
 

 

 
 

FINANCE, BUDGET AND PERSONNEL COMMITTEE MEETING 
TUESDAY, MAY 6, 2014 

Council Chambers, Lower Level, City Hall Plaza 
5:30 p.m. 

 
AGENDA 

 
1. Call to Order – Chris Meyer, Mayor 
 
2. Election of Chair 
 
3. Election of Vice-Chair 
 
4. Citizen Comments 
 
5. Consent Agenda 

a) Approval of minutes of April 1, 2014 meeting. 
b) Approve Bills and Payroll.  
c) Report of Personnel Actions. 
d) Monthly Position Control Report. 
e) Treasury Report. 
 
Recommended Action: Approve the Consent Agenda, as presented. 

 
6. Consideration of items removed from the consent agenda, if any.  
 
7. Discuss possible advance of funds to cover future pledged payments for Library & 

Community Center.  Presented by Steve Barg, City Administrator. 
 
 Recommended Action: Discretion of the Committee. 

 
8. Request to approve revised Common Council Policy No. 1.320, Title VI Customer 

Complaint Procedures and Title VI Plan.  Presented by Brenda Hanson, Assistant 
Finance Director. 

 
Recommended Action: Approve Revised Common Council Policy No. 1.320 and 

Title VI Plan. 
 

9. Request to approve revised Personnel Policy No 3.820, Overtime/Call-in/Captive Time 
Pay for Non-exempt Personnel.  Presented by Lara Baehr, Human Resources Manager. 

 
 Recommended Action: Approve revised Personnel Policy No. 3.820. 
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10. Request to approve the classification of the Accountant position.  Presented by Lara 
Baehr, Human Resources Manager. 

 
Recommended Action: Approve the classification of Accountant to pay grade “H” 

on the Non-Represented Compensation Plan. 

 
11. Request to approve revised Personnel Policy No. 3.875, Reimbursed Expenses and 

Deletion of Finance Policy No. 4.170, City-Owned Vehicles for Out of City Travel.  
Presented by Lara Baehr, Human Resources Manager. 

 
Recommended Action: Approve Revised Personnel Policy No. 3.875 and Delete 

Finance Policy No. 4.170. 

 
12. Request to recommend approval of Budget Resolution No. 09-2014, transferring $23,555 

within the Fire Protection budget for the purchase of UHF portable radios and aerial work 
platform lift.  Presented by Bob Haight, Fire Chief. 

 
Recommended Action: Recommend approval of Budget Resolution No. 09-2014 to 

the Common Council. 

 
13. Request to approve 2015 Budget calendar.  Presented by Steve Barg, City Administrator. 
 
 Recommended Action: Approve the 2015 Budget Calendar. 

 
14. Adjourn to closed session pursuant to Wisconsin Statutes 19.85(1)(e) “Deliberating or 

negotiating the purchasing of public properties, the investing of public funds, or 
conducting other specified public business, whenever competitive or bargaining reasons 
require a closed session.”   Specifically, the City Administrator has requested a closed 
session to discuss collective bargaining strategy with Firefighters Local 1021, IAFF.   

 
15. Reconvene into open session 
 
16. Actions on matters discussed in closed session, if appropriate.  

 
17. Suggested items for future agendas 
 
18. Adjourn. 
 
 
Posted this day, May 2, 2014 at 4:00 p.m., by Deb Hall, City Clerk 
 

 
NOTICE 

 
 
It is possible that members of and possibly a quorum of other governmental bodies of the municipality may be in 
attendance at the above-stated meeting to gather information; no action will be taken by any governmental body at the 
above-stated meeting other than the governmental body specifically referred to above in this notice.   
 
Upon reasonable notice, efforts will be made to accommodate the needs of disabled individuals through appropriate 
aids and services.  For additional information or to request this service, contact Deb M. Hall, City Clerk, at 630 South 
Central Avenue or by calling (715) 384-3636. 



 
FINANCE, BUDGET AND PERSONNEL COMMITTEE 

MINUTES OF APRIL 1, 2014 
 
Meeting called to order by Chairperson Hendler at 5:30 p.m., in the Common Council Chambers, 
City Hall Plaza. 
PRESENT: Alderpersons Alanna Feddick-Goodwin, Rebecca Spiros and Peter Hendler.  
ABSENT:   Alderperson Robert Workinger 
ALSO PRESENT: Alderpersons Wagner and Earll, City Administrator Barg and City Personnel 
(Keith Strey, Brenda Hanson, Lara Baehr, Mike Baltus and Deb Hall). 
 
Citizen Comments 
None 
 
FBP14-023    Motion by Spiros, second by Feddick-Goodwin to approve the items on the consent 
agenda:  

1. Minutes of the March 18, 2014 meeting. 
2. Bills in the amount of $1,439,788.02 
3. Report of Personnel Actions of April 1, 2014. 
4. Monthly Position Control Report as of March 31, 2014. 

Roll call vote; All Ayes 
Motion carried 
 
No items were removed from the consent agenda. 
 
FBP14-024    Motion by Feddick-Goodwin, second by Spiros to recommend approval of Resolution 
No. 2014-23 to the Common Council, authorizing the use of an alternative financing method, 
transferring $140,000 from the Cemetery Perpetual Care Fund to fund the Cemetery Mausoleum 
Construction project. 
Motion carried 
 
FBP14-025    Motion by Feddick-Goodwin, second by Spiros to recommend approval of Budget 
Resolution No. 7-2014 to the Common Council, establishing budgetary authority to transfer $140,000 
from the Cemetery Perpetual Care Fund to the Cemetery Mausoleum Construction project. 
Motion carried 
 
FBP14-026    Motion by Spiros, second by Feddick-Goodwin to approve the updated Fund Balance 
Policy 4.310. 
Motion carried 
 
FBP14-027    Motion by Spiros, second by Feddick-Goodwin to approve the classification of Zoning 
Administrator to pay grade H on the Non-Represented Compensation Plan. 
Motion carried 
 
FBP14-028    Motion by Feddick-Goodwin, second by Spiros to approve retitling the position of 
Planner/Zoning Administrator to Planner. 
Motion carried 
 
FUTURE AGENDA ITEMS 
None 
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Motion by Feddick-Goodwin, second by Spiros to adjourn at 5:50 p.m.   
Motion carried 
 
 
 
Deb M. Hall 
City Clerk  



























 
 

REPORT OF PERSONNEL ACTIONS 
FINANCE, BUDGET AND PERSONNEL COMMITTEE MEETING 

OF MAY 6, 2014 
 
  
  
NAME POSITION/DEPARTMENT EFFECTIVE DATE 
      
HIRED   
   
Sam Schroeder Planning and Economic Development April 14, 2014 
 Zoning Administrator  
   
   
RETIREMENT:   
   
None    
   
Resignation     
   
None   
   
PROMOTION:   
   
Rick Gramza Police Chief May 15, 2014 
  Police Department  
   
COMPLETION OF 
PROBATIONARY 
PERIOD 

  

   
       
    
   
     
  
 



