create and/or duplicate DVDs and Blu-rays for city staff and the public as
requested

Convert media to DVD, digital files or Blu-ray as requested by city staff and
the public

Manage and maintain WSTOQO's social media avenues in a professional
manner

Work with outside companies for contracted media service support

TELEPHONY ADMINISTRATION

Maintain, program, install and administration the internal IP phone system
in all municipal buildings

Maintain and/or install peripheral devices associated with the internal IP
phone system including voicemail, wireless accessories, teleconferencing
devices, recording devices, network switches (via the designated City IT
manager), and desktop computer software applications

Provide proper training to all City staff in the use of the telephone system
and associated devices

Resolve all reported system disruptions in a timely manner

Coordinate the involvement of third party tech support as needed

Maintain knowledge base of current and emerging trends in communications
technologies that may impact current and/or day to day City function
Assist with ensuring all City employees are appropriately trained in the use
of any wireless technology they are issued

Provide troubleshooting of issues with wireless technologies is completed in
a timely and complete fashion

MEDIA TECHNOLOGY SUPPORT

Troubleshoot all media technologies such as presentations systems
(example: EMS & Council Chambers) used by City staff during day-to-day
operations.. These items include primarily audio-visual technology
(projectors, audio equipment, televisions, overhead projectors, security
camera systems, handheld cameras, Blu-ray players, video scan converters,
handheld audio recorders, etc.)

Install various media technologies and associated infrastructure in all City
buildings including but not limited to data and coax cable runs, custom





installation of A/V systems (projectors, audio systems, video presentation
equipment, security systems, etc.), cable terminations and/or wall plate
installation, etc.

¢ Make recommendations and/or prepare project cost quotes for individual
departments regarding possible media technology solutions as requested

e Management of the television system and devices as well as interfacing with
video service provider

IT OPERATIONS

e Assist director in installation of computer hardware and software

¢ Recommend computer upgrades as well as upgrades to hardware
components in existing computers

e Assist with programming of mobile technologies as well as assisting in
device replacement as needed

e Installation and termination of data jacks and wires

e Assist with routine maintenance of computers and network devices as
needed

¢ Manage and administer digital signage in city buildings

e Administration of Media Services Video Editing and Distribution Network

e Installation, management and administration of the internal security
camera systems and related devices in city buildings

e Assist with backup, design, re-design, testing and implementation.

COMMUNICATION: WEB PRESCENCE / SOCIAL MEDIA/ETC.

e Facilitate the use of the content management software package provided for
City departments by providing proper training of staff and through
monitoring if departments are updating their individual sections on the City
webpage

e Perform maintenance of the non-department specific areas of the main City
webpage

e Update and/or create sections on the City website as requested by
department heads

e Assist with creation and management of satellite sites of the main City
website for various purposes (for example - the City document storage site,
the WSTO online viewing site, etc.)

e IT Helpdesk

e Assist Director in management and development of the City of Stoughton
Social Media Accounts

e Assist Director in determining success from the social media accounts

e Assist director with press releases as requested

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

Education/Training/Certifications





A four year degree in a related field and at least two years of paid
experience in a related field or any combination of education and experience
that provides equivalent knowledge, skills, and abilities

Must have a valid Wisconsin Driver’s License

Working knowledge of software applications used in video editing, audio
editing, authoring, video compression, file transfers, graphic design, video
playback automation, word processing, and email

Working knowledge of a variety of standard video production tools
including cameras, microphones, studio and remote lighting kits, audio
boards, video switchers, digital video/disc based recorders and players,
and computer based video direction equipment

Experience with content management websites, video streaming servers
and creative software such as Adobe or any combination of education and
experience that provides equivalent knowledge, skills, and abilities

Language Skills and Interpersonal Communication

Requires the ability to provide guidance, assistance and/or interpretation to
others, such as co-workers and the public, on how to apply policies,
procedures and standards to specific situations

Ability to communicate effectively with supervisor, part-time staff, other
city staff and the general public

Mathematical Skills

Ability to perform addition, subtraction, multiplication and division;
calculate percentages and decimals; may require the ability to perform
mathematical operations with fractions

Judgment and Situational Reasoning Ability

Requires the ability to apply principles of rational systems

Ability to interpret instructions furnished in written, oral, diagrammatic or
schedule form

Ability to exercise independent judgment to adopt or modify methods and
standards to meet variations in assigned objective

Requires the ability to exercise the judgment, decisiveness and creativity
required in situations involving the evaluation of information against
measurable or verifiable criteria

Physical and Mental Abilities Required to Perform Essential Position
Functions

Requires the ability to operate, maneuver and/or provide simple but
continuous adjustment on equipment, machinery and tools such as a
computer and other office machines, and/or materials used in performing
essential functions

Ability to coordinate eyes, hands, feet and limbs in performing skilled
movements such as rapid keyboard use

Tasks involve the ability to exert light physical effort in sedentary to light





work, but which may involve some lifting, carrying, pushing and pulling of
objects weighing five to 100 pounds

e Requires the ability to recognize and identify similarities or differences
between characteristics of colors, shapes and sounds associated with job-
related objects, materials and tasks

Environmental Adaptability

e Ability to work under a wide range of conditions with some exposure to
heights and/or uncomfortable environmental conditions

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.







IT/MEDIA SERVICES

Media Technician — Camera Person

City of Stoughton

SALARY RANGE: PAY GRADE: FLSA: N

REPORTS TO: Communications Manager

SUMMARY OF POSITION:
The purpose of this position is to film with cameras to provide event coverage

support to the I Media-Services Birecter,-Communications Manager and

Producers. This position also assists with routine office support if available.

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.

e Assist IT/Media Services Director, Communications Manager and/or
producers with shoot set-up and take down as required

e Perform camera duties at events

e Provide graphics support as needed

QUALIFICATIONS:

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

Education/Training/Certifications
‘ e Must have the ability to get to the shoot meeting location by designated
time.

Language Skills and Interpersonal Communication

«—Ability to communicate effectively with supervisor, part-time staff, other
‘ city staff and the general public-

Judgment and Situational Reasoning Ability

e Requires the ability to apply principles of rational systems. Ability to
interpret instructions furnished in written, oral, diagrammatic or schedule
form. Ability to exercise independent judgment to adopt or modify
methods and standards to meet variations in assigned objective.

e Requires the ability to exercise the judgment, decisiveness and creativity





required in situations involving the evaluation of information against
measurable or verifiable criteria.

Physical and Mental Abilities Required to Perform Essential Position
Functions

e Requires the ability to operate, maneuver and/or provide simple but
continuous adjustment on equipment, machinery and tools such as a
computer and other office machines, and/or materials used in performing
essential functions.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled
movements such as rapid keyboard use

e Tasks involve the ability to exert light physical effort in sedentary to light
work, but which may involve some lifting, carrying, pushing and pulling of
objects weighing five to 10046 pounds.

