
  
 

FINANCE, BUDGET AND PERSONNEL COMMITTEE MEETING 
TUESDAY, MAY 20, 2014 

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

 
AGENDA 

 
1. Call to Order – Alanna Feddick-Goodwin, Chair 
 
2. Citizen Comments 
 
3. Consent Agenda 

a) Approval of minutes of May 6, 2014 meeting. 
b) Approve Bills and Payroll.  
c) Report of Personnel Actions. 
d) Treasury Report. 
 
Recommended Action: Approve the Consent Agenda, as presented. 

 
4. Consideration of items removed from the consent agenda, if any.  
 
5. Approve extending the fundraising deadline for the Library & Community Center project to 

June 1, 2015.  Presented by Steve Barg, City Administrator. 
 
 Recommended Action: Approve the requested extension. 
 
6. Request to authorize the Human Resources Manager to fill the position of Wastewater 

Operator in the Wastewater Utility.  Presented by Sam Warp, Wastewater 
Superintendent. 

 
 Recommended Action: Approve filling the Wastewater Operator position. 
 
7. Presentation – refilling of vacant Police Officer positions.  Presented by Rick Gramza, 

Police Chief. 
 
 Recommended action: None, for information only. 
 
8. Request to approve revised Personnel Policy No. 3.135, Management Personnel, 

Department Heads and Division Head Definitions. Presented by Lara Baehr, Human 
Resources Manager. 

 
 Recommended Action: Approve revised Personnel Policy No. 3.135. 
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9. Request to approve revised Personnel Policy No. 3.310, Rules of Conduct.  Presented by 
Lara Baehr, Human Resources Manager. 

 
 Recommended Action: Approve revised Personnel Policy No. 3.310. 
 
10. Request to approve revised Personnel Policy No. 3.510, Vacation Policy.  Presented by 

Lara Baehr, Human Resources Manager. 
 
 Recommended Action: Approve revised Personnel Policy No. 3.510.   

 
11. Request to approve revised Personnel Policy No. 3.560, Group Insurance Policy.  

Presented by Lara Baehr, Human Resources Manager. 
 
 Recommended Action: Approve revised Personnel Policy No. 3.560. 
 
12. Suggested items for future agendas 
 
13. Adjourn. 
 
 
Posted this day, May 16, 2014 at 11:30 a.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 MAY 6, 2014 

 
Meeting called to order by Mayor Meyer at 5:30 p.m., in the Common Council Chambers, City Hall 
Plaza. 
PRESENT: Alderpersons Alanna Feddick-Goodwin, Rebecca Spiros, Gordon Earll, Char Smith and 
Peter Hendler.  
ABSENT:   None 
ALSO PRESENT: Mayor Meyer, Alderperson Wagner, City Administrator Barg, Members of the 
Library and Community Center Project Fundraising Committee and City Personnel (Brenda Hanson, 
Lara Baehr, Bob Haight, Sam Warp, Lori Belongia and Deb Hall). 
 
The Mayor asked for nominations for Chairperson. 
 
Alderperson Hendler nominated Alderperson Feddick-Goodwin.                                        
 
There being no further nominations the Mayor declared the nominations closed. 
 
FBP14-029    Motion by Hendler, second by Earll to elect Alderperson Feddick-Goodwin as 
Chairperson.  
Motion carried 
 
Alderperson Feddick-Goodwin assumed the chair. 
 
Chairperson Feddick-Goodwin asked for nominations for Vice-Chair. 
 
Alderperson Earll nominated Alderperson Hendler. 
 
There being no further nominations the Chair declared the nominations closed. 
 
FBP14-030    Motion by Earll, second by Spiros to elect Alderperson Hendler as Vice-Chairperson.  
Motion carried 
 
Citizen Comments 
None 
 
FBP14-031    Motion by Hendler, second by Spiros to approve the items on the consent agenda:  

1. Minutes of the April 1, 2014 meeting. 
2. Payroll in the amount of $809,242.13 (March) and $790,137.58 (April) and the Bills in the 

amount of $540,741.42 (March) and $646,661.19 (April). 
3. Report of Personnel Actions of May 6, 2014. 
4. Monthly Position Control Report as of April 30, 2014. 
5. March 2014 Treasury Report 

Motion carried 
 
No items were removed from the consent agenda. 
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Library & Community Center Campaign Co-Chair Bill Hocking updated the committee on the status 
of the campaign.  There are 6 co-chairs for this committee and they became involved in the project  
because they feel that this is going to be an incredibly positive addition to the City of Marshfield.  It 
will enhance Marshfield’s strong, existing, educational and cultural environment.  Having a combined 
library and community center will have many centergies that will be available to everyone in the City 
of Marshfield at no charge.  They also feel that it will be a very important economic development 
asset for Marshfield.  There are over 200 enthusiastic volunteers that are actively working on the 
fundraising project and they are continuing to recruit more people to help with this.  Their goal is to 
raise $4 million dollars and that would be added to the City’s already committed $3 million dollars 
for a $7 million dollar project.  To date they have raised approximately $1.7 million dollars in pledges 
and donations.  That represents about 42% of the goal.  They are still in the initial phases of this 
campaign.  They have not gone out to the public at this point in time.  They are still talking with 
visionary donors.  In the next month they are planning to begin moving the campaign to a more 
visible public phase.  A grant was submitted to the National Endowment for the Humanities which 
they feel they have a reasonably good chance of success with.  They have begun to achieve some real 
momentum in this campaign. 
 