Department Division Position FTE Last Name First Name

Administrator City Administrator 1.00 BARG STEVEN

Administrator Human Resources Manager 1.00 BAEHR LARA

Administrator Administrative Assistant III 0.50 KROGMAN AMY

Administrator Total 2.50

Assessor City Assessor 1.00 SPENCER JOAN

Assessor Deputy Assessor 1.00 FEIG BARRY

Assessor Property Appraiser 1.00 FECHHELM BELINDA

Assessor Administrative Assistant II 0.60 PUGH KEITH

Assessor Total 3.60

Cemetery Cemetery Caretaker Assistant 1.00 BRAUNSKY WILLIAM

Cemetery Cemetery Coordinator/Caretaker 1.00 BALTUS MICHAEL

Cemetery Total 2.00

Clerk City Clerk 1.00 HALL DEBORAH

Clerk Deputy Clerk 1.00 PANZER LORI

Clerk Total 2.00

Finance Accounting Clerk 0.50 OPPMAN JOANN

Finance Accounting Clerk 1.00 LINDGREN KATHLEEN

Finance Accountant 1.00 VACANT

Finance Payroll Technician 1.00 MICHALIK JANETTE

Finance Accounting Technician 0.80 RINDFLEISCH MARILYN

Finance Payroll Technician 1.00 SCHOOLEY ROBERT

Finance Assistant Finance Director 1.00 HANSON BRENDA

Finance Finance Director 1.00 STREY KEITH

Finance Total 7.30

Fire Deputy Fire Chief 1.00 DEGRAND CRAIG

Fire Deputy Fire Chief 1.00 DOLENS ROY

Fire Deputy Fire Chief 1.00 ERICKSON EDWIN

Fire Deputy Fire Chief 1.00 OWEN SCOTT

Fire Deputy Fire Chief 1.00 CLEMENTS JODY

Fire Fire Chief 1.00 HAIGHT ROBERT

Fire Firefighter 1.00 BARTH JEFFREY

Fire Firefighter 1.00 BAUER RODNEY

Fire Firefighter 1.00 BREUER BRAD

Fire Firefighter 1.00 CHRISTOPHER LANCE

Fire Firefighter 1.00 CLEMENTS JODY

Fire Firefighter 1.00 ESKER KELLY

Fire Firefighter 1.00 JONAS DANIEL

Fire Firefighter 1.00 WEYRAUCH BRONSON

Fire Firefighter 1.00 LUCARELI JON

Fire Firefighter 1.00 MEYER JAMES

Fire Firefighter 1.00 MUELLER EVERETT

Fire Firefighter 1.00 VANDEN ELZEN JOSEPH

Fire Firefighter Paramedic 1.00 BAKOS STEVEN

Fire Firefighter Paramedic 1.00 BARNES BRIAN

Fire Firefighter Paramedic 1.00 GRIESBACH BENJAMIN

Fire Firefighter Paramedic 1.00 FRYDENLUND LUCAS

Fire Firefighter Paramedic 1.00 GILBERTSON BJORN

Fire Firefighter Paramedic 1.00 FLETTY PETER

Fire Firefighter Paramedic 1.00 FOTH JASON

Fire Firefighter Paramedic 1.00 JONAS ERIK

MONTHLY POSITION CONTROL REPORT

PERMANENT FULL-TIME/PART-TIME

POSITIONS AS OF APRIL 30, 2014



Fire Firefighter Paramedic 1.00 LANG ERIC

Fire Firefighter Paramedic 1.00 PATTON DAVID

Fire Firefighter Paramedic 1.00 SCHAD JASON

Fire Firefighter Paramedic 1.00 WEILAND TROY

Fire Firefighter Paramedic 1.00 WINISTORFER PETER

Fire Firefighter Paramedic 1.00 ALTMAN JONATHAN

Fire Firefighter Paramedic 1.00 MCNAMARA NATHANIEL

Fire Firefighter Paramedic 1.00 KARNOWSKI MATTHEW

Fire Firefighter Paramedic 1.00 VACANT  

Fire Firefighter Paramedic 1.00 TENNESSEN SAMUEL

Fire Administrative Assistant III 1.00 BERGER SUZANNE

Fire Total 37.00

Technology Technology Analyst 1.00 WESTMAN ERIK

Technology Technology Analyst 1.00 SUTTON MATTHEW

Technology Technology Director 1.00 NG ENG

Information Technology Total 3.00

Library Adult Services Supervisor Lib 1.00 ADLER MARY LOU

Library Asst Dir./Tech. Srvs Supervisor 1.00 BAKER KATHLEEN

Library Childrens' Services Supervisor 1.00 ROPSON KIM

Library Library Assistant II 0.625 AUSTIN JANE

Library Library Assistant II 0.50 CERA JILL

Library Library Assistant II 1.00 SMITH PENNY

Library Library Custodian 1.00 FRUEHBRODT WILLIAM

Library Library Director 1.00 BELONGIA LORI

Library Library Specialist I 0.50 BAKER DAVID

Library Library Specialist I 1.00 CALLI DEBORAH

Library Library Specialist I 1.00 DERFUS MARY

Library Library Specialist I 1.00 HILL SANDRA

Library Library Specialist II 0.725 SLADE CHELSEA

Library Library Specialist III 0.50 KRUSE NATALIE

Library Library Specialist III 0.5  APFEL STEVE 

Library Library Specialist III 1.00 HELKE AMANDA

Library Library Specialst III 1.00 SCHULTZ ROBERT

Library Library Specialst III 1.00 STEELE PATRICIA

Library Library Systems Analyst 1.00 MADER ROBERT

Library Total 16.350

Mayor Administrative Assistant III 0.50 KROGMAN AMY

Mayor Mayor 0.50 MEYER CHRISTOPHER

Mayor Total 1.00

Municipal Court Municipal Court Clerk 0.75 CARLSON SUSAN

Municipal Court Total 0.75

Parks & Recreation Classification II 1.00 ADAMSKI CHARLES

Parks & Recreation Classification II 1.00 ROGERS DANIEL

Parks & Recreation Classification II 1.00 WEINFURTNER JEFFREY

Parks & Recreation classifcation III 1.00 SCHLAGENHAFT PAUL

Parks & Recreation Parks & Recreation Director 1.00 ENGLEHART EDWARD

Parks & Recreation Parks & Recreation Maint Supv 1.00 STEINBACH BENJAMIN

Parks & Recreation Parks & Recreation Supv II 1.00 CASSIDY KELLY

Parks & Recreation Administrative Assistant II 1.00 BEAUCHAMP AMY

Parks & Recreation Zoo Keeper 1.00 BURNS STEVEN

Parks & Recreation Total 9.00

Planning Director of Planning/Econ Dev 1.00 ANGELL JASON

Planning Planner/Zoning Administrator 1.00 MILLER JOSHUA

Planning GIS Coordinator 1.00 BUEHLER DAVID

Planning Zoning Administrator 1.00 SCHROEDER SAMUEL



Planning Total 4.00

Police Administrative Assistant III 1.00 LINDNER PEGGY

Police Custodian 1.00 TIBBETT BRUCE

Police Ordinance Enforcement Officer 1.00 LARSEN ROBERT

Police Ordinance Enforcement Officer 1.00 LEONARD DANIEL

Police PD Staff Services Supervisor 1.00 KROKSTROM LORRIE

Police Police Chief 1.00 JEPSEN GARY

Police Police Detective 1.00 HAMILL KEVIN

Police Police Detective 1.00 NEINAST ALLAN

Police Police Detective 1.00 PARKS JASON

Police Police Detective 1.00 CRAMM JAMES

Police Police Lieutenant 1.00 GRAMZA RICHARD

Police Police Lieutenant 1.00 LARSON DARREN

Police Police Officer 1.00 BEAUCHAMP JARED

Police Police Officer 1.00 BERG CHRISTOPHER

Police Police Officer 1.00 BERRES MATTHEW

Police Police Officer 1.00 BORNBACH CALEB

Police Police Officer 1.00 CICHANTEK JEFFREY

Police Police Officer 1.00 KRAMER LANDON

Police Police Officer 1.00 HASZ CHRISTOPHER

Police Police Officer 1.00 TRELKA JENNIFER

Police Police Officer 1.00 IVERSON DEREK

Police Police Officer 1.00 FOEMMEL JASON

Police Police Officer 1.00 FOX SAMUEL

Police Police Officer 1.00 GEURINK JODY

Police Police Officer 1.00 BEATHARD ROBERT

Police Police Officer 1.00 LEU STEVEN

Police Police Officer 1.00 MATTHEISEN DAVID

Police Police Officer 1.00 MEEK STEVEN

Police Police Officer 1.00 PRICKETT JASON

Police Police Officer 1.00 SCHLEI SCOTT

Police Police Officer 1.00 SHERDEN TRAVIS

Police Police Officer 1.00 TOPNESS MICHAEL

Police Police Officer 1.00 WARGOWSKY AARON

Police Police Officer 1.00 PUNKE JASON

Police Police Officer 1.00 ENDRIES TERRY

Police Police Officer 1.00 KIZER JAMIE

Police Police Officer 1.00 GRUBER TANNER

Police Police Officer 1.00 BORCHARDT BLAKE

Police Police Records Specialist 1.00 GAETZ CINDY

Police Police Records Specialist 1.00 KARL DEBRA

Police Police Records Specialist 1.00 STARGARDT CHRIS

Police Police School Liaison Officer 1.00 GIACOMINO CHRISTINE

Police Police School Liaison Officer 1.00 GROSS ROCHLEY

Police Police Sergeant 1.00 KEFFER DENNIS

Police Police Sergeant 1.00 ESSER TRAVIS

Police Police Sergeant 1.00 POESCHEL DOMINIC

Police Police Sergeant 1.00 ZEPS PATRICK

Police Traffic Safety/Crime Prevention 1.00 SALACINSKI DANIEL

Police Total 48.00

Public Works Administration Public Works Director 1.00 KNOECK DANIEL

Public Works Administration Administrative Assistant II 1.00 ANDERSON MARY

Public Works Building Services Building Services Supervisor 1.00 POKORNY RICHARD

Public Works Building Services Electrical Inspector 1.00 KILTY PATRICK

Public Works Building Services Maintenance Technician  II 1.00 MOLTER JEFFREY



Public Works Building Services Administrative Assistant II 1.00 UTHMEIER CHERYL

Public Works Engineering Assistant City Engineer 1.00 CASSIDY TIMOTHY

Public Works Engineering City Engineer 1.00 TURCHI THOMAS

Public Works Engineering Civil Engineer II 1.00 MAURITZ JOSH

Public Works Engineering Engineering Technician 1.00 OLDHAM LANCE

Public Works Engineering Engineering Technician 1.00 MILLER SHAWN

Public Works Engineering Surveyor 1.00 HAWLEY KRISTOFER

Public Works Street Services Administrative Assistant II 1.00 WARP JEAN

Public Works Street Services Asst Street Superintendent 1.00 BORNBACH KURT

Public Works Street Services Asst Street Superintendent 1.00 WINCH MICHAEL

Public Works Street Services Classification III 1.00 BABCOCK MARK

Public Works Street Services Classification  IV 1.00 CHURKEY MATTHEW

Public Works Street Services Classification IV 1.00 WENDELL ERIC

Public Works Street Services Classification III 1.00 SONNEMANN LESTER

Public Works Street Services Classification III 1.00 RASMUSSEN TIMOTHY

Public Works Street Services Classification II 1.00 WOJCIK BENJAMIN

Public Works Street Services Classification II 1.00 KOZIK KYLE

Public Works Street Services Classification II 1.00 LINZMEIER BRYAN

Public Works Street Services Classification II 1.00 SCHMIDT PHILIP

Public Works Street Services Classification II 1.00 NIEHAUS PATRICK

Public Works Street Services Classification II 1.00 JOHNSON JOSH

Public Works Street Services Classification II 1.00 GABEL BRIAN

Public Works Street Services Classification III 1.00 TRUDEAU MICHAEL

Public Works Street Services Classification III 1.00 MCCLUNG BRIAN

Public Works Street Services Mechanic/Welder 1.00 BRUHN TODD

Public Works Street Services Mechanic/Welder 1.00 WANTA DUANE

Public Works Street Services Classification IV 1.00 NIKOLAI HUGH

Public Works Street Services Classification IV 1.00 ESSER JEROLD

Public Works Street Services Classification III 1.00 NEEDHAM PAUL

Public Works Street Services Classification IV 1.00 BECKER JEFFREY

Public Works Street Services Classification II 1.00 SMITH MELVIN

Public Works Street Services Street Superintendent 1.00 PANZER BRIAN

Public Works Street Services Classification II 1.00 KIEFFER GREGORY

Public Works Street Services Classification IV 1.00 SCHROEDER WILLIAM

Public Works Street Services Classification III 1.00 LANGFELDT TIMOTHY

Public Works Street Services Classification IV 1.00 SCHERR MICHAEL

Public Works Street Services Classification II 1.00 GUENSBURG WILL 

Public Works Street Services Classification II 1.00 BINDER JOEL

Public Works Wastewater Asst Wastewater Superintendent 1.00 KIVELA MARK

Public Works Wastewater Plumbing Insp/Asst Bldg Insp 1.00 OTT THOMAS

Public Works Wastewater Administrative Assistant II 0.50 COY JEAN

Public Works Wastewater Wastewater Operator - Level 4 1.00 BRATTON TED

Public Works Wastewater Wastewater Operator - Level 4 1.00 CHRISTENSEN TERRY

Public Works Wastewater Wastewater Operator - Level 4 1.00 FOLTZ BRIAN

Public Works Wastewater Wastewater Operator - Level 4 1.00 GOSSAGE JAMES

Public Works Wastewater Wastewater Operator 1.00 GOHAM JOEL

Public Works Wastewater Wastewater Operator 1.00 FISCHER BRANDON

Public Works Wastewater Wasetwater Operator - Level 4 1.00 OTT ANDREW

Public Works Wastewater Wastewater Operator - Level 4 1.00 TAUSCHEK HAROLD

Public Works Wastewater Wastewater Superintendent 1.00 WARP SAMUEL

Public Works Total 54.50

Grand Total 191.000







C:\Users\deb.MFLD.009\AppData\Local\Microsoft\Windows\Temporary Internet 
Files\Content.Outlook\71D5ZI6W\Revised Policy 1 320 Title VI Complaint Procedures Cover memo.doc 

TO: FINANCE, BUDGET AND PERSONNEL COMMITTEE 

FROM: KEITH STREY, FINANCE DIRECTOR 

SUBJECT: APPROVAL OF REVISED POLICY 1.320 TITLE VI COMPLAINT PROCEDURE AND TITLE VI 
PLAN 

DATE: 5/2/2014 

BACKGROUND 

Recently WI DOT informed us of the need to update our current policy related to Title VI of the Federal 
Civil Rights Act.  This is required in order remain compliant with these requirements as a condition of 
receiving Federal and State grant funding for our 5311 Shared-Ride Taxi Service. 

ANALYSIS 

Title VI is a federal statute that prohibits discrimination based on race, color and national origin.  The 
purpose of the Title VI plan is to ensure the level and quality of transportation service is provided in a 
nondiscriminatory manner, promote full and fair participation in transportation decision-making, and ensure 
meaningful access to transit-related programs and activities by persons with limited English proficiency. 

A Title VI plan is a written document that affirms your agency’s adherence to the Title VI statute and 
explains how your agency will apply the requirements therein.  The plan must contain the following eight 
elements: 

1. Evidence of Policy Approval 

2. Notice to the Public 

3. Complaint Procedure 

4. Complaint Form 

5. List of transit related Title VI Investigations, Complaints and Lawsuits 

6. Public Participation Plan 

7. Language Assistance Plan 

CITY OF MARSHFIELD

MEMORANDUM 
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8. Minority Representation Table and Description 

Like other 5311 grant recipients across the state, WI DOT provided the City of Marshfield and Running, Inc. 
with an on-line toolkit for Title VI plan development including a Title VI Handbook, templates and other 
resources.  WI DOT also clarified the obligation for completion of a Title VI plan rests with the WisDOT 
grant sub-recipient using FTA funds (i.e. the City of Marshfield). If a WisDOT grant sub-recipient leases or 
contracts with a third party (e.g. county, 85.21 recipient, transit provider, etc.) to provide service or administer 
a program, the lessee or contractor must be familiar and adhere to the sub-recipient’s Title VI plan. Posting 
of the sub-recipient’s Title VI Notice to Public in the leased vehicle and/or contractor’s vehicle is required. 

Running, Inc. prepared the appropriate Title VI plan utilizing the on-line toolkit, US Census data and other 
resources.  However, they were notified by WI DOT that this plan must come from the City of Marshfield 
directly, not Running, Inc. as contracted service provider which has been historical practice statewide.  I 
reviewed and updated the draft plan prepared by Running, Inc. before submitting it, along with the Revised 
Policy 1320 to the Finance, Budget & Personnel Committee for consideration.  Attached are these 
documents. 

  

RECOMMENDATION 

I recommend approval of Revised Policy 1.320 Title VI Complaint Procedure and Title VI Plan. 