¢ Requires the ability to recognize and identify similarities or differences
between characteristics of colors, shapes and sounds associated with job-
related objects, materials and tasks.

Environmental Adaptability

e Ability to work under conditions that may be inside or outside.

e Ability to work with exposure to heights and/or uncomfortable
environmental conditions depending on shoot location

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:







IT/MEDIA SERVICES

Media Technician — Camera Person

City of Stoughton

SALARY RANGE: PAY GRADE: FLSA: N

REPORTS TO: Communications Manager

SUMMARY OF POSITION:
The purpose of this position is to film with cameras to provide event coverage

support to the Communications Manager and Producers. This position also
assists with routine office support if available.

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.

e Assist IT/Media Services Director, Communications Manager and/or
producers with shoot set-up and take down as required

e Perform camera duties at events

e Provide graphics support as needed

QUALIFICATIONS:

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

Education/Training/Certifications
e Must have the ability to get to the shoot meeting location by designated
time.

Language Skills and Interpersonal Communication

Ability to communicate effectively with supervisor, part-time staff, other
city staff and the general public
Judgment and Situational Reasoning Ability

e Requires the ability to apply principles of rational systems. Ability to
interpret instructions furnished in written, oral, diagrammatic or schedule
form. Ability to exercise independent judgment to adopt or modify
methods and standards to meet variations in assigned objective.

e Requires the ability to exercise the judgment, decisiveness and creativity
required in situations involving the evaluation of information against
measurable or verifiable criteria.





Physical and Mental Abilities Required to Perform Essential Position
Functions

e Requires the ability to operate, maneuver and/or provide simple but
continuous adjustment on equipment, machinery and tools such as a
computer and other office machines, and/or materials used in performing
essential functions.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled
movements such as rapid keyboard use

e Tasks involve the ability to exert light physical effort in sedentary to light
work, but which may involve some lifting, carrying, pushing and pulling of
objects weighing five to 100 pounds.

e Requires the ability to recognize and identify similarities or differences
between characteristics of colors, shapes and sounds associated with job-
related objects, materials and tasks.

Environmental Adaptability

e Ability to work under conditions that may be inside or outside.

e Ability to work with exposure to heights and/or uncomfortable
environmental conditions depending on shoot location

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:






IT/MEDIA SERVICES

Producer

City of Stoughton

SALARY RANGE: PAY GRADE: FLSA: N

REPORTS TO: Communications Manager

SUMMARY OF POSITION:
The purpose of this position is to direct filming and provide event coverage

support to the I Media-Services Birecterand-Communications Manager. This

position also assists with routine office support if available.

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.

o Assist H/Media-Services Birecter,-Communications Manager and with shoot
set-up and take down as required

¢ Perform camera duties at events as needed

e Provide graphics support as needed

Direct single camera or multi-camera productions using video direction

equipment

Perform single camera to file recordings

Edit video as requested by supervisors using non-linear editing software

Coordinate part-time staff members at shoots as needed.

Transport equipment to and from the station as needed.

Those 18 and older may drive the production truck as needed for shoots

requiring it.

e Other duties as assigned

QUALIFICATIONS:

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

Education/Training/Certifications
e Must possess a valid driver’s license and have regular access to reliable
transportation
e Must have a minimum of one year television experience and received
proper training by staff.





Language Skills and Interpersonal Communication

e Ability to communicate effectively with supervisor, part-time staff, other
city staff and the general public.

Judgment and Situational Reasoning Ability

e Requires the ability to apply principles of rational systems. Ability to
interpret instructions furnished in written, oral, diagrammatic or schedule
form. Ability to exercise independent judgment to adopt or modify
methods and standards to meet variations in assigned objective.

e Requires the ability to exercise the judgment, decisiveness and creativity
required in situations involving the evaluation of information against
measurable or verifiable criteria.

Physical and Mental Abilities Required to Perform Essential Position
Functions

e Requires the ability to operate, maneuver and/or provide simple but
continuous adjustment on equipment, machinery and tools such as a
computer and other office machines, and/or materials used in performing
essential functions.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled
movements such as rapid keyboard use.

e Tasks involve the ability to exert light physical effort in sedentary to light
work, but which may involve some lifting, carrying, pushing and pulling of
objects weighing five to 10046 pounds.

¢ Requires the ability to recognize and identify similarities or differences
between characteristics of colors, shapes and sounds associated with job-
related objects, materials and tasks.

Environmental Adaptability
e Ability to work under conditions that may be inside or outside.

e Ability to work with exposure to heights and/or uncomfortable
environmental conditions depending on shoot location

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.







IT/MEDIA SERVICES

Producer

City of Stoughton

SALARY RANGE: PAY GRADE: FLSA: N

REPORTS TO: Communications Manager

SUMMARY OF POSITION:
The purpose of this position is to direct filming and provide event coverage

support to the Communications Manager. This position also assists with
routine office support if available.

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.

e Assist Communications Manager and with shoot set-up and take down as
required

¢ Perform camera duties at events as needed

e Provide graphics support as needed

Direct single camera or multi-camera productions using video direction

equipment

Perform single camera to file recordings

Edit video as requested by supervisors using non-linear editing software

Coordinate part-time staff members at shoots as needed.

Transport equipment to and from the station as needed.

Those 18 and older may drive the production truck as needed for shoots

requiring it.

e Other duties as assigned

QUALIFICATIONS:

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

Education/Training/Certifications
e Must possess a valid driver’s license and have regular access to reliable
transportation
¢ Must have a minimum of one year television experience and received
proper training by staff.





Language Skills and Interpersonal Communication

e Ability to communicate effectively with supervisor, part-time staff, other
city staff and the general public.

Judgment and Situational Reasoning Ability

e Requires the ability to apply principles of rational systems. Ability to
interpret instructions furnished in written, oral, diagrammatic or schedule
form. Ability to exercise independent judgment to adopt or modify
methods and standards to meet variations in assigned objective.

e Requires the ability to exercise the judgment, decisiveness and creativity
required in situations involving the evaluation of information against
measurable or verifiable criteria.

Physical and Mental Abilities Required to Perform Essential Position
Functions

e Requires the ability to operate, maneuver and/or provide simple but
continuous adjustment on equipment, machinery and tools such as a
computer and other office machines, and/or materials used in performing
essential functions.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled
movements such as rapid keyboard use.

e Tasks involve the ability to exert light physical effort in sedentary to light
work, but which may involve some lifting, carrying, pushing and pulling of
objects weighing five to 100 pounds.

¢ Requires the ability to recognize and identify similarities or differences
between characteristics of colors, shapes and sounds associated with job-
related objects, materials and tasks.

Environmental Adaptability

e Ability to work under conditions that may be inside or outside.

e Ability to work with exposure to heights and/or uncomfortable
environmental conditions depending on shoot location

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.