Discussion of possible advancement of funds to cover future pledged payments for the Library & 
Community Center Project. 
 
FBP14-032    Motion by Earll, second by Spiros to approve revised Common Council Policy No. 
1.320, Title VI Customer Complaint Procedures and Title VI Plan. 
Motion carried 
 
FBP14-033    Motion by Hendler, second by Earll to approve revised Personnel Policy No. 3.820, 
Overtime/Call-in/Captive Time Pay for Non-exempt personnel. 
Motion carried 
 
FBP14-034    Motion by Earll, second Spiros to approve the classification of the Accountant position 
to pay grade H on the Non-Represented Compensation Plan. 
Motion carried 
 
FBP14-035    Motion by Hendler, second by Earll to approve revised Personnel Policy No. 3.875, 
Reimbursed Expenses and the deletion of Finance Policy No. 4.170, City-Owned Vehicles for Out of 
City Travel. 
Motion carried 
 
FBP14-036    Motion by Hendler, second by Earll to recommend approval of Budget Resolution No. 
09-2014 to the Common Council, transferring $23,555 within the Fire Protection budget for the 
purchase of UHF portable radios and aerial work platform lift. 
Motion carried 
 
FBP14-037    Motion by Hendler, second by Smith to approve the 2015 Budget Calendar. 
Motion carried 
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FBP14-038    Motion by Earll, second by Spiros to go into 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 had requested a closed session 
to discuss collective bargaining strategy with Firefighters Local 1021, IAFF.   Roll call vote, all ayes.  
(Time: 6:40 p.m.) 
Motion carried 
 
Present in closed session:  Alderpersons Feddick-Goodwin, Spiros, Smith, Earll, Hendler and 
Wagner, City Administrator Barg, Fire Chief Haight, Asst. Finance Director Hanson and City Clerk 
Hall. 
 
FBP14-039    Motion by Spiros, second by Smith to return to open session.  Roll call vote, all ayes.  
(Time: 6:56 p.m.) 
Motion carried 
 
No action was taken in open session regarding the closed session item. 
 
FUTURE AGENDA ITEMS 
None 
 
Motion by Spiros, second by Smith to adjourn at 6:57 p.m.   
Motion carried 
 
 
 
Deb M. Hall 
City Clerk  















 
 

REPORT OF PERSONNEL ACTIONS 
FINANCE, BUDGET AND PERSONNEL COMMITTEE MEETING 

OF MAY 20, 2014 
 
  
  
NAME POSITION/DEPARTMENT EFFECTIVE DATE 
      
HIRED   
   
None   
   
RETIREMENT:   
   
Harold Tauschek Wastewater Operator Level 4 May 30, 2014 
 Wastewater Utility  
   
Steve Leu Police Officer June 6, 2014 
 Police Department  
   
None    
   
Resignation     
   
Jennifer Trelka Police Officer June 10, 2014 
 Police Department  
   
PROMOTION:   
   
None     
   
COMPLETION OF 
PROBATIONARY 
PERIOD 

  

   
       
    
   
     
  
 







 
 

 

 
 
 
To:  Finance, Budget, and Personnel Committee 
From:  Sam Warp Jr., Wastewater Utility Superintendent 
Date:  May 13, 2014 
Re:  Request to fill vacant Wastewater Treatment Operator position 
 
BACKGROUND 

 

On June 1, 2014, Wastewater Treatment Plant Operator Harold Tauschek will retire from the 
City of Marshfield.  Mr. Tauschek wants to spend time enjoying the great outdoors and feels he 
needs to do this before he gets too old. We wish him well and thank him for his more than 24 
years of service to the wastewater utility and the surrounding community.  
 
The wastewater plant employs eight staff members to perform the daily operations needed at 
the plant and throughout the collection system. The duties are divided up with the Lab 
Technician performing the daily DNR and EPA required lab analyses. Another operator remains 
on-site to perform the Biosolids thickening operations and assists with plant maintenance. Two 
(2) operators are assigned full time to perform the collection system jetting, root cutting and 
vacuuming operations. Two (2) operators are assigned full time to perform the storm sewer 
televising and sanitary main and lateral televising operations. The remaining two (2) operators 
are assigned the responsibility of lift station maintenance, collection system flow monitoring, in 
addition to their responsibilities of plant operations and maintenance.   
 
Staffing efficiencies are optimized as all operators are cross-trained so if one is unavailable, 
others fill in.  This utilization, however, may cause one of the other programs to be discontinued 
during those occasions.  For these reasons it is critical to fill this vacancy to continue to provide 
for basic wastewater treatment and collection system maintenance services.    
 
ANALYSIS  
 
Not replacing this staff position would result in the discontinuance of one or more of the 
following programs.  A missing staff operator from any one of these teams results in one of 
those programs not to be completed on that day. It takes at least one person to complete the lab 
work and one to operate the wastewater plant. Then two staff for jetting and two for televising. 
When two members must leave the plant to check the lift stations, the GBT operator will watch 
the plant temporarily. If we are missing a person, then we have to either stop jetting or televising 
to keep enough people involved for the essential plant operations. That’s why we have not met 
our cleaning and televising goals. It’s critical that we maintain our collection system to the 
current level of service through our cleaning and televising programs to attain both the DNR’s, 
and the Public Works objectives