 

__________________________________________ 

Concurrence –  Steve Barg, City Administrator 



 

                      CITY OF MARSHFIELD, WISCONSIN 
                          POLICIES AND PROCEDURES 
  

1. COMMON COUNCIL 4. FINANCIAL 

2. ADMINISTRATIVE 5. PUBLIC WORKS 

3. PERSONNEL 6. PARKS AND RECREATION 

 

 
 
CHAPTER:  Customer Service 
 
SUBJECT:  Title VI Complaint Procedures  
 
POLICY NUMBER:  1.320 
 
PAGES:  4 
 
EFFECTIVE DATE:  April 10, 2012 
 
REVISION DATE:   May 13, 2014              

 
DEPARTMENTS OF PRIMARY RESPONSIBILITY: Mayor, City Administrator and Finance 
 
 
 
Special Notes:  This policy/procedure manual does not in any way constitute an 
employment contract and the City of Marshfield reserves the right to amend this manual 
at any time subject only to approval by the Common Council. 
 
 
 

I.  Policy Statement 

The City of Marshfield as a recipient of Federal Transit Administration (FTA) grant dollars 

either directly from FTA or through the Wisconsin Department of Transportation (WisDOT) will 

comply with the Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d) and the U.S. 

Department of Transportation implementing regulations. 

 

II.  Title VI Complaint Procedure 

As part of a Title VI plan, the City of Marshfield has established the following complaint 

procedure. 



Any person who believes she or he has been discriminated against on the basis of race, color, or 

national origin by the City of Marshfield may file a Title VI complaint by completing and 

submitting the City’s Title VI complaint form.  

The City of Marshfield investigates complaints received no more than 180 days after the alleged 

incident. The City of Marshfield will process complaints that are complete.  

Once the complaint is received, the City of Marshfield will review it to determine if our office 

has jurisdiction. The complainant will receive an acknowledgement letter informing her/him 

whether the complaint will be investigated by our office.  

The City of Marshfield has 30 days to investigate the complaint. If more information is needed to 

resolve the case, the City of Marshfield may contact the complainant. The complainant has 30 

business days from the date of the letter to send requested information to the investigator 

assigned to the case.  

If the investigator is not contacted by the complainant or does not receive the additional 

information within 30 business days, the City of Marshfield can administratively close the case. 

A case can be administratively closed also if the complainant no longer wishes to pursue their 

case.  

After the investigator reviews the complaint, she/he will issue one of two (2) letters to the 

complainant: a closure letter or a letter of finding (LOF). A closure letter summarizes the 

allegations and states that there was not a Title VI violation and that the case will be closed. A 

letter of finding (LOF) summarizes the allegations and the interviews regarding the alleged 

incident, and explains whether any disciplinary action, additional training of the staff member, or 

other action will occur. If the complainant wishes to appeal the decision, she/he has 30 days after 

the date of the letter or the LOF to do so.  

A person may also file a complaint directly with the Federal Transit Administration, at FTA 

Office of Civil Rights, 1200 New Jersey Ave., SE, Washington, DC 20590. 

If information is needed in another language, then contact (715) 384-2919. 



CITY OF MARSHFIELD 

TITLE VI COMPLAINT FORM 

 

 

Section I: 

Name: 

Address: 

Telephone (Home): Telephone (Work): 

Electronic Mail Address: 

Accessible Format 
Requirements? 

Large Print  Audio Tape  

TDD  Other  

Section II: 

Are you filing this complaint on your own behalf? Yes* No 

*If you answered "yes" to this question, go to Section III. 

If not, please supply the name and relationship of the person for whom you 
are complaining:  

 

Please explain why you have filed for a third party:  

     

Please confirm that you have obtained the permission of the aggrieved 
party if you are filing on behalf of a third party.  

Yes No 

Section III: 

I believe the discrimination I experienced was based on (check all that apply):  

[ ] Race [ ] Color [ ] National Origin 

Date of Alleged Discrimination (Month, Day, Year):  __________ 

Explain as clearly as possible what happened and why you believe you were discriminated against. Describe all 
persons who were involved. Include the name and contact information of the person(s) who discriminated against you 
(if known) as well as names and contact information of any witnesses. If more space is needed, please use the back 
of this form. 

______________________________________________________________________________ 

______________________________________________________________________________ 

Section IV 

Have you previously filed a Title VI complaint with this agency? 

 

 

 

Yes No 



Section V 

Have you filed this complaint with any other Federal, State, or local agency, or with any Federal or State court?  

[ ] Yes [ ] No 

If yes, check all that apply: 

[ ] Federal Agency:      

[ ] Federal Court   [ ] State Agency     

[ ] State Court   [ ] Local Agency     

 

Please provide information about a contact person at the agency/court where the complaint was filed.  

Name: 

Title: 

Agency: 

Address: 

Telephone: 

Section VI 

Name of agency complaint is against: 

Contact person:  

Title: 

Telephone number: 

 

You may attach any written materials or other information that you think is relevant to your 
complaint. 

 

Signature and date required below 

 

   _____________________________________  ________________________ 

Signature    Date 

 

City of Marshfield  
Mayor Chris Meyer 
630 S. Central Ave, 7th Floor 
Marshfield, WI 54449 
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                                   Title VI Plan 
 

City of Marshfield 
 
 
 
 
 

Adopted on: May 13, 2014 

 
Adopted by: 

 
City of Marshfield Common Council 

 
Revised on: 

 
 

 
 
This policy is hereby adopted and signed by: 
 
City of Marshfield 
 
Executive Name/Title: Chris Meyer, Mayor 

Executive Signature: 
 
 

 
 

 
 
Policy Statement 
 
The City of Marshfield as a recipient of Federal Transit Administration (FTA) grant dollars 
either directly from FTA or through the Wisconsin Department of Transportation (WisDOT) will 
comply with the Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d) and the U.S. 
Department of Transportation implementing regulations. 
 
 
Title VI Plan Elements  
 
The City of Marshfield’s Title VI plan includes the following elements: 
 

 

1. Evidence of Policy Approval 
 

2. Notice to the Public 
 

3. Complaint Procedure 
 

4. Complaint Form 
 

5. List of transit related Title VI Investigations, Complaints and Lawsuits 
 

6. Public Participation Plan 
 

7. Language Assistance Plan 
 

8. Minority Representation Table and Description 
 

      Note: Additional materials will be attached, if required.  
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TITLE VI Notice to the Public  
 

The City of Marshfield’s Notice to the Public is as follows: 

 
 

Notifying the Public of Rights Under Title VI 
 

THE CITY OF MARSHFIELD 
 

� The City of Marshfield operates its programs and services without regard to 
race, color, and national origin in accordance with Title VI of the Civil Rights Act.  
Any person who believes she or he has been aggrieved by any unlawful 
discriminatory practice under Title VI may file a complaint with the City of 
Marshfield. 
 

� For more information on the City of Marshfield’s civil rights program, and the 
procedures to file a complaint, Mayor Chris Meyer (715) 384-2919; email 
Chris.Meyer@ci.marshfield.wi.us ; or visit the Mayor’s office at 630 S. Central 
Ave, 7

th
 Floor, Marshfield, WI 5449  http://ci.marshfield.wi.us/ 

 

� A complainant may file a complaint directly with the Federal Transit 
Administration by filing a complaint with the Office of Civil Rights, Attention: Title 
VI Program Coordinator, East Building, 5

th
 Floor-TCR, 1200 New Jersey Ave., 

SE Washington, DC, 20590. 
 

� If information is needed in another language, contact (715) 384-2919. 
Si se necesita informacion en otro idioma de contacto, (715) 384-2919. 

 
 
 
 
 
 

 
The City of Marshfield’s Notice to the Public is posted in the following locations: (check all that 
apply) 
 

� Agency website [insert website address here] 

� Public areas of the agency office (common area, public meeting rooms, etc.) 
X Inside vehicles 

� Rider Guides/Schedules 

� Transit shelters and stations 

� Other, __________________________________ 
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Title VI Complaint Procedure 

The City of Marshfield’s Title VI Complaint Procedure is made available in the following locations: (check all 

that apply) 

 

� Agency website, either as a reference in the Notice to Public or in its entirety  

X Hard copy in the central office 

� Available in appropriate languages for LEP populations, meeting the Safe Harbor Threshold. 

� Other, __________________________________ 

 

 
Any person who believes she or he has been discriminated against on the basis of race, color, 
or national origin by the City of Marshfield may file a Title VI complaint by completing and 
submitting the agency’s Title VI Complaint Form.  
 
The City of Marshfield investigates complaints received no more than 180 days after the 
alleged incident. The City of Marshfield will process complaints that are complete. 
 
Once the complaint is received, the City of Marshfield will review it to determine if our office 
has jurisdiction. The complainant will receive an acknowledgement letter informing her/him 
whether the complaint will be investigated by our office. 
 
The City of Marshfield has 30 days to investigate the complaint. If more information is needed 
to resolve the case, the city may contact the complainant.  
 
The complainant has 30 business days from the date of the letter to send requested information 
to the investigator assigned to the case.  
 
If the investigator is not contacted by the complainant or does not receive the additional 
information within 30 business days, the city can administratively close the case. A case can be 
administratively closed also if the complainant no longer wishes to pursue their case. 
 
After the investigator reviews the complaint, she/he will issue one of two (2) letters to the 
complainant: a closure letter or a letter of finding (LOF).  

� A closure letter summarizes the allegations and states that there was not a Title VI 
violation and that the case will be closed.  

� A letter of finding (LOF) summarizes the allegations and the interviews regarding the 
alleged incident, and explains whether any disciplinary action, additional training of the 
staff member, or other action will occur.  

 
If the complainant wishes to appeal the decision, she/he has 30 days after the date of the letter 
or the LOF to do so.  
 
A person may also file a complaint directly with the Federal Transit Administration, at FTA Office 
of Civil Rights, 1200 New Jersey Avenue SE, Washington, DC 20590.  
 
If information is needed in another language, then contact (715) 384-2919.  
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Title VI Complaint Form 

 

The City of Marshfield’s Title VI Complaint Procedure is made available in the following locations: (check all 

that apply) 

 

� Agency website, either as a reference in the Notice to Public or in its entirety  

X Hard copy in the central office 

� Available in appropriate languages for LEP populations, meeting the Safe Harbor Threshold. 

� Other, __________________________________ 

 

 

 

 

Section I: 

Name: 

Address: 

Telephone (Home): Telephone (Work): 

Electronic Mail Address: 

Accessible Format 
Requirements? 

Large Print  Audio Tape  

TDD  Other  

Section II: 

Are you filing this complaint on your own behalf? Yes* No 

*If you answered "yes" to this question, go to Section III. 

If not, please supply the name and relationship of the person for whom you 
are complaining:  

 

Please explain why you have filed for a third party:  

     

Please confirm that you have obtained the permission of the aggrieved 
party if you are filing on behalf of a third party.  

Yes No 

Section III: 

I believe the discrimination I experienced was based on (check all that apply):  

[ ] Race [ ] Color [ ] National Origin 

Date of Alleged Discrimination (Month, Day, Year):  __________ 

Explain as clearly as possible what happened and why you believe you were discriminated against. Describe all 
persons who were involved. Include the name and contact information of the person(s) who discriminated against you 
(if known) as well as names and contact information of any witnesses. If more space is needed, please use the back 
of this form. 

______________________________________________________________________________ 

______________________________________________________________________________ 

Section IV 
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Have you previously filed a Title VI complaint with this agency? 

 

 

 

Yes No 

Section V 

Have you filed this complaint with any other Federal, State, or local agency, or with any Federal or State court?  

[ ] Yes [ ] No 

If yes, check all that apply: 

[ ] Federal Agency:      

[ ] Federal Court   [ ] State Agency     

[ ] State Court   [ ] Local Agency     

 

Please provide information about a contact person at the agency/court where the complaint was filed.  

Name: 

Title: 

Agency: 

Address: 

Telephone: 

Section VI 

Name of agency complaint is against: 

Contact person:  

Title: 

Telephone number: 

 

You may attach any written materials or other information that you think is relevant to your 
complaint. 