IT/MEDIA SERVICES

ProducerMedia Technician -
Film Director

City of Stoughton

SALARY RANGE: PAY GRADE: FLSA: N

REPORTS TO: Communications Manager

SUMMARY OF POSITION:
The purpose of this position is to direct filming and provide event coverage

support to the I Media-Services Birecterand-Communications Manager. This
position also assists with routine office support if available.

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.

e Assist H/Media-Services Birecter,-Communications Manager and with shoot
set-up and take down as required

¢ Perform camera duties at events as needed

Provide graphics support as needed

Direct single camera or multi-camera productions using video direction

equipment

Perform single camera to file recordings

Edit video as requested by supervisors using non-linear editing software

Coordinate part-time staff members at shoots as needed.

Transport equipment to and from the station as needed.

Those 18 and older may drive the production truck as needed for shoots

requiring it.

e Other duties as assigned

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

Education/Training/Certifications
e Must possess a valid driver’s license and have regular access to reliable
transportation
e Must have a minimum of one year television experience and received





proper training by staff.

Language Skills and Interpersonal Communication

e Ability to communicate effectively with supervisor, part-time staff, other
city staff and the general public.

Judgment and Situational Reasoning Ability

e Requires the ability to apply principles of rational systems. Ability to
interpret instructions furnished in written, oral, diagrammatic or schedule
form. Ability to exercise independent judgment to adopt or modify
methods and standards to meet variations in assigned objective.

e Requires the ability to exercise the judgment, decisiveness and creativity
required in situations involving the evaluation of information against
measurable or verifiable criteria.

Physical and Mental Abilities Required to Perform Essential Position
Functions

e Requires the ability to operate, maneuver and/or provide simple but
continuous adjustment on equipment, machinery and tools such as a
computer and other office machines, and/or materials used in performing
essential functions.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled
movements such as rapid keyboard use.

e Tasks involve the ability to exert light physical effort in sedentary to light
work, but which may involve some lifting, carrying, pushing and pulling of
objects weighing five to 10046 pounds.

e Requires the ability to recognize and identify similarities or differences
between characteristics of colors, shapes and sounds associated with job-
related objects, materials and tasks.

Environmental Adaptability
e Ability to work under conditions that may be inside or outside.

e Ability to work with exposure to heights and/or uncomfortable
environmental conditions depending on shoot location

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.






IT/MEDIA SERVICES

Media Technician - Film Director

City of Stoughton

SALARY RANGE: PAY GRADE: FLSA: N

REPORTS TO: Communications Manager

SUMMARY OF POSITION:
The purpose of this position is to direct filming and provide event coverage

support to the Communications Manager. This position also assists with
routine office support if available.

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.

e Assist Communications Manager and with shoot set-up and take down as
required

¢ Perform camera duties at events as needed

e Provide graphics support as needed

Direct single camera or multi-camera productions using video direction

equipment

Perform single camera to file recordings

Edit video as requested by supervisors using non-linear editing software

Coordinate part-time staff members at shoots as needed.

Transport equipment to and from the station as needed.

Those 18 and older may drive the production truck as needed for shoots

requiring it.

e Other duties as assigned

QUALIFICATIONS:

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

Education/Training/Certifications
e Must possess a valid driver’s license and have regular access to reliable
transportation
¢ Must have a minimum of one year television experience and received
proper training by staff.





Language Skills and Interpersonal Communication

e Ability to communicate effectively with supervisor, part-time staff, other
city staff and the general public.

Judgment and Situational Reasoning Ability

e Requires the ability to apply principles of rational systems. Ability to
interpret instructions furnished in written, oral, diagrammatic or schedule
form. Ability to exercise independent judgment to adopt or modify
methods and standards to meet variations in assigned objective.

e Requires the ability to exercise the judgment, decisiveness and creativity
required in situations involving the evaluation of information against
measurable or verifiable criteria.

Physical and Mental Abilities Required to Perform Essential Position
Functions

e Requires the ability to operate, maneuver and/or provide simple but
continuous adjustment on equipment, machinery and tools such as a
computer and other office machines, and/or materials used in performing
essential functions.

e Ability to coordinate eyes, hands, feet and limbs in performing skilled
movements such as rapid keyboard use.

e Tasks involve the ability to exert light physical effort in sedentary to light
work, but which may involve some lifting, carrying, pushing and pulling of
objects weighing five to 100 pounds.

¢ Requires the ability to recognize and identify similarities or differences
between characteristics of colors, shapes and sounds associated with job-
related objects, materials and tasks.

Environmental Adaptability

e Ability to work under conditions that may be inside or outside.

e Ability to work with exposure to heights and/or uncomfortable
environmental conditions depending on shoot location

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.
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Madisen, City of (WI} - Class Specification Bulletin

ArboriSt 1 Class Code:
FOO1

Bargaining Unit: 6000 General

MADISON, CITY OF (Wi)
Revision Date: Nov 2, 2011

SALARY RANGE

$22.56 - $25.26 Hourly
$1,805.10 - $2,020.42 Biweekly
$3,911.05 - $4,377.58 Monthly
$46,932.60 - $52,530.92 Annuaily

GENERAL DESCRIPTION:

This class series is designed to describe responsible skilled manual work in the care and maintenance of
City trees and shrubs. The work includes the pruning, repairing, spraying and removal of trees; the
preparation and planting of new trees; and the maintenance of related equipment.

This is not intended to be a progression series. Rather, positions at the Arborist 1 and Arborist 2 levels are
dependent on the needs of the Parks Division and will be posted and filled through competition.

Arborist 1

This is responsible skilled manual work in the care and maintenance of City trees and shrubs, Work is
petformed under the general feadership of an Arborist 2 with overall suparvision recéived from a Tree
Trimmer Foreperson.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

Prune, spray, plant and remove trees (along streets and on other City properties) and perform other related
tasks in conjunction with the care and treatment of City trees. Conduct related inspections and identify and
treat diseases, tree injuries and infestations. Provide information to the public conceming tree trimming and
related tree care activities.

Climb trees using ladders, rope and saddle, or other methods. Prune or cut branches using chain saws,
handsaws or other equipment. Perform related maintenance, Perform tree removal with an aerial tower or
rope and saddle.

Cut and remove decayed and diseased tree parts.
Prune small trees from the ground using a pole saw and pole pruner.

Operate, perform related safety checks, and assist in the maintenance of aerial towers, assigned vehicles
and other equipment.

Operate snow removal equipment such as snow plow, snow blower, shovel, skid steer, and utility werk
machines.

Pick up, prepare and plant new trees in housing developments, parks and other locations.

Operate brush chippers and large log hauling trucks.

https:fagency.governmentjobs.com/madisanwifdefaul t.ofim Paction=specbulietin&ClassSpeciD=828853&headerfocter=0
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Madison, City of (WI) - Class Specification Bulletin

Repair trees damaged by vehicles and storms.
Direct the work of hourly personnel as assigned.