 

Signature and date required below 

 

   _____________________________________  ________________________ 

Signature    Date 

 

City of Marshfield  
Mayor Chris Meyer 
630 S. Central Ave, 7th Floor 
Marshfield, WI 54449 
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List of Transit Related Title VI Investigations, Complaints and Lawsuits 

Subrecipient:  

 

Contact Person:  Signature:  Date:  

 
 
Check One:  

X 

 
There have been no investigations, complaint and/or lawsuits filed against us during the 
report period.  
 

  
There have been investigations, complaints and/or lawsuits filed against us. See list below. 
Attach additional information as needed.   

 
 
  

Date 
(Month,  

Day, Year) 

Summary 
(include basis of 

complaint: race, color, or 
national origin) 

 
Status 

 
Action(s) Taken 

Investigations     

1. 
 
 

    

2. 
 
 

    

Lawsuits     

1. 
 
 

    

2. 
 
 

    

Complaints     

1. 
 

    

2. 
 

    

 
  

Title VI Appendix #5- Annual Requirement 
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Public Participation Plan 

Subrecipient:  

 

Contact Person:  Signature:  Date:  

 

Strategies and Desired Outcomes 

To promote inclusive public participation, the City of Marshfield will use its resources available to employ 
the following strategies, as appropriate: 

� Provide for early, frequent and continuous engagement by the public. 

� Expand traditional outreach methods. Think outside the box: go to hair salons, barbershops, 

street fairs, faith-based institutions, libraries, etc. 

� Select accessible and varied meeting locations and times 

� Employ different meeting sizes and formats 

� Provide childcare and food during meetings, if possible. 

� Use social media in addition to other resources as a way to gain public involvement  

� Use radio, television or newspaper ads on stations and in publications that serve LEP 

populations. Outreach to LEP populations may also include audio programming available on 

podcasts. 

 

Documented Public Outreach 

The direct public outreach and involvement activities conducted by the City of Marshfield are 

summarized in the table below. Efforts include meetings, surveys, focus groups, etc.  

Information pertinent to each event and/or activity will be provided to WisDOT upon request.  Examples 

include copies of: meeting announcements, agendas, posters, attendee list, etc.  

Event 
Date 

City of 
Marshfield 
Staffer(s) 

Event 

Date Publicized 
and  

Communication 
Method  

(Public Notice, Posters, 
Social Media) 

 
Outreach Method  

(Meeting,  
Focus Group, 
Survey, etc). 

 
Notes 

(Meeting size and 
format, location, Number 

of Attendees, etc.)  
 

To Be 
Scheduled 
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Language Assistance Plan 
 

Plan Components 
 
As a recipient of federal US DOT funding, the City of Marshfield is required to take reasonable 
steps to ensure meaningful access to our programs and activities by limited-English proficient 
(LEP) persons.   
 
Limited English Proficient (LEP): Refers to persons for whom English is not their primary 
language and who have a limited ability to read, write, speak or understand English. This 
includes those who have reported to the U.S. Census that they speak English less than very 
well, not well, or not at all.  
 
Most individuals in Wisconsin read, write, speak and understand English.  There are some 
individuals for whom English is not their primary language.  If these individuals have a limited 
ability to read, write, speak, or understand English, they are considered limited English 
proficient, or ‘‘LEP.’’ 
 
The City of Marshfield’s Language Assistance Plan includes the following elements: 
 

1. The results of the Four Factor Analysis, including a description of the LEP population(s), 

served.  

2. A description of how language assistance services are provided by language 

3. A description of how LEP persons are informed of the availability of language assistance 

service 

4. A description of how the language assistance plan is monitored and updated 

5. A description of how employees are trained to provide language assistance to LEP 

persons 

6. Additional information deemed necessary 

 
Methodology 
 
To determine if an individual is entitled to language assistance and what specific services are 
appropriate, the City of Marshfield has conducted a Four Factor Analysis1 of the following 
areas: 1) Demography, 2) Frequency, 3) Importance and 4) Resources and Costs. 
  
LEP Four Factor Analysis 
 

• Factor 1: Demography: What is the number or proportion of LEP persons served and 
the languages spoken in the service area?  
 
Overview 
 

The first factor of the Four Factor Analysis is the basis of the Language Assistance Plan. It 
requires the City of Marshfield to review its US Census data to determine if it meets the 
LEP Safe Harbor Threshold.   
 

                                                           
1
 DOT LEP guidance https://www.civilrights.dot.gov/page/dots-lep-guidance   
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 US Census and American Community Survey (ACS) Data
2
  

 
The City of Marshfield did the following: 
 

1. Inserted a copy of the City of Marshfield’s county LEP data in the Title VI plan. This 
data was found at the WisDOT website at: 
http://www.dot.wisconsin.gov/localgov/docs/title6-lep.pdf  
 

2. Analyzed the LEP demographic data for the City of Marshfield’s program and/or 
service area by calculating the Safe Harbor Threshold for two to three of the largest 
language groups identified other than English.  
 

a. The Safe Harbor Threshold is calculated by dividing the population estimate 
for a language group that “Speaks English less than very well” by the total 
population of the county.  
 

i. The LEP Safe Harbor Threshold provision stipulates that for each 
LEP group that meets the LEP language threshold (5% or 1,000 
individuals, whichever is less) the City of Marshfield must provide 
translation of vital documents in written format for the non-English 
users.  

 
ii. Examples of written translation of vital documents include the Title VI 

policy statement and/or Notice to the Public (Appendix 2), Title VI 
Complaint Procedure (Appendix 3), Title VI Complaint Form 
(Appendix 4), and ADA paratransit eligibility forms.   

 
 

3. Explained the results of the analysis of the county LEP data in the demographic 
section of the Four Factor Analysis.    

 
� Factor 2: Frequency: How often does your staff (and/or contractor/lessee) come into 

contact with LEP persons?   
 

Overview 
 

LEP persons are persons identified as speaking English less than very well, not well 

or not at all. Just because a person speaks a language other than English doesn’t 

mean they don’t speak English or are identified as LEP. The summary below 

discusses the frequency with which City of Marshfield staff, and/or its 

contractor/lessee come into contact with LEP persons. It also provides information on 

the how staff is instructed to meet the needs of LEP persons. 

  

                                                           
2
 The ACS publishes data in many forms on the Census Bureau American Fact Finder website 

http://factfinder2.census.gov/faces/nav/jsf/pages/searchresults.xhtml  
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� Factor 3: Importance: How does the program, service or activity affect people’s lives? 
 

Overview 
 

The summary below discusses how the City of Marshfield’s program and services 

impact the lives of person’s within the community. The City of Marshfield will specify 

the community organizations that serve LEP persons, if available.  

 

� Factor 4: Resources and Costs: What funding and other resources are available for 

LEP outreach?  
 

Overview  
 

The summary below discusses the low cost methods used by the City of Marshfield 

to provide outreach to LEP persons as well as train staff (and/or its contractor/lessee) 

on Title VI and LEP principles.  

 

Additional Required Elements  

 

In addition to the Four Factor Analysis (listed below as item #1), the City of Marshfield will address 

the following elements: 

 

Item #2: A description of how language assistance services are provided by 
language 
 

Item #3:  A description of how LEP persons are informed of the availability of 
language assistance service 
 

Item #4: A description of how the language assistance plan is monitored and 
updated 
 

Item #5:  A description of how employees are trained to provide language 
assistance to LEP persons 
 
And, any additional information deemed necessary.  
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City of Marshfield – Summary of the Language Assistance Plan Components 
 
 

Item #1 – Results of the Four Factor Analysis (including a description of the LEP population(s) served) 

 
Factor 1 – Demography 
 
The City of Marshfield contracts with a transit provider to provide shared-ride taxi (SRT) service. The 
contractor/transit provider provides service for the City of Marshfield.  Census 2010 reports a Marathon 
county population of 134,063. The largest LEP population is Asian and Pacific Islander languages, which 
represents 4.5% (5660) of the population.  Asian and Pacific Islander speakers make up 1.9% (2,434) of 
the total population.  Spanish or Spanish Creole, which represents 1.9% (2,434) of the population. 
Spanish or Spanish Creole speakers make up 0.7% (881) of the population.   
  
The City of Marshfield is below the safe harbor threshold and is not required to provide written 
translation of vital document. 
 
In the future, if the City of Marshfield meets the Safe Harbor Threshold for written translation of vital 
documents, it will also consider measures needed for oral interpretation.  
 
 
Factor 2 – Frequency 
 
The City of Marshfield (and its contractor/lessee, if relevant) will be trained on what to do when they 

encounter a person that speaks English less than well.  The City of Marshfield and/or its 

contractor/lessee will track the number of encounters and consider making adjustments as needed to 

outreach efforts to ensure meaningful access to all persons and specifically to LEP and minority 

populations of the City of Marshfield’s programs and services.  

 

The City of Marshfield’s contractor/transit provider provides rides to 79,725 persons per year. While 
formal data has not been collected, the contractor has indicated it has encountered (0) LEP persons 
using the service within the last six months.  Our contractor/transit provider has an open door policy and 
will provide rides to any person who requests a ride. If an individual has speech limitations, the dispatcher 
or driver will work with the Transit Manager and the City of Marshfield, if needed to ensure the individual 
receives access to the transit service.  
 
 
Factor 3 – Importance 
 
The City of Marshfield and our contractor/transit provider understands an LEP person with language 
barrier challenges also faces difficulties obtaining health care, education or access to employment. A 
public transit system is a key link to connecting LEP persons to these essential services. 
 
The City of Marshfield has identified activities and services which would have serious consequences to 
individuals if language barriers prevented access to information or the benefits of those programs. The 
activities and services include providing emergency evacuation instructions in our facilities, stations and 
vehicles and providing information to the public on security awareness or emergency preparedness.  
 
The City of Marshfield’s assessment of what programs, activities and services that are most critical 
included contact with community organization(s) that serve LEP persons, as well as contact with LEP 
persons themselves to obtain information on the importance of the modes or the types of services that 
are provided to the LEP populations.  
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Factor 4 – Resources and Costs 
 
Even though the City of Marshfield does not have a separate budget for LEP outreach, the city has 
worked with our contractor/transit provider to implement low cost methods of reaching LEP person.  For 
example, the City of Marshfield and our contractor/transit provider work with local advocacy groups to 
reach LEP populations. 
 

 

Item # 2 – Description of how Language Assistance Services are Provided, by Language 

 
The City of Marshfield works with our contractor/transit provider to ensure mechanisms are in place to 
reach LEP persons in the service area.  For example, the contractor has a special brochure printed and is 
available in each vehicle to assist LEP populations in understanding the transportation service. 
 

Item # 3 - Description of how LEP Persons are Informed of the Availability of Language 
Assistance Service 

 
The City of Marshfield and its contractor/transit provider does the following to inform LEP persons of the 
availability of language assistance services:  striving to employ multilingual staff, and creating and posting 
multi-language announcements, posters and other information. 
 

 

Item # 4 – Description of how the Language Assistance Plan is Monitored and Updated 

 
The City of Marshfield reviews its plan on an annual basis or more frequently as needed. In particular, 
the City of Marshfield will evaluate the information collected on encounters with LEP persons as well as 
public outreach efforts to determine if adjustments should be made to the delivering of programs and 
services to ensure meaningful access to minority and LEP persons.  
 
In addition, if relevant, the City of Marshfield will meet with its contractor/transit provider on an annual 
basis to ensure the Title VI requirements are met. The last approval and site-visit of the contractor/transit 
provider was on 04/30/2014. 

 
 

Item # 5 - Description of how Employees are Trained to Provide Language Assistance to LEP 
Persons 

 
City of Marshfield employees are educated on the principles of Title VI and the City of Marshfield’s 
Language Assistance Plan. New employees will be provided guidance on the needs of clients served and 
how best to meet their needs. An important discussion point is that of language assistance. If a driver, 
dispatcher or employee needs further assistance related to LEP program participants, her/she will work 
with the City of Marshfield’s Title VI Coordinator to identify strategies to meet the language needs of the 
participants of the program or service. 
 
As part of our annual check in meeting, if relevant, the City of Marshfield will meet with its 
contractor/transit provider to discuss updates the City of Marshfield’s Language Assistance Plan.  
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Minority Representation Information 

 

 

A. Minority Representation Table 

The table below depicts the City of Marshfield’s three committees and councils related to transit: the 
Access Committee, Citizens Advisory Council and the Bicycle Pedestrian Committee. The 
demographic data in the table below indicates the participation of minorities on committees and 
councils is reflective of the demographic makeup of the City of Marshfield. 

Body Caucasian Hispanic 
African 

American 

Asian 

American 

Native 

American 

Population 94.8% 2.0% 0.7% 2.3% .2% 

Access Committee      

Citizens Advisory Council      

Bicycle Pedestrian 

Committee 
     

 

B.  Efforts to Encourage Minority Participation  

The City of Marshfield understands diverse representation on committees, councils and boards 
results in sound policy reflective of its entire population. As such, the City of Marshfield encourages 
participation of all its citizens.  As vacancies on boards, committees and councils become available, 
the City of Marshfield will make efforts to encourage and promote diversity. To encourage 
participation on its boards, committees and councils, the City of Marshfield will continue to reach out 
to community, ethnic and faith-based organizations to connect with all populations. In addition, the 
City of Marshfield will use create ways to make participating realistic and reasonable. Such as, 
scheduling meetings at times best suited to its members and providing transportation and child care, 
if needed for its members.   
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Minority Representation Data Collection Form  
 
 
Name of board, commission, council, etc. 
 
Date: 
___________________________________________________________________________________  
 
Dear Member, 
 
As the City of Marshfield is a recipient of federal funds, we are required under Title VI of the Civil Rights 
statue to ascertain the racial/ethnic make-up of any non-elected boards, commissions, councils, etc. 
 
Data from this section is used for statistical and reporting purposes. The information may be subject to 
disclosure under federal or state law or rule.  
 
Anti-Discrimination Notice 
 
It is unlawful for the City of Marshfield to fail or refuse to provide services, access to services or 
activities, or otherwise discriminate against an individual because of an individual’s race, color, religion, 
sex, national origin, disability or veteran status. 
 
As a council under the jurisdiction of the City of Marshfield, we invite council members to voluntarily self-
identify their race/ethnicity in order for us to comply with FTA Title VI regulations. This information will be 
used according to the provisions of applicable federal and state laws, executive orders and regulations, 
including those requiring the information to be summarized and reported to the federal government for 
civil rights enforcement purposes.  
 
Race/Ethnicity 
 
If you choose to self-identify, please mark the one box describing the race/ethnicity category with which 
you primarily identify: 
 
___ Asian or Pacific Islander: All persons having origins in any of the peoples of the Far East, Southeast 
Asia, the Indian subcontinent, or the Pacific Islands. This area includes, for example, China, Japan, 
Korea, the Philippine Islands and Samoa.  
 
___ Black and/or African American (not of Hispanic origin): All persons having origins in any of the Black 
racial groups of Africa. 
 
___ Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish 
culture or origin, regardless of race. 
 
___ American Indian or Alaskan Native: All persons having origins in any of the original peoples of North 
America, and who maintain cultural identification through tribal affiliation or community recognition. 
 
___ Caucasian (not of Hispanic origin): All persons having origins in any of the original peoples of 
Europe, North Africa or the Middle East.  

 



 
 

 
DATE: May 6, 2014 
TO: Finance, Budget and Personnel Committee 
FROM: Lara Baehr, Human Resources Manager 
RE:  Revised Personnel Policy No. 3.820, Overtime/Call-In/Captive Time Pay for                         

Non-exempt Personnel 
 
BACKGROUND 

Personnel Policy No. 3.820, Overtime/Call-In/Captive Time Pay for Non-exempt 
Personnel was most recently updated with an effective date of January 1, 2013.  Most 
personnel policies where updated in early 2012 in response to WI Act 10/Budget Act 32.  
With this in mind we know that it is likely that some policies will need to be modified as 
we administer the policies for employees previously covered under labor contracts. 
 
ANALYSIS 

The City has received a request to review the call-in section in Policy No. 3.820.  If an 
employee is not currently on captive time and they are called in to work they receive a 
minimum of one hour compensation.  Although fairly rare to call an employee in after 
hours (when not on call) it does occur on occasion.  Some of these calls can take 30 
minutes to hours.  Feedback from employees has included the desire for compensation 
when receiving an afterhours (unscheduled) call in when not receiving captive time.  
Call-ins can be anywhere from 3 p.m. to 7 a.m. Monday through Friday and all 24 hours 
on Saturday, Sunday and holidays.  Staff recently sat down with Department/Division 
Heads that would potentially be impacted and agreed that between the low frequencies 
(some of which are calls that last longer than 2 hours) and the desire for fast responses 
for unscheduled calls, that a 2 hour minimum would be proposed. Clarifications are 
track changed in the attached Personnel Policy No. 3.820.   
 

RECOMMENDATION 

I recommend that the Finance, Budget and Personnel Committee approve revised 
Personnel Policy No. 3.820, Overtime/Call-In/Captive Time Pay for Non-exempt 
Personnel.  
 
 
Concurrence:___________________________ 
  Steve Barg, City Administrator 
 
Attachments 

City of 
Marshfield 

Memorandum 

Amy
Steve Barg



 

                      CITY OF MARSHFIELD, WISCONSIN 
                          POLICIES AND PROCEDURES 
  

1. COMMON COUNCIL 4. FINANCIAL 

2. ADMINISTRATIVE 5. PUBLIC WORKS 

3. PERSONNEL 6. PARKS AND RECREATION 

 
 

CHAPTER:  Compensation 
 
SUBJECT:  Overtime/Call-In/Captive Time Pay for Non-exempt Personnel 
 
POLICY NUMBER:  3.820 
 
PAGES:  2 
 
EFFECTIVE DATE:  July 1, 1985 
 
REVISION DATE:  January 1, 2013May 6, 2014 
 
Special Notes:  This policy/procedure manual does not in any way constitute an 
employment contract and the City of Marshfield reserves the right to amend this 
manual at any time subject only to approval by the Common Council. 
 
POLICY 
 
All employees determined to be non-exempt under the criteria set forth in the Fair Labor 
Standards Act will be compensated at a rate of time and one half (1 1/2) for all hours 
worked in excess of 40 in any one week.  Non-represented benefit eligible employees 
will be paid at a rate of time and one half (1 ½) for all hours worked on a Sunday or 
approved paid holiday.   
 
Call-In Time 
An employee called to return to work outside of the regularly unscheduled hours of work 
shall receive a minimum of onetwo (12) hours pay.  The City Department/Division may 
post, on or about December 1 of each year, a notice requesting the names of 
employees who are interested in volunteering for call-in-time duties for the succeeding 
year.  Those employees who are interested shall sign said posting.  (An employee who 
is scheduled in advance to work outside of their normal work shift shall receive pay for 
time worked).  
 
Captive Time  
The City Department/Division may post, on or about December 1 of each year, a notice 
requesting the names of employees who are interested in volunteering for captive time 
duties for the succeeding year.  Those employees who are interested shall sign said 
posting.  The employee who is on call shall receive two (2) hours straight pay for any 
scheduled workday and four (4) hours straight pay for non-scheduled work days or ten 



(10) hours when assigned captive time for a seven (7) day period.  Wastewater 
employees on captive time shall receive one (1) hour straight pay for any scheduled 
workday and three (3) hours straight pay for non-scheduled work days.  When called in 
to work on captive time the employee shall receive a minimum of one (1) hour pay. The 
employee on call will be issued a cell phone for which he/she is responsible in the event 
it should be lost, stolen, or damaged.  Employees on captive time shall have the 
authority to call in another employee without approval of management, when 
circumstances warrant the need for assistance.   
 
The operating departments have available to them as an option compensatory time off 
in lieu of overtime pay, captive time and/or call-in time. Those department heads who 
choose to make this option available to their employees will assume the task and the 
responsibility for insuring accurate recordkeeping.  
 
Under the Compensatory Time Off Option: 
 
1. Employees who qualify for overtime pay (under section #1 of this policy) have the   
      option of receiving the payment of the time worked either as cash or banked as 

compensatory time for use as time off during the remainder of the calendar year. 
 
2. To bank hours an employee must notify his/her department head when the time card 

is submitted for review and approval. 
 
3. Recorded on the time card will be the number of overtime hours actually worked  

accompanied by the appropriate code (CB=Compensatory Time Banked). Do not 
multiply the overtime hours times one and half for purposes of the time card. 

 
4. A maximum of 40 hours can be accumulated by any employee.  Police Sergeants 

can accrue a maximum of 72 hours.   
 
5. The Department Head must approve in advance any time off including the use of 

compensatory time off. Time off should be recorded on the time card accompanied 
by the appropriate code (CU-compensatory time used). 

 
6. All banked compensatory time not used by December 1 of a year will be paid out in 

cash at the hourly rate the employee was earning on December 1 of that year.  
 

a. In order to process the payout of unused compensatory time, the 
department/division head will submit to the Finance Department a written 
summary of all compensatory time hours earned during the calendar year by 
each employee qualifying for the payout, a listing of hours actually used, and 
an indication of hours remaining in the bank and eligible for the payout.  

 



 
 

 

DATE:  May 6, 2014  
     TO:  Finance, Budget and Personnel Committee 
FROM:     Lara Baehr, Human Resources Manager 
  RE:  Classification of Accountant 

 
BACKGROUND 

The Common Council recently approved and funded a new position titled Accountant.  
Once approved, new positions follow Personnel Policy No. 3.800, Compensation Plan 
for classification in the City non-represented compensation plan.  The Job Evaluation 
System starts with the supervisor completing a Job Description Questionnaire (JDQ). 
 

ANALYSIS 

The Job Evaluation System defines five key job-related factors that are measured. The 
five key factors are: Formal Preparation and Experience, Decision Making (Impact), 
Thinking Challenges and Problem Solving, Interactions and Communication, and Work 
Environment.  Attached is the job description for the position of Accountant.  
 

Consultant Katie McCloskey with Carlson Dettmann reviewed the information submitted 
and recommends that the position of Accountant be classified at pay grade H.  A 
revised copy of the City’s approved 2014 compensation plan is attached and details 
positions and levels of compensation for each position at minimum, control point and 
maximum.   
 
RECOMMENDATION 

I recommend that the Finance, Budget and Personnel Committee approve classification 
of Accountant to pay grade H. 
 