Perform related work as required.

MINIMUM QUALIFICATIONS:
Knowledge, Skills and Abilities:

Woarking knowledge of tree care and the methods, techniques and equipment used in pruning, spraying,
planting and removal of trees. Working knowledge of the precautions and equipment necessary to perform
the work safely. Knowledge of and ability to use computer software applicable to the duties of the
position. Ability to operate and maintain specialized pruning, forestry fools and equipment such as chain
and hand saws, pole pruners, chipper, augers, ropes, ladders, dump truck, aerial tower and cabling and
rodding equipment, Ability to climb trees and work with equipment at varying heights and angles. Ability to
move ladders and fift logs and branches. Ability fo perform very strenuous physical activity. Ability to work
in adverse weather conditions. Ability to establish and maintain effective working relationships with staff
and the general public. Ability fo work successfully with multi-cultural communities. Skill in pruning,
removing, repairing and planting trees. Ability to maintain required ficenses and certifications. Ability to
maintain adequate attendance.

Training and Experience:
Generally, positions in this classification will require:

Two years of responsible experience in tree pruning and related iree care activities which involved
significant experience in operating specialized tree trimming/pruning equipment. Other combinations of
training and/or experience which can be demonstrated to result in the possession of the knowledge, skills
and abilities necessary to perform the duties of this position will also be considered.

Specific training and experience requirements wilt be established at the time of recruitment.

SPECYAL REQUIREMENTS:

Possession of a valid Class B Wisconsin Commercial Driver's License. The successful candidate must
have passed the written portion of the relevant Department of Transportation testing process before
starting employment. A condition of continued employment is passage of the skills portion of the test and
obtaining the required operator's license within a specified timeframe. Specific endorsement requirements
will be determined on a position by position basis.

Cettification in CPR and first aid or the ability to obtain certification within the probation/trial period. Faifure
to obtain this certification within the probationftrial period will result in the employee hot passing
probationfirial period, absent extenuating circumstances.

Physical Requirements:

Employees in this position must be able to lift/cany objects weighing up to 50 pounds and must be capable
of lifting heavier objects with another employee, This position requires a high percentage of work outdoors
in all types of weather and at various heights above the ground. In addition, employees must be able to
frequently bend, twist, squat, climb and reach for extended periods of time.

APPROVAL:
Updated and approved May, 2016.

COMPENSATION GROUP/RANGE:
16/10

SXD OLD CLASS NUMBER AND PART-TIME CLASS #:
0320

https:fagency.governmentjobs.com/madisonwildefault.cfim 7action=specbulletin&ClassSpeclD=828853&header footer=0
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Madison, City of (W1 - Class Specification Bulistin

ArboriSt 2 Class Code:
F002

Bargaining Unit: 6000 General

MADISON, CITY OF (W)
Revision Date: Nov 2, 20T

SALARY RANGE

$23.95 - $26.56 Hourly
$1,915.67 - $2,125.17 Biweekly
$4,150.62 - $4,604.54 Monthly
$49,807.42 - $55,254.42 Annually

GENERAL DESCRIPTION:

This class series is designed to describe responsible skilled manual work in the care and maintenance of
City trees and shrubs. The work includes the pruning, repairing, spraying and removal of trees; the
preparation and planting of new frees; and the maintenance of related equipment,

This is not intended to be a progression series. Rather, positions at the Arborist 1 and Arborist 2 fevels are
depsndent on the needs of the Parks Division and will be posted and filled through competition.

Arborist 2

This is responsibie skilled manual and lead work in directing a crew in the performance of activities relating
to the care and maintenance of City trees and shrubs. Work is performed under the general supervision of
a Tree Trimmer Foreperson and involves the exercise of independent judgment and discretion in completing
assigned projects.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

Arborist 1

Prune, spray, plant and remove trees (along streets and on other City properties) and perform other related
tasks in conjunction with the care and treatment of City trees. Conduct related inspections and identify and
treat diseases, tree injuries and infestations. Provide information to the public concerning tree trimming and
related tree care activities.

Climb trees using ladders, rope and saddle, or other methods. Prune, or cut branches using chain saws,
handsaws or other equipment. Perform related maintenance. Perform tree removal with an aerial tower or
rope and saddle.

Cut and remove decayed and diseased tree parts.
Prune small treas from the ground using a pole saw and pole pruner.

Operate, perform related safety checks, and assist in the maintenance of aerial towers, assigned vehicles
and other equipment.

Operate snow removal equipment, such as snow plow, snow blower, shovel, skid steer, and utility work
machines.

Pick up, prepare and plant new trees in housing developments, parks and other locations.

htips:/fagency.governmentjobs.com/madisonwi/default.cfm?action=speachulletindClassSpaciD=8288628headerfooter=0
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Madison, City of (W1} - Class Specification Bulletin

Operate brush chippers and large log hauling trucks.
Repair trees damaged by vehicles and storms.
Direct the work of hourly personnel as assigned.
Perform related work as required.

Arborist 2

All the work of the Arborist 1, and

Oversee the work of small crews engaged in tree pruning, removal, repair, planting or treatment. Train
employeas in the care and use of equipment and in safety procedures.

Operate hydraulic ctam truck.

Parform related work as required.

MINIMUM QUALIFICATIONS:
Knowledge, Skills and Abilities:

Thorough knowledge of tree care and the methods, techniques and equipment used in pruning, spraying,
planting and removal of trees. Thorough knowiedge of the precautions and equipment necessary to perform
the work safely. Working knowledge of and ability to use computer software applicable to the duties of the
position, Ability to operate and maintain specialized pruning, forestry tools and equipment such as chain
and hand saws, pole pruners, chipper, augers, ropes, ladders, dump truck, aetial tower and cabling and
rodding equipment, Ability to climb trees and work with equipment at varying heights and angles. Ability to
move ladders and lift jogs and branches. Ability to perform very strenuous physical activity. Ability to work
in adverse weather conditions. Ability to establish and maintain effective working relationships with staff
and the general public. Skill in pruning, removing, repairing and planting irees. Ability t6 maintain required
licenses and certifications. Ability to inspect trees and determine the nature of repaif or care required.
Ability to oversee the work of a crew. Ability to operate a hydraulic clam truck. Ability to establish and
maintain effective working relationships with staff, subordinates and the general public. Ability to work
successfully with multi-cultural communities. Ability to give directions and training. Ability to keep accurate
records. Ability to maintain adequate attendance.

Training and Experience;

Generally, positions in this classification will require:

Three years of responsible experience in tree pruning and related tree care activities which involved
significant experience in operating specialized tree pruning equipment and at least 6 months experience
overseeing the work of a small crew. Other combinations of training and/or experience which can be

demonstrated fo result in the possession of the knowledge, skills and abilities necessary to perform the
duties of this position will also be considered.