Attachments 
 
 
 
Concurrence:______________________________ 
  Steve Barg, City Administrator        

City of 
Marshfield 

Memorandum 

Amy
Steve Barg



CITY OF MARSHFIELD
1-Jul-14

Control Point Maximum

92.5% 95.0% 97.5% 100.0% 102.5% 105.0% 107.5% 110.0% 112.5%

Job Title Department Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9

City Administrator Administrator W $45.22 $46.44 $47.66 $48.88 $50.11 $51.33 $52.55 $53.77 $54.99

vacant grade V $43.65 $44.82 $46.01 $47.19 $48.37 $49.55 $50.72 $51.90 $53.09

vacant grade U $42.09 $43.23 $44.36 $45.50 $46.64 $47.77 $48.91 $50.06 $51.19

Finance Director Finance T $40.53 $41.62 $42.72 $43.81 $44.90 $46.01 $47.10 $48.20 $49.29

Fire Chief Fire

Police Chief Police

Public Works Director Public Works

Director of Planning/Econ Dev Planning S $38.96 $40.02 $41.07 $42.12 $43.17 $44.23 $45.28 $46.33 $47.38

Parks & Recreation Director Parks & Recreation

Technology Director Technology

City Engineer Engineering R $37.40 $38.41 $39.42 $40.43 $41.44 $42.45 $43.46 $44.47 $45.48

Human Resources Manager Administrator

City Assessor Assessor Q $35.83 $36.80 $37.77 $38.74 $39.71 $40.68 $41.65 $42.62 $43.59

vacant grade P $34.27 $35.20 $36.12 $37.05 $37.98 $38.90 $39.82 $40.75 $41.68

Assistant Finance Director Finance O $32.70 $33.59 $34.47 $35.36 $36.25 $37.13 $38.02 $38.90 $39.78

Police Lieutenant Police

Street Superintendent Street Division

Wastewater Superintendent Wastewater Utility

Deputy Fire Chief Fire (M-F) Fire

Two years apartOne year apart



1-Jul-14

Control Point Maximum

92.5% 95.0% 97.5% 100.0% 102.5% 105.0% 107.5% 110.0% 112.5%

Job Title Department Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9

Two years apartOne year apart

Deputy Fire Chief Fire (Shift) Fire $68,024.00 $69,873.00 $71,700.00 $73,549.00 $75,398.00 $77,226.00 $79,074.00 $80,902.00 $82,750.00

Assistant City Engineer Engineering N $31.15 $31.99 $32.84 $33.67 $34.51 $35.36 $36.20 $37.04 $37.89

Building Services Supervisor Building Services

Asst Street Superintendent Street Division M $29.58 $30.38 $31.18 $31.98 $32.77 $33.57 $34.37 $35.18 $35.98

Asst Wastewater Superintendent Wastewater Utility

Civil Engineer II Engineering

Parks & Recreation Maint Supv Parks & Recreation

Parks & Recreation Supv II Parks & Recreation

PD Staff Services Supervisor Police

Technology Analyst Technology

Police Sergeant (Shift) Police $61,532 $63,192 $64,852 $66,512 $68,171 $69,830 $71,490 $73,170 $74,831

City Clerk Clerk L $28.02 $28.77 $29.53 $30.29 $31.05 $31.80 $32.56 $33.32 $34.08

City Planner Planning

Surveyor Engineering

Deputy Assessor Assessor K $26.46 $27.17 $27.89 $28.60 $29.32 $30.04 $30.74 $31.46 $32.18

Electrical Inspector/Asst Bldg Insp Building Services

Plumbing Insp/Asst Bldg Insp Building Services

GIS Coordinator Planning

vacant grade J $24.89 $25.56 $26.23 $26.91 $27.58 $28.25 $28.93 $29.59 $30.27

Cemetery Coordinator/Caretaker Cemetery I $23.33 $23.96 $24.59 $25.22 $25.85 $26.48 $27.11 $27.74 $28.37

Accountant Finance H $21.77 $22.36 $22.95 $23.53 $24.12 $24.71 $25.30 $25.89 $26.47

Property Appraiser Assessor

Wastewater Operator-Level 4 Certification Wastewater Utility



1-Jul-14

Control Point Maximum

92.5% 95.0% 97.5% 100.0% 102.5% 105.0% 107.5% 110.0% 112.5%

Job Title Department Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9

Two years apartOne year apart

Zoning Administrator Planning

Accounting Technician Finance G $20.20 $20.75 $21.29 $21.84 $22.38 $22.93 $23.47 $24.02 $24.56

Payroll Technician Finance

Engineering Technician Engineering

Mechanic Public Works

Maintenance Technician II Building Services

Wastewater Operator Wastewater Utility

Zoo Keeper Park and Recreation

Ordinance Enforcement Officer Police F $18.88 $19.39 $19.90 $20.41 $20.93 $21.43 $21.95 $22.45 $22.97

Streets/Parks and Rec Classification Four Streets/Park & Rec

Administrative Assistant III Mayor/City Administrator E $17.56 $18.04 $18.51 $18.99 $19.46 $19.94 $20.41 $20.89 $21.36

Deputy Clerk Clerk

Streets/Parks & Rec Classification Three Streets/Park & Rec

Administrative Assistant III Fire

Administrative Assistant III Police

Accounting Clerk Finance D $16.42 $16.87 $17.31 $17.76 $18.20 $18.64 $19.09 $19.53 $19.98

Administrative Assistant II Streets Division

Municipal Court Clerk Municipal Court

Police Records Specialist Police

Streets/Parks & Rec Classification Two Streets/Parks & Rec

Administrative Assistant II Assessor

Administrative Assistant II Building Services

Administrative Assistant II Parks & Recreation

Administrative Assistant II Public Works

Administrative Assistant II Wastewater



1-Jul-14

Control Point Maximum

92.5% 95.0% 97.5% 100.0% 102.5% 105.0% 107.5% 110.0% 112.5%

Job Title Department Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9

Two years apartOne year apart

Administative Assistant I C $15.27 $15.69 $16.10 $16.51 $16.93 $17.34 $17.76 $18.17 $18.57

Custodian Police

Cemetary Caretaker Assistant Cemetery

Streets/Parks & Rec Classification One Streets/Park & Rec B $14.28 $14.68 $15.06 $15.44 $15.83 $16.21 $16.60 $16.99 $17.37

vacant grade A $13.28 $13.65 $14.00 $14.36 $14.73 $15.08 $15.44 $15.80 $16.16

Streets/Parks & Rec Classification One

No CDL and minimal related experience

Streets/Parks and Rec Classification Two 

Parks Technician I, Laborer, Truck Operator, Skid Steer Operator, Stock Room Helper, and Sweeper

Streets/Parks and Rec Classification Three

Parks Technician II, Tile Layer, Sign Person, Mini Excavator, Equipment Technician, Concrete Helper, Front End Loader, Bulldozer Operator, Grade Person

Streets/Parks & Rec Classification Four

Parks Technician III, Concrete Specialist, Ariel Truck Operator, Loader/Backhoe, Motor Grader, Rubber Tired Excavator, Tracked Excavator, Stock Clerk

Acting Street Supervisor is pay grade H

Out of Class Pay for Employees over the Control Point (Street Division/Parks and Recreation Department):  Employees whose compensation is beyond the Control 

Point will receive an additional $.30 per hour in out of class pay if currently classified in a Class II and are assigned and performing work that is classified as a Class 

III.  Likewise there will be a $.40 per hour out of class pay from Class III to Class IV and $.20 per hour out of class pay for Class IV to Zookeeper.

Reclassification into a new Class for Employees Over the Control Point (Street Division and Parks and Recreation Department): When an employee is promoted to a 

new classification and is currently being compensated above their current control point, the out of class pay ($.30 and/or $.40) will be permanently added to their 

base pay as long as the employee’s performance remains at a satisfactory level and they continue to perform the work at the higher classification.



1-Jul-14

Control Point Maximum

92.5% 95.0% 97.5% 100.0% 102.5% 105.0% 107.5% 110.0% 112.5%

Job Title Department Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9

Two years apartOne year apart

Classification II - Night Shift Sweeper Night Shift Differential: Effective October 27, 2013 - $.15 per hour.  Effective July 1, 2014 - $.25 per hour. 



 

 

 

JOB TITLE:  Accountant 
DEPARTMENT: Finance 
SUPERVISOR: Assistant Finance Director 
COMPENSATION GRADE: H 
 

JOB SUMMARY  

 

Under the direction of the Assistant Finance Director, the Accountant applies principles 
of accounting to analyze financial information and prepares financial reports by 
compiling information, and utilizes appropriate accounting control procedures.   
 

JOB DESCRIPTION 

 

Task No.  Description  Frequency 

1. Performs enhanced financial reporting and analysis.  15% 

2. Prepares various rate studies and cost allocations. 15% 

3. Provides budget process support. 15% 

4. Provides fiscal year-end audit support. 15% 

5. Maintains City’s fixed asset records including the General 
Fund and Enterprise Funds, Depreciation, Additions, and 
Retirements. 

15% 

6. Provides grant administrative support. 10% 

7. Provides insurance (liability, auto, property, etc.) 
administrative support. 

 5% 

8. Performs internal control tasks as directed. 5% 

9. Performs misc. financial administrative support. 5% 

 

QUALIFICATIONS 

 
Bachelor’s Degree in Accounting required.  Work experience in accounting preferred.  
Must be proficient with the use of computer spreadsheets and their application to 
accounting and finance. Requires a self-motivated individual with excellent written and 
oral communication skills; good knowledge of the principles and practices of finance; 
strong analytical ability; strong customer service and data collection skills; detail 
orientated; and ability to learn technical report preparation and software applications.  
 



 
 

 
DATE: May 6, 2014  
TO: Finance, Budget and Personnel Committee 
FROM: Lara Baehr, Human Resources Manager 
RE:  Revised Personnel Policy No. 3.875, Reimbursed Expenses and Deletion of 

Finance Policy No. 4.170, City-Owned Vehicles for Out of City Travel 
 

BACKGROUND 

Personnel Policy No. 3.875, Reimbursed Expenses was last revised on September 24, 2002.  
Policy No. 3.875 needs to be updated with terms, department names, clarifications, and removal 
of duplications.  
 

ANALYSIS 

Employees who have access to a City owned vehicle are expected to use the City owned 
vehicle most of the time for various reasons, including proper signage of the vehicle, availability 
and liability purposes.  There are times however when a supervisor is called in for an 
emergency situation after hours and for efficiency it makes sense to have them report directly to 
the situation to assess what man power and equipment will be needed without stopping first at 
their base location to pick up a vehicle.  Examples of emergencies that occur after normal work 
hours include snow and ice operations, down trees, vehicle/signage accidents, road related 
items (quick forming pot holes) etc. In situations where supervisors are called in after hours and 
need to make an assessment as to what the situation calls for it is appropriate for the City to 
reimburse for personal mileage while in the City limits and performing work.  Ultimately the 
reimbursements would be uncommon, require supervisor approval and require detail as to the 
situation that arose to be reported on the reimbursement request form. Revised Policy No. 
3.875, Reimbursed Expenses is attached. 
 
While reviewing Policy No. 3.875, Reimbursed Expenses along with Policy No. 3.580, Use of 
City-Owned Vehicles, we realized that there is a dated version of a policy also titled Use of City-
Owned Vehicles (Policy No. 4.170) under Finance, Chapter 4. Policy No. 4.170 was 
implemented in 1986 and likely forgotten.  Policy No. 3.580 was implemented in 1978 and last 
revised in 2012.  The two policies are a duplication with Policy No. 4.170 not up to date.   
 
RECOMMENDATION 

I recommend that the FPB approve: 

• Revised Personnel Policy No. 3.875, Reimbursed Expenses 

• Deletion of Personnel Policy No. 4.170, Use of City-Owned Vehicles (duplication to 
Policy No. 3.580, Use of City-Owned Vehicles) 

 
Attachments 
 
Concurrence: 
 
  ________________________ 
  Steve Barg, City Administrator 
                        

City of 
Marshfield 

Memorandum 

Amy
Steve Barg



 

 

                      CITY OF MARSHFIELD, WISCONSIN 
                          POLICIES AND PROCEDURES 
  

1. COMMON COUNCIL 4. FINANCIAL 

2. ADMINISTRATIVE 5. PUBLIC WORKS 

3. PERSONNEL 6. PARKS AND RECREATION 

 

CHAPTER:  Compensation 
 
SUBJECT:  Reimbursed Expenses  
 
POLICY NUMBER:  3.875 
 
PAGES:  6 
 
EFFECTIVE DATE:  December 12, 1995 
 
REVISION DATE:  September 24, 2002May 6, 2014 
 
PERMANENT DELETION DATE: 
 
APPROVED BY: 
 
DEPARTMENT OF PRIMARY RESPONSIBILITY:  Finance Department 
 

Special Notes:  This policy/procedure manual does not in any way constitute an 
employment contract and the City of Marshfield reserves the right to amend this 
manual at any time subject only to approval by the Common Council. 
 

I. POLICY 
 
The City of Marshfield shall reimburse eligible expenses for City employees, City 
elected officials, and members of appointive commissions and boards who are 
transacting official public business.  Eligible expenses will also be reimbursed when 
attending an approved professional meeting, conference, or training session, which 
promotes the overall job knowledge and comprehension of the individual. Eligible 
expenses shall be reimbursed by the City upon the filing of a vouchers Reimbursement 
Claim Form developedon forms furnished by the Finance Department. All such 
vouchersclaims shall be accompanied by actual receipts of disbursements. In cases 
when another agency(s) reimburses for approved travel and such reimbursement is 
paid to a City official or City employee, such reimbursement shall be deposited in its 
entirety with the city treasuryFinance Department. 
 