Specific training and experence requirements will be established at the time of recruitment.

SPECIAL REQUIREMENTS:

Possession of a valid Class B Wisconsin Commercial Driver's License. The successful candidate must
have passed the written portion of the relevant Department of Transportation testing process before
starting employment. A condition of continued employment is passage of the skiils portion of the test and
obtaining the required operator's license within a specified timeframe. Specific endorsement requirements
will be determined on a position by position basis.

Certification in CPR and first ald or the ability to obtain certification within the probation/trial period. Failure
to obtain this certification within the probation/trial period will result in the employee not passing
probation/trial period, absent extenuating circumstances.

htips:#agency.governmentjobs.com/madisonwildefault.cfm ?action=specbulletin&ClassSpeciD=8288628header footer=0
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Certification in State of Wisconsin applicator's Pesticide 3.0 Landscape and Ornamental certification or the
ability to obtain the certification within the probation/trial period. Failure to obtain this certification within the
probation/trial period will result in the employee not passing probationftrial period, absent extenuating

circumstances.
Physical Requirements:

Employees in this position must be able to lift/carry ohjects weighing up to 50 pounds and must be capable
of lifting heavier objects with another employee. This position requires a high percentage of work outdoors
in all types of weather and at various heights above the ground. In addition, employees must be able to
frequently bend, twist, squat, climb and reach for extended periods of time.

APPROVAL:
Updated and approved May, 2018.

COMPENSATION GROUP/RANGE:
16/12

SXD OLD CLASS NUMBER AND PART-TIME CLASS #:
0321

hitps:/fagency.governmentjobs.com/madisonwifdefault.cfm?action=spechulletin8ClassSpeclD=828862&headerfooter=0
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C ity Fo reSter Class Code;
H032

Bargaining Unit: Nonrep Prof/Supv/Mgr

MADISON, CITY OF (W)
Revision Date: Nov 3, 2011

SALARY RANGE

$32.77 - $39.49 Hourly
$2,621.32 - $3,158.80 Biweekly
$5,679.53 - $6,844.07 Monthly
$68,154.32 - $82,128.80 Annually

GENERAL DESCRIPTION:

This is responsible supervisory, programmatic, and administrative work involving the direction of the
maintenance, removal, and planting of all public trees within the City of Madison. The work involves
supervising a large staff of permanent and hourly employees, preparing an annual budget, developing and
implementing new programs, overseeing ongoing programs, and coordinating the processing of owner
assessments in certain situations. This position reports to the Parks Operations Manager and carries out
its duties and responsibilities independently.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

Supervise and instruct a large permanent and hourly staff. Interview and hire new employees, supervise
maintenance of daily time/work schedules and records, and perform necessary discipline and grievance
handling. Hold periodic staff meetings and confer with Forestry staff. Provide hands-on training for staiff
relative to basic procedures and techniques, new procedures, and updates.

Supervise Clty tres maintenance program. Prepare emergency storm call/standby list annuafly and
distribute to appropriate parties and agencies.

Oversee removal of dead, dying, or other dangerous trees and Dutch Elm diseased trees. Oversee the
Gypsy Moth Control Program in cooperation with the State Department of Agricuiture, Trade, and
Consumer Protection. Oversee tree spraying; application of systemic chemicals; cabling, bolting, and
fertilization; wood recycling; tree maintenance in areas other than City streets; and the inspection program
which involves providing tree shrub maintenance advice to cltizens and enforcing City tree ordinances,

Prepare an annual budget request for work unit, including equipment recommendations. Provide
information, as requested throughout the budget review and approval process.

Develop annual Spring/Fall tree planting and replacement program and oversee its performance. Let tree
bid forms/specifications to area nurseries and review results.

Prepare various reports including activity/production reports for Parks Administration. Prepare requests for
new vehicles/equipment and recommend trade-ins.

Recommend system and program changes and changes to City Ordinances. Coordinate the processing of
such changes through the appropriate approval processes.

Perform related work as required.

hitps:Hagency.governmentjobs.com/madisonwifdefaulf.ofm?action=specbulletin®&ClassSpeclD =829001&headerfootar=0 12
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MINIMUM QUALIFICATIONS:

Knowledge, Skills and Abilities:

Thorough knowledge of the correct methods, equipment, tools and materiais used in trimming, pruning,
removing, planting/transplanting, fertilizing, and cabling/boiting shade and omamental trees. Thorough
knowledge of area tree-related, insect and disease problems such as Dutch EIm disease, Oak Wilt, Gypsy
Moth, efc., and the proper control measures. Thorough knowledge of the occupational hazards of all
phases of tree maintenance work and the proper safety precautions necessary to protéct employees and
property. Thorough knowledge of supervisory and program administration practices, procedures, and
techniques. Thorough knowledge of and ability to use computer software applicable to the duties of the
position. Ability to identify area tree species. Ability to properly handle personnel matters relating to hiring,
grievance handling, discipline, termination, training, and evaluation. Ability to supervise a large work force
of specialized, technical, and laborer staff members. Ability fo prepare budget requests, comprehensive
reports, and other administrative materials. Ability to work cooperatively with vatied organizations,
govemment officials, the public, and other City employees. Ability to present lectures fo professional
arganizations, garden clubs, and Forestry personnel. Ability to communicate effectively, both orally and in
writing. Ability to maintain adeguate attendance.

Training and Experience:
Generally, positions in this classification will require:

Three years of responsible supervisory experience in a forestry organization at the level of foreperson or
above. Such experience would normally be gained after completion of a Bachelor's Degree in forestry,
forest management, or a related field. Other combinations of training and/or experience which can be
demonstrated to result in the possession of the knowledge, skills, and abilities necessary to perform the
duties of this position will also be considered.

Specific training and experience requirements will be established at the time of recruitment.

SPECIAL REQUIREMENTS:

Possession of a valid Wisconsin Driver's license or ability to meet the transportation requirements of the
position.

Physical Requirements:

Incumbents are expected to inspect work at a variety of field work sites {e.g., wooded areas, hilly uneven
terrain, wetlands, shorelines, etc.). Incumbents may be expected to attend meetings or provide trainings
outside regutar work hours, including evenings and weekends.

COMPENSATION GROUP/RANGE:
18/11

SXD OLD CLASS NUMBER AND PART-TIME CLASS #:
0329

htips:/agency.governmentjobs.com/madisonwi/defautt.cfm?action=specbulletin8ClassSpac|D=828001&headerfocter=0
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Forestry Specialist Class Gode:

FO71

Bargaining Unit: 6000 General

MADISON, CITY OF (WI)
Revision Date: Nov 3, 2011

SALARY RANGE

$25.88 - $29.28 Hourly
$2,070.00 - $2,342.09 Biweekly
$4,485.00 - $5,074.53 Monthly
$53,820.00 - $60,894.34 Annually

GENERAL DESCRIPTION:
This is specialized technical work in the Forestry Section of the Parks Division. The work involves

performing a wide varety of projects and tasks relating to the layout planning, selection, planting and
maintenance of trees and shrubs on City property; the identification and treatment of tree disease and
insect pests; the provision of technical assistance to other City agencies and the pubiic; and the
preparation of necessary reports and informational materials. The work is performed independently under
the direction of the City Forester who reviews activities for technical accuracy and compliance to
established policies and procedures, and may involve the assignment of work activities to lower level staff
through supervisory personnet,

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

Inspect trees and shrubs for diseases and insect pests. Issue work orders (to Tree Trimmer Foreperson
for trees and shrubs on City-owned property) and recommendations (to citizens as a result of inspections
of trees and shrubs on private property) for tree treatment, repairs, or removal. Conduct hazard tree
inspections and evaluations, and render opinions to Building Inspection personnel to obtain code
compliance, and ensure safe and sanitary maintenance of plantings on private property.

Provide inter-agency assistance and advice relative to construction projects on Parks lands; street
instalfation; curb, gutter, and sidewalk installation and repairs; and street opening projects for utility
installation and repairs. Issue street tree work permits to developers, contracts, and citizens to plant, trim,
treat, or remove trees and shrubs on the City's right-of-way.

Respond to a wide variety of tree and shrub inquiries or complaints. Provide information, referrals, policy
and procedural information, and ordinance interpretations to interested callers. Attend public hearings,
neighborhood association and citizen group meetings and make presentations regarding planting projects.

Prepare layouts; and schedule, coordinate, and inspect the following types of plantings: plat; Forestry
replacement; new, reconstruction and assessable sirests tree plants for Engineering; CDBG funded
planting projects; special inter-agency and memorial plantings; large inter-agency tree transplants; and
contracted street tree plantings for Engineering, Parks, and Department of Planning & Community &
Economic Development. Assist in preparing budgets and budget projections for tree planting projects.
Procure nursery stock.

Oversee the annual Gypsy Moth and Dutch Elm Disease Programs. Identify starting and completion
dates, make sure program procedures are communicated and followed, and prepare written reports during
and after the projects are completed for inclusion in the annual report. Assist in devising and revising
forms used to collect and summarize data for daily reports, surveys, programs, and projects. Compile
planting summary for master planting file for spring and fall planting program. Assist in revising and
updating planting specifications for contract plantings.

htips:fflagency.gover nmentjobs.com/madisonwi/default.cim Paction=specbulletin8ClassSpecliD=828857 &header footer=0 12
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Provide training to cther Parks' staff relative to proper arboricultural methods and practices, tree and shrub
care; and maintenance in general parks, cemetery, golf course, afc.

Perform a variety of activities involving programmatic and budgetary input; preparation of informational
materials; conducting of research; and participating in the review, revision, and/or implementation of
existing or new programs, projects, or processes.

Parform related work as required.

MINIMUM QUALIFICATIONS:
Knowledge, Skills and Abilities:

Working knowledge of the theories, principles, and practices relating to urban forestry and related
arboricultural disciplines. Working knowledge of diseases and pests common to trees and shrubs,
particularly those normally found in the Madison area. Working knowledge of various pest and disease
control chemicals and techniques. Working knowledge of and ability to use computer software applicable
to the duties of the position. Knowledge of planning and scheduling techniques and practices as they
relate to trees. Knowledge of safe tree removal practices and procedures. Ability to identify trees and
shrubs and the diseases and pests common to each fype. Abiiity to effectively convey technical
information and observations, both orally and In writing. Abllity to establish and maintain effective working
relationships with other City staff, afderpersons, other govemment officials, and the general public. Ability
to prepare work orders and inspect the work done by others. Ability to understand, interpret, and apply
applicable City ordinances and regulations. Ability to maintain adequate attendance.

Training and Experience:
Generally, positions in this ciassification will require:

One year of responsible specialized experience in an urban forestry program Involving such activities as
tree disease inspection; tree pest and disease control; tree fayout planning; tree planting, removal, and
trimming; and the provision of technical assistance in these areas. Such experience would notmally be
gained after graduation from an accredited college or university with a degree in urban forestry, landscape
architecture, botany, or a closely related field. Other combinations of training and/or experience which can
be demonstrated to result in the possession of the knowiedge, skills, and abilities necessary to perform the
duties of this position will also be considered.,

Specific training and experience requirements will be established at the time of recruitment.

SPECIAL REQUIREMENTS:
Possession of a valid driver's license or the ability to meet the fransportation requirements of the position.
Physical Requirements:

Incumbents are expected to inspect trees and shrubs/ at a variety of field work sites (e.g., wooded areas,
hilly uneven terrain, wetlands, shorelines, etc.) and may be expected to work in adverse weather
conditions, including snow, rain, and ice.

COMPENSATION GROUP/RANGE:
16/15

SXD OLD CLASS NUMBER AND PART-TIME CLASS #:
0325

hitps:fagency.governmentjobs.com/madisonwi/default.cfm Paction=spechulletin&Class Spec|D=828057 8headerfooter=0
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PERSONNEL COMMITTEE MEETING MINUTES
Thursday, April 20, 2017 @ 5:00pm
Mayor’s Office

Present: Alders: Tom Majewski, Matt Bartlett, Sid Boersma, Kathleen Johnson, Donna Olson (ex-officio member),
Director Gillingham

Not in Attendance: Alder: Sid Boersma

CALL TO ORDER: Director Gillingham called the meeting to order at 5:00pm.

Personnel Committee Election of Chair

Director Gillingham asked if there were any nominations for the election of Chair (3x).
Bartlett nominated Majewski, second by Johnson, Approved 5-0

Personnel Committee Election of Vice-Chair
Majewski asked if there were any nominations for the election of Vice-Chair (3x).
Bartlett nominated Johnson, second by Majewski, Approved 5-0

Discussion and possible action regarding the appointment and hiring of the City of Stoughton IT/Media
Information Technology Director salaried at $78,728.00
Discussion regarding the motion.

Motion by Bartlett to approve, second by Majewski, Approved 5-0

ADJOURNMENT

Motion to adjourn by Bartlett, second by Johnson, All in Favor (5-0). Meeting adjourned at 6:00pm.






From: Brett Hebert

Sent: Thursday, April 06, 2017 11:16 AM
To: Amy Jo Gillingham

Subject: Back Pay for On-Call

Hey AJ,

After thinking about the recent approval to go from 12 to 14 hours for on-call pay, | am asking that we
consider giving back pay to include January 1% to April 2™ for the following reasons:

1. Thisissue was brought to our attention in early January
2. On call Utilities personnel was given this increase in late 2016, which is a city work rule, and

Public Works was excluded.
3. Certain Alderman, off the record, told employees that back pay was going to be given for on call
time. | know this was never voted on but, none the less, was mentioned to employees

according to multiple sources.
4. Cost to do this would be roughly $605 (not included FICA, WRS etc.). (13 weeks x $23.26 wage)

x 2 hours pay per week of on call
5. Ithink this would boost morale in this situation for a relatively small amount of money and

time.