 



 
II. PROCEDURES 
 
A. Advances 
 
Advances should be kept to a minimum. Registration fees, lodging, and airline 
expenses should be paid by the City directly, whenever possible. Employees are 
encouraged to use personal cash or charge cards, in lieu of advances for expenses 
which are not prepaid, whenever possible. However, the intent is not to place a hardship 
on the employees travel reimbursement should be made by the City prior to the 
employee's receipt of his/her credit billing unless there is a delay in presenting the 
expense detail to the Finance Department. 
 
Requests for advance shall be made to the Finance Department on a "Request for 
Travel Advance" form available from the office. Such requests shall be made at least 
fifteen (15) days in advance of departure from the City. No advances will be made for 
less than $75.00, and none will be made for miscellaneous expenses.  Advance checks 
will be issued by the Finance Director to the requester no sooner than the business day 
prior to leaving the city unless prior arrangements have been made. 
 
B. Responsibility 
 
1. Departments will be responsible for the submission of proposed travel during the 

annual budget development process or during the application period for federal/state 
grants. Departmental travel requests will be reviewed and discussed at the budget 
hearing with the City Administrator. Once the appropriations for travel have been 
approved by the Common Council in the annual budget process, any significant 
variance in travel requirements must be justified to and approved by the City 
Administrator (or in the cases of the Library, Fire, and Police Departments, the 
respective administrative boards or commissions). 

 
2. It shall be the responsibility of each individual traveling as an official representative 

of the City of Marshfield at City expense to keep sufficient records in order to make a 
complete and detailed report of all authorized expenses. This shall mean that, when 
at all practical, actual receipts shall be obtained and attached to the Reimbursement 
Claim Form. Upon returning to the City, the individual traveling shall complete the 
Reimbursement Claim Form, attach receipts and approval forms, and submit such 
documentation to the Finance Department within five (5) working days. 

 
C. Allowable Reimbursement Expenses 
 
Expenses for which the City of Marshfield may allow an advance or reimbursement 
when traveling or conducting business as an official representative of the City shall be 
provided on the following basis: 
 
1. Transportation 



Use of a private automobile to conduct City business shall be reimbursed at the rate 
that the Internal Revenue Service (IRS) currently allows for income tax purposes. This 
per mile reimbursement rate shall include all costs related to the use of privately owned 
vehicles including but not limited to gas, oil, tires, repairs, insurance, license fees, and 
depreciation costs. No person shall submit a claim for reimbursement for costs incurred 
to clean and/or repair his/her personal vehicle used in the conduct of City business. 
Parking costs as well as bridge/ turnpike tolls may be reimbursed as a separate and 
distinct cost from the mileage rate. Travel mileage begins when the individual leaves the 
premises of his/her normal place of employment or his/her residence, whichever occurs 
last, and ends when he/she returns to his/her normal place of employment or his/her 
residence, whichever occurs first.  
 
An exception to this is when a supervisor is called in to assess an emergency situation, 
they may go directly to the situation with their own personal vehicle with mileage 
reimbursement starting from their home or current location if in the city limits or upon 
entering city limits if they are outside city limits when asked to report to work.  If a 
supervisor claims reimbursement under this exception, the emergency situation must be 
specifically identified for each claimed expense for review and approval. 
 
Out of Town Travel: A City employee or City elected official may be allowed an amount 
not more than the coach class round trip airline fare for out-of-state travel. City 
employees and elected officials are encouraged, but not required, to use City-owned 
vehicles for all travel within the State of Wisconsin and cities immediately adjacent to 
the boundaries thereto when at all practical. Except for the cities immediately adjacent 
to the State of Wisconsin, City-owned vehicles will not be used for out-of-state travel 
without prior approval of the Department/Division Head or City Administrator. 
 
If a private automobile is permitted for out-of state travel, reimbursable automobile 
expenses shall be limited to the cost of a coach class airline ticket, or the current IRS 
rate, whichever is less, and shall not include bridge/turnpike tolls, lodging, meals, and 
other expenses enroute that would not be paid if commercial transportation was used. If 
more than one employee is to ride in the same private vehicle, only the cost of one 
coach class airline ticket will be permitted. 
 
If the rental of a vehicle from a private agency is necessary and justified (when neither 
City nor private vehicle are used), the City will not pay for personal use (e.g. 
sightseeing). 
 
Use of a city-owned vehicle is voluntary.  Employees that elect to use a city-owned 
vehicle must submit a request to the Mayor’s Office.  A car will be assigned, if available, 
with verification.  Keys are to be picked up and returned to the mayor’s Office.  Mileage 
documentation forms must be completed and returned to the Mayor’s Office.  These 
forms are kept in the automobile.  If gasoline is needed while out of town, purchase and 
turn in a receipt for reimbursement with your other expenses. Upon return to the City 
you must fill the gas tank at the City fueling station.  The cost for any gasoline 
purchased for the city-owned vehicle should be charged to account #701.53240 



.000.5350.  City officials may transport non-employee passengers when in a city-owned 
car when on city business. 
 
2. Hotel or Lodging Expenses 
 
Hotel or lodging expenses will be reimbursed at  an amount not greater than the cost of 
a medium priced single room, which will depend upon the particular destination while 
traveling at the expense of the City. No provision shall be made for the advance or 
reimbursement for lodging expenses for persons other than City employees, City 
elected officials, and members of appointive commissions and boards who are required 
to travel to transact official public business. Employees and elected officials are 
encouraged to request a quotation for a governmental rate when making their lodging 
arrangements. Lodging expenses will not be reimbursed for accommodations in Wood, 
Portage, Marathon, or Clark counties unless advance permission is granted by the City 
Administrator in Wood, Portage, Marathon, or Clark counties unless advance 
permission is granted by the City Administrator (or in the case of the Library, Fire 
Department, or Police Department, the respective administrative board or commission). 
 
3. Meals 
 
Employees and officials traveling for the City will be allowed reimbursement for 
reasonable meal expenses, including gratuities not to exceed fifteen percent (15%) of 
the meal expenses. No allowance will be made for alcoholic beverages. Breakfast 
expenses will be allowed if the employee or City official is required to leave the City of 
Marshfield prior to 6:30 a.m.; evening meal expenses will be allowed if the employee 
cannot safely return to the City prior to 7:00 p.m., not including the time spent eating the 
evening meal. 
 
4. Fees, Registration, Dues, Banquets, etc.  
 
The City of Marshfield shall pay the cost of fees, dues, and conference or meeting 
registration expenses. Such expenses must be verified, when possible, by a receipt, 
program or bulletin setting forth such fees or dues. In the event that such fees include 
the cost of meals, no allowance for the same meals shall be allowed under section 3 
above. 
 
When a regional or statewide meeting or conference is hosted by the Mayor, City 
Administrator, or a department of municipal government, employees and officials shall 
be reimbursed for actual expenses in accordance with reimbursement procedures. 
 
5. Miscellaneous 
 
Reimbursement for other reasonable miscellaneous expenses such as ground 
transportation (taxi, bus), baggage handling, and business related telephone charges 
would be allowed. No reimbursement shall be allowed for any traveler's check issuance 
fees, parking tickets, traffic violations, or personal telephone charges. 



 

CITY OF MARSHFIELD 
REQUEST FOR TRAVEL ADVANCE 

 
To: Finance Department 
 
From:  __________________________________ 
 
Please advance me the sum of $  ______________________ for travel to 
 
______________________,  ___________________ on _______________, for 
   (City)           (State)   (Date) 
 
the purpose of ___________________________________________________ 
                 (specific meeting, conference, training session, et. al.) 
 
Within five (5) days of the completion of my trip(s), I will submit a detailed request for 
reimbursement together with supporting evidence for actual expenditures. Upon 
receiving a check from the City of Marshfield for the actual expenditures, I will pay the 
City of Marshfield the total advance of $______________. The attached sheet is a 
detailed estimated cost of my expenses. 
 
     Signature:  _______________________________ 
 
     Approved:  _______________________________ 
 
[Requests for advance shall be made at least fifteen (15) days in advance of departure 
from the City. No advances will be made for less than $75.00, and none will be made for 
miscellaneous expenses. Advance checks will be issued by the Finance Department to 
the requester no sooner than the business day prior to leaving the City unless prior 
arrangements have been made.] 
 
 
 
TO BE COMPLETED BY THE FINANCE DEPARTMENT: 
 
Advance of $ __________ issued to_______________________ on ______________. 

Check # ________. Reimbursement request of $______________ paid on 

____________. Check # _______. Advance of $ ___________repaid on___________.  

Receipt # ____________________. 

Check to be picked up on ______________________. 



 
ESTIMATED COST OF TRIP 

 
1. LODGING: 
 
Hotel:______ Night(s) @ $ _________ per night   $__________  
 
2. MEALS: 
 
 ______ Breakfast(s) @ $______each    $__________  

 ______ Noon Meal(s) @ $ _____each    $__________  

 ______ Evening Meal(s) @ $_____ each   $__________ 
 
3. REGISTRATION: 
 
          $__________ 
4. OTHER (specify in detail)      $__________ 
 
 
TOTAL ESTIMATED COSTS*      $__________ 
 
* Minimum advance request is $75.00 
 
 
 



CITY OF MARSHFIELD, WISCONSIN 
POLICIES AND PROCEDURES 

  
1. COMMON COUNCIL 4. FINANCIAL 

2. ADMINISTRATIVE 5. PUBLIC WORKS 

3. PERSONNEL 6. PARKS AND RECREATION 

  
  

CHAPTER:  Employee Benefits 
  
SUBJECT:  Use of City-owned Vehicles 
  
POLICY NUMBER:  3.580 
  
PAGES:  2 
  
APPROVAL DATE:  April 11, 1978 
  
REVISION DATE:  January 1, 2012 
  
PERMANENT DELETION DATE: 
  
APPROVED BY: 
  

DEPARTMENT OF PRIMARY RESPONSIBILITY:  Finance and Public Works 
  

Special Notes:  This policy/procedure manual does not in any way constitute an 
employment contract and the City of Marshfield reserves the right to amend this manual 
at any time subject only to approval by the Common Council. 
  
There shall be a policy governing the personal usage of City-owned vehicles by City personnel: 
  
A)  Usage 
  

1.     City owned vehicles shall not be used to commute to and from work.  The commute is 
defined as the initial trip from home in the morning and the final trip home in the 
evening. This section of the policy does not apply to police and fire protective service 
members. 

  
2.     All City-owned vehicles shall be stored at the applicable department/division base. 
  
3.     Employees may take city owned vehicles to lunch as long as it is within the corporate 

boundaries of the City.  This section of the policy does not apply to police and fire 
protective service members. 

  

4.     Employees approved for out of town travel with a city owned vehicle may take the 
vehicle home to accommodate early morning or late evening travel plans.   

  



  
B)  Personal Usage of City-owned Vehicles 
  

1.    Personal usage of City-owned vehicles is prohibited.  This section of the policy does 
not apply to police and fire protective service members.  Detailed reporting of personal 
usage is required to be submitted to the Finance Director at the end of each month to 
report the taxable benefit implications to the employee (including police and fire 
protective service members). 

  
  
C)  Transportation of Passengers in City-owned Vehicles 
  

1.    Passengers may be transported for City of Marshfield business.   
   

2.    City-owned vehicles may not be used for transporting family members or for any non-
City of Marshfield business.  

  
  

 



 
 

CHAPTER:   Accounting and Financial Reporting Systems 
 
SUBJECT:   City Owned Vehicles for Out of City Travel 
 
POLICY NUMBER:  4.170 
 
PAGES:    
 
EFFECTIVE DATE:  March 5, 1986 
 
REVISION DATE: 
 
PERMANENT DELETION DATE: 
 
APPROVED BY:  Mayor Marilyn Hardacre 
 
Special Notes:  This policy/procedure manual does not in any way constitute an 
employment contract and the City of Marshfield reserves the right to amend this 
manual at any time subject only to approval by the Common Council. 
 
 
In accordance with the motion passed by Council on January 14, 1986, that no out of 
city mileage for all city personnel (Mayor, Council or City Employees) is to be reimbursed 
if a city owned automobile is available, the following procedures and automobile 
assignments are to be implemented effective February 24, 1986. 
 