If you approve, could employees that are affected just add the 2 hours of on-call pay to their next pay
period time sheet noting this was for back pay for the specific date they were on call? Would this make

it easier on your end?
Respectfully,

Brett Hebert

City of Stoughton
Director of Public Works
Desk 608-877-8684

Cell 608-346-1240






City of Stoughton Amy Jo Gillingham
Department of Director

Human Resources & Risk Management
381 East Main Street Stoughton, WI 53589

(608) 646-0272 www.clstoughton. wius

3/2/2017

On-Call

On-Call is defined as that period Friday through Thursday, including any hours after normal workday
hours plus Saturday, all day Sunday, and any City recognized holidays that occur during the week. In
case of an emergency, an employee on on-call status is required to be in close proximity of their
pager or paging system throughout the workweek including the scheduled workday, and will remain
within the appropriate range of the pager system and must respond without delay. The pager
and/or paging equipment shall be returned to the supervisor on Friday and shall be reassigned by
the supervisor to the employee to serve on on-cail by the end of the normal workday on Friday. In
the event that Friday or Thursday and Friday are official holidays, the pager shali be returned to the
supervisor on the workday preceding the holiday and shall be assigned at the supervisor’s
discretion. The number of people to be on on-call will be determined by the Department Head.
Compensatory time credits may be earned at the request of the employee and at the approval of
the Department Head or designee as follows:

1 12 hours for on-call status during the work week;

8 hours for on-call status on the days the named holidays are observed by the City.

On-Call: Paid out on-call time will be in the amount of hours equal to the time credits earned as
described above.

Call Back Pay: Overtime will be paid for actual hours worked, rounded off to the nearest quarter
hour, with a 1-hour minimum for non-exempt employees,
When standby or overtime credits are earned, cash payments or
compensatory time may be granted at the request of the employee and at the
approval of the Department Head. Compensatory time shall be scheduled and used

prior to December 31 of the year in which it is earned.

On-Call Proposed: Change from 12 hours to 14 hours
12 14 hours for on-call status during the work week;

Call Back Pay Proposed: Change from 1 hour to 2 hours
1-2 hour minimum for non-exempt employees. |

AIOG 3/2/2017
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HIRING POLICY
CITY OF STOUGHTON
DEPARTMENT HEADS- UPDATED

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

2. Creating a new position requires the advice of the Mayor, Human Resources /
Risk Management Director and the Personnel Committee and the approval of the
Council. Department Head positions in the Electric, Wastewater and Water
Utilities also requires Utilities Committee approval. The Personnel Committee
and the appropriate oversight Committee must be provided with a Job Title,
Job Description and recommended pay ranges as provided by the Human
Resources & Risk Management Director-Gity-Clerk/Persennel DirectorD. After
approval by the Personnel Committee and oversight committee, the proposed
Job Description and pay range must be approved by the Council before the
recruiting process beqins. pesition-is-advertised-

3. Department Head positions to be filled in the Police or Fire Departments are
done with the approval of the Police and Fire Commission. Department Head
positions to be filled at the Library are done with the approval of the Library
Board. There is no Personnel Committee involvement, unless a new position is

created. The City-Clerk/Persennel-Director_of HR/RM will participate in the
interview process.

4. RecrutingRecruiting efforts Advertisermentwill be initiated-by and managed by
Human Resources Department the-City- Clerk/Personnel-Directorand/orstatf; in

consultation with the Personnel Committee and appropriate staff, utilizing state
and regional venues, if possible, in conformance to Federal, State and local

reguirements|ocal requirements.

5. All applications shall be submitted eentfidentiali-to the City-Clerk/iPersonnel
Dlrector of Human Resources & Rlsk Manaqement l#dmter—keense

p#ewdeelJeeJeheﬂLn{emewLP&nel—The Interwew Panel WI|| con5|st of the Mayor or

designee, the Personnel Committee and other appropriate City employee(s) or
non-city employee(s) with the appropriate technical/professional background as
determined by the Personnel Committee. The City-Clerk/Persennel-Director_of
Human Resources & Risk ManagmentManagement will participate in all
interviews.

6.The Interview Panel may wil-help develop questions for the prospective
interviewees and develop benchmark answers for those questions. The City
Clerk{Persennel-Director of Human Resources & Risk Management will provide
the protocol and forms to be used by the Interview Panel.






7.Applications are then paper-screened by the terviewPanel.Human Resources

Department--Department. Testing may be used; City-Clerk/Personnel-Director's
Stethwallbeovailabledorsusport






Hiring Policy- Department Heads
Page 2

8. The Interview Panel should interview at least five (5) qualified applicants if
possible avattable-and certify the top applicant to the Mayor along with a list of
the remaining applicants in prioritized order. The Mayor will offer the position to
the top applicant, and upon acceptance, will forward the Interview Panel's
recommendation to Council for approval. Reference checks will be the
responS|b|I|ty of theLHemanthe Human Resources Department@tty@leﬁelpepsennet

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

10. Orientation of the new Department Head will be conducted by the Director of
Hyman Resources & Risk Management. dene-by-the-City ClerkiPersonnel
Director-or-designeewith insurance enrollment, retirement forms and other
necessary paperwork completed at that time. Benefits will be reviewed, work and
safety rules explained. The LecalGovernment-HandbookWork Rules are is-given

rewewed with the Department Head te—new—empleyees#he—etty

11. Mutually agreed upon goals and timelines should be set within 30 days of
hire and then be reviewed after 6, 9 and 12 months.

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







HIRING POLICY
CITY OF STOUGHTON
Leadership

Hiring process for an existing Leadership Position:

The Mayor and/or Director of Human Resources & Risk Management shall inform the Personnel
Committee that a Leadership Position has been or will be vacated. The Mayor will notify the Council
of the vacancy. The Mayor and the Director of Human Resources & Risk Management will review
the position description and see if changes or updates are necessary. The Personnel Committee will
meet to discuss the position description and review any potential changes to the position description.

If no changes to the Position Description: The Personnel Committee will provide the authorization for
the Human Resources & Risk Management Director to move forward with the hiring process with no
changes to the position description.

If changes to the Position Description: The Mayor and Director of Human Resources & Risk
Management will review the position description and make the requested changes to the Position
Description to evaluate with the Personnel Committee. The Personnel Committee will review and
may recommend additional changes. Provided 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.

If changes for the position description are approved by the Council: The Director of Human
Resources & Risk Management will begin the recruiting process once the position description
changes have been approved by the City Council.

If changes for the position description are not approved by Council: No Action will be taken by
Director of Human Resources to begin recruiting and will meet with the Mayor to discuss Council’s
directive, if provided.

AJOG
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Creating a new Leadership position:

A new Leadership Position requires the advice of the Mayor, Human Resources / Risk Management
Director and the Personnel Committee and with final approval of the Council. The Personnel
Committee must be provided with a Job Title, Job Description and recommended pay range as
provided by the Human Resources & Risk Management Director for review. After approval by the
Personnel Committee the proposed Job Description and pay range must be approved by the
Council before the recruiting process begins.

Leadership positions to be filled in the Police or Fire Departments: Police and Fire Leadership
positions are directed and approved by the Police and Fire Commission (PFC). The Director of
Human Resources & Risk Management receives direction from the PFC regarding the recruiting
process. The Human Resources & Risk Management Director is to attend the interviews and PFC
candidate selection meeting. The creation of the position description and approval to move forward
with the hiring process must be approved by the Personnel and Council prior to recruiting and hiring.

Leadership positions to be filled at the Library: Library Leadership positions are directed and
approved by the Library Board. The Director of Human Resources & Risk Management receives
direction from the Library Board regarding the recruiting process. The Human Resources & Risk
Management Director is to attend the interviews and PFC candidate selection meeting. The creation
of the position description and approval to move forward with the hiring process must be approved
by the Personnel and Council prior to recruiting and hiring.

Recruiting efforts will be initiated and managed by Human Resources Department and in
consultation with the Personnel Committee and appropriate staff, in conformance to Federal, State
and local requirements.

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

All applications shall be submitted to the Director of 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 consist of the Mayor or designee, a Personnel Committee Alderson, if
available, or non-Personnel Committee Alderperson. Other participants may include
appropriate City employee(s) or non-city employee(s) with the appropriate technical/professional
background. Director of Human Resources & Risk Management or designee will participate in all
interviews. The Interview Panel may help develop questions for the prospective interviewees and
develop benchmark answers for those questions. The Director of Human Resources & Risk
Management will provide the protocol and forms to be used by the Interview Panel.

AJOG
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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. It is recommended but not required that members of Leadership be given
the opportunity to participate in the interview process through a second round of interviews.

Final applicant or applicants for all Leadership positions are screened by Human Resources which
includes: 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
immediately supervisor. Specific safety rules, all work rules and department specific polices will be
reviewed and discussed with the Supervisor or Leadership.

AJOG
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CITYy OF STOUGHTON { Formatted: Font: (Default) Arial ]

HIRING POLICY- Concurrent
other than department heads

1. Recruiting for an existing, vacant or soon to be vacant position is initiated by the
Leadership. Leadership completes thebycompleting—the
Request for Personnel Form and sendsing it to the Human Resources and Risk
Management Director and Mayor that the position is vacant or being vacated and
providesing a recommendation to fill or not fill the position.
2.
The Mayor determinesif # the position is approved to be filled,
3 IF_approved: The Mayor will forward the approved document to HR. and ;
Human Resources will begin the recruiting process.
2.4.  If denied: the Mayor will contact the Leadership member to let them know that
the position is not being filled.
3. Request for a new position requires the advice of the Mayor and
reccomendaton from Personnel to go to Council for fnal approvaltheﬂaﬁpfe%ai—ef
{ Formatted: Font: (Default) Arial, Strikethrough]
i i fliti i { Formatted: Font: (Default) Arial ]
NEED COMMITTEE APPROVAL FROM UTILITIES ETC???-The Dlrector of .."{ Formatted: Font: (Default) Arial, Strikethrough |
Human Resources & Risk Management will add the request for a new positions [ Formatted: Font: (Default) Arial )
to the next Personne{ Commi‘tt.ee Agenda. The Personnel Committee will be [ Formatted: Font: (Defaul) Arial, Srketrough
provided with a Job Title, Position Description and recommended pay range as '\[ Formatted: Font. (Defaul) At )
determined by the Springsted Position Analysis Questionnaire. . —
__,x[Formatted: Indent: Left: 0.5", No bullets or ]
* numbering
6. If denied by the Personnel Committee, no action will be taken
3:7. _ If approved byThe-next-step-in-the procedure-is-contact-with-the the Personnel
Committee, the -Director of Human Resources & Risk Management, Will forward ...--{ Formatted: Font: (Default) Arial, Not
the request to Council Fhe-Birestor, wil i AT
“The Councilsommittes will be provided with the. 1f{ ek G =9 )
resolution a Job Title, Position Description and recommended pay range as * -{{Formatted: Font: (Default) Arial, Strikethrough |
determined by the Springsted Position Analysis Questionnaire process by the . { Formatted: Font: (Defaul) Arial )
Human Resources and Risk Management Director, [ Formatted: Font: (Default) Arial, Strikethrough |
[ Formatted: Font: (Default) Arial J
4.8.  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.-

59. 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 appllcat[ons shall be submltted to the Human Resources & Rlsk Management

Intennew Panel will con5|st of the Mayor or designee, a Personnel Commlttee

Alderson, if available, or a non-Personnel Committee Alderperson. Other
participants would include other appropriate City employee(s) or non-city employee(s)
with the appropriate technical/professional background. Director of Human Resources
& Risk Management or designee will participate in all interviews.

.| Formatted: Font: (Dafault) Arial )
6: B ? [Formatted Indent: Left: 0.5", No bullets or ]
numbering
7:10. The Human Resources Department along with the Department—Headhiring
member from Leadership or designee will develop questions for the prospective
interviews and develop benchmark answers for those questions. The Human
Resources & Risk Management Department will provide the protocol and forms
to be used by the Interview Panel.
Final applicant or applicants are screened by Human Resources which includes:
Background check, Drug/Alcohol screen, physical, reference verification and other
required screening and testing for the position.
G J___--f{ Formatted: Font: (Default) Arial _]
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CITY OF STOUGHTON
HIRING POLICY
Full-time 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.

4/28/2017
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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.

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

4/28/2017
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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.
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City of Stoughton Amy jo Gillingham
Department of Director

Human Resources & Risk Management
381 Hast Main Street Stoughton, WI 53589
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Holldays

New Year s Day Labor Day Day after Thanksglvmg
Memorial Day Thanksgiving Day Christmas Day
Independence Day Martin Luther King Jr. Da
All permanent part-time employees will be s];
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If one of the holidays falls during an e
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Employees called in for an emergency or otherwise required to work on a named

holiday fisted in this section shall receive double-time for all hours worked, in addition to
any applicable holiday pay. For purposes of this provision, the holiday shall be the
calendar day on which it actually falls, and not the observed day if it falls on a weekend.






Example: Work performed on a Christmas Day that falls on a Sunday would be
compensated at double-time, even though Christmas Day will be observed on Monday
for purposes of time off. Work performed on the observed Monday would not be

compensated at double-time.
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