1. Policies and Procedures 
 
a. This policy will most generally apply to the following departments: 
 

Assessor 
Cemetery 
Clerk 
Comptroller 
Community Development Authority 
Fire (Dependent upon action of the Fire & Police Commission) 
Library 
Mayor 
Parks, Recreation & Aging 
Personnel 
Police (Dependent upon action of Fire & Police Commission) 
Public Works 
Treasurer 
Common Council 

 

CITY OF MARSHFIELD, WISCONSIN 

POLICIES AND PROCEDURES 

1.  COMMON COUNCIL        4.   FINANCIAL 

2.  ADMINISTRATIVE            5.   PUBLIC WORKS 

3.  PERSONNEL                    6.   PARKS AND RECREATION 

 



 
b. It is expected that there would be most often be a city car available in the 

Department of Public Works for an employee in any Public Works Division and in 
the Police Department for any Police Department employee for out of town travel. 
If not, a request should be forwarded to the Mayor's Office. 

 
c. When travel needs are known, submit request for automobile to Mayor's Office. 

Either the Mayor's car or one from Department of Public Works will be assigned 
with verification returned to you. (See attached form). 

 
d. Keys are to be picked up and returned to Mayor's Office. When returning keys, 

return copy of mileage record with them. 
 
e. All vehicles will be kept at City Hall and are to be picked up and returned there. 
 
f. Mileage record forms will be kept in automobile. Be certain to record mileage and 

turn in forms where indicated. Please note on form any problems you may have 
had with car or repairs needed. City Garage will keep mileage records and 
perform routine maintenance as needed. (See attached form). 

 
g. Gasoline - If gas is needed while out of town, purchase and turn in receipt for 

reimbursement with other expenses. Upon return to City, fill tank at City Garage. 
An employee is at the Garage from 7 a.m. til 10 p.m. 

 
h. The account to which your automobile will be charged will be your account 

number plus .5331 Central Motor Pool Charges 
 
i. City officials may transport passengers when traveling outside the city. 
 
Marilyn Hardacre, Mayor  
March 5, 1986 



 

CITY OF MARSHFIELD 

REQUEST FOR CITY AUTOMOBILE 

FOR 

OUT-OF-TOWN TRAVEL 

 

TO: Mayor_s Office 

FROM: 

DATE: 

1. Date (or dates) of travel 

Leave Marshfield a.m./p.m. 

Estimated time of return a.m./p.m. on 

2. Destination 

3. Any additional passengers No. 

 

TO: 

FROM: Mayor_s Office per 

DATE: 

1. Vehicle assigned 

2. City owned vehicle is not available. Permission 

granted to use personal vehicle 

3. Keys may be picked up from Mayor_s Secretary on 

after__________________. Car will be available ___________. 

 

 

MILEAGE RECORD 

FOR 

CITY AUTOMOBILE 

 

1. Vehicle Number 

2. Beginning Mileage 

3. Ending Mileage 

4. Billing Miles 

5. Billing Account: 

Name and Number 

 

6. Attention or Repairs Needed for Vehicle: 

 

Signature 

Date 

 

VEHICLE TO BE RETURNED WITH FULL TANK OF GAS 

 

White Copy - City Garage 

Pink Copy - Return with keys to Mayor's Office 

Yellow Copy - Retain for your personal records 

 



DEPARTMENTAL/AGENCY AGENDA REQUEST FORM 
CITY OF MARSHFIELD, WISCONSIN 

 
 

I. REQUESTED AGENDA/DATE:    COMMON COUNCIL     05  / 13  / 14 
      FINACE/BUDGET/ 
      PERSONNEL             05  / 06  / 14 
      BOARD OF PUBLIC 
      WORKS         /    /    _   
     
II. SUGGESTED WORDING FOR AGENDA PRESENTATION (PHRASE OR SENTENCE NOT TO 

EXCEED 15 WORDS): 
 

 Budget Resolution  09-2014 - Purchase of UHF Portable Radios  and 25’ Aerial Work Platform Lift 

 
III. DESCRIPTIVE PARAGRAPH  (SUMMARY OF PRIOR ACTIONS, REASON FOR REQUEST, ET 

AL): 

 
Utilizing $23,555.00 from the $35,000.00 budgeted amount  for the Compressed Air Foam System 

(CAFS) project which will not take place due to technical problems.  This will fund the purchase of 

another 21 portable UHF radios along with two additional battery charging banks.  This will fund 

the purchase of a refurbished 25” Aerial Work Platform for maintenance work in the station’s 

apparatus bay.   
 

 

IV. RECOMMENDED ACTION LINE(S): 
 

 Approve 

 
 
V. COST OF ACTION(S), IF ANY: 

 
$23,555.00 

 
VI. IS A BUDGET TRANSFER OR BUDGET RESOLUTION NECESSARY? 

 
CHECK ONE:           X   YES               NO 

 
 IF YES, PLEASE INDICATE THE FUNDING SOURCE: 
 
 FUND         DEPARTMENT        PROGRAM     LINE ITEM        AMOUNT 
   
              101                 52210                      21                       58610                $ 23,555.00 

   
VII. NAME,  POSITION TITLE,   AND   DEPARTMENT AFFILIATION OF PERSON PRESENTING 

AGENDA ITEM AT MEETING: 
 
 Robert Haight, Fire Chief 

 Marshfield Fire and Rescue Department 

 
 
PLEASE NOTE:   ALL AGENDA ITEMS MUST BE SUBMITTED BY 9:00 A.M. ON MONDAY OF THE 
WEEK PRECEDING THE WEEK OF THE MEETING DATE.  ALL BACKUP INFORMATION IS DUE IN 
THE CITY ADMINISTRATORS OFFICE NO LATER THAN 5:00 P.M. ON WEDNESDAY PRECEDING THE 
MEETING.  



 
D/C Jody Clements    D/C Craig DeGrand,   D/C Roy Dolens,     D/C Ed Erickson,      D/C Scott Owen 

  

 
 
 
 
 

 

MEMORANDUM 

 

TO:  Finance, Budget, and Personnel Committee Members 

 

FROM:  Robert P. Haight III, Fire Chief    
 
DATE:  May 1, 2014 
 
SUBJECT:  Budget Resolution 09 -2014 
 

Background 
 

    The Marshfield Fire & Rescue Department’s 2014 budget had a Capital Outlay item of a Compressed 
Air Foam System (CAFS) for Engine 1 which was budgeted at $35,000.00 .  Final design of this system 
showed that only a limited CAFS could be installed and the installation of the system could lead to 
potential problems in the future.  The decision was then made to not install CAFS into this engine. 
    The 2014 budget also had 16 UHF portable radios which were purchased early in 2014.  These radios 
were intended to solve a problem with radio communications within structures such as the Marshfield 
Clinic, St. Joseph’s Hospital and most of the big box stores in town.  These radios will now be utilized for 
all fire ground incidents and the decision was made to budget for more in the 2015 budget. 
    The lights, electrical and air drop cords as well as the windows in the apparatus bay of the fire station 
run up to 30’ above the floor.  This requires the use of a lift for maintenance, bulb replacement and 
cleaning.  We are proposing the purchase of a refurbished 25’ portable aerial work platform. 
 

Analysis 

 
     There are currently not enough UHF portable radios to carry on two incidents at the same time which 
will require the personnel handling the second incident to have to utilize VHF portable radios which have 
limited penetration within buildings.  We are looking at purchasing another 21 portable UHF radios along 
with two additional battery charging banks.  A second UHF frequency will need to be obtained as well to 
provide a separate available rescue channel.  The cost of this would be $18,555.00 which would funded 
from the budgeted money for the CAFS system project which will not take place. 
 
    Maintenance, bulb replacement and cleaning require the use of a lift on our apparatus bay which we 
have been renting from Northern Rental.  Lift rental over the last 3 years has cost us $953.70.  All repairs 
and maintenance must wait until we have enough to warrant the renting of a lift.  We were recently 
informed, that United Rental currently has a refurbished 2008 Genie AWP25 aerial work platform 
available for $5,000.00.  A brand new lift has a price tag of $10,000.00 and other refurbished platforms 
that we have found have only been available in other states which add additional shipping costs. 
 

 

 

 

 

FIRE & RESCUE DEPARTMENT 

MARSHFIELD 
Robert P. Haight III 

Fire Chief 

      The City in the Center 

514 East Fourth Street 
Marshfield, WI 54449 

PHONE  (715) 486-2094 
FAX       (715) 384-8868 

Email:mfrd@ci.marshfield.wi.us 



 
D/C Jody Clements    D/C Craig DeGrand,   D/C Roy Dolens,     D/C Ed Erickson,      D/C Scott Owen 

  

 

 

 

 

 

Summary/Recommendation 
 
     The purchase of the UHF radios and aerial work platform have a total cost a total of $23,555.00 which 
will be purchased in place of the CAFS system for Engine 1 which was budgeted for at $35,000.00 in 
2014.  I would recommend the approval of Budget Resolution 09-2014 in the amount of $23,555.00 

 

 

 
Concurrence:   
 
 
_____________________________________                      _____________________________________         
Steve Barg,  City Administrator                                              Keith Strey, Finance Director 
 
 

 
 
 
 
 

Mary
Steve Barg

Mary
Keith Strey



 
 
 
 

BUDGET RESOLUTION NO. 09-2014 
 
 
 
 
A resolution changing the 2014 budget of the City of Marshfield, Wisconsin. 
 
BE IT RESOLVED by the COMMON COUNCIL of the CITY OF MARSHFIELD as 
follows: 
 
1. That the sum of $18,555 is hereby transferred within the Fire Protection Capital 

Outlay budget from the Compressed Air Foam System purchase to purchase 21 
Portable UHF Radios, a/c #1015221021.210000. 
 

2. That the sum of $5,000 is hereby transferred within the Fire Protection Capital 
Outlay budget from the Compressed Air Foam System purchase to purchase a 25’ 
Aerial Work Platform Lift, a/c #1015221021.210000. 

 
3. That upon the adoption of this resolution by a two-thirds vote of the entire 

membership of the COMMON COUNCIL, and within ten (10) days thereafter, the 
CITY CLERK publish notice of this change in the official newspaper. 

 
 
  
 
ADOPTED _____________________       ____________________________ 
                                                    Mayor 
 
 
APPROVED ____________________       ____________________________  
                                            Attest – City Clerk 
 
 
PUBLISHED ___________________  
 
 
 
         



C:\Users\Mary.MFLD.006\AppData\Local\Microsoft\Windows\Temporary Internet 

Files\Content.Outlook\JPECWES9\BRES2014-09 FD UHF Radio and Lift Purchases.doc 

                     
DETAIL OF BUDGET RESOLUTION NO. 09-2014 BY OBJECT NUMBER 

 
 
 
 
 
 
 
TRANSFERRED FROM:  (MEMO ONLY) 
 
 
 1. General Fund Fire Protection Budget, a/c #1015221021.210000: 
 

a. 58610 – Other Fire Protection Capital Outlay 
    Compressed Air Foam System purchase   $    23,555 
 
  
 
 
 
 
TRANSFERRED TO:  (MEMO ONLY) 
 
 
 1.      Protective Services Fund Law Enforcement, a/c# 2065211020.200000: 

 
a. 58610 – Other Fire Protection Capital Outlay 

    21 UHF Radios purchase      $    18,555 
 

b. 58610 – Other Fire Protection Capital Outlay 
    25’ Aerial Work Platform Lift purchase      5,000 

 
 

 
 
 

* * * *     



Proposed 2015 budget calendar 

 

Tuesday, May 27th  Council establishes 2015 budget parameters 

Tuesday, August 26th  Presentation of 2015 budget overview and forecast 

Monday, October 13th  Budget meeting #1 at 5:00 p.m., before regular Council meeting   

    (revised date, moved up due to League conference in Middleton)  

Monday, October 20th  Budget meeting #2 at 6:00 p.m., or right after BPW meeting 

Tuesday, October 28th Budget meeting #3 at 6:00 p.m., before regular Council meeting 

Tuesday, November 25th Public hearing (6:30) and adoption (7:00) of 2015 budget/tax levy    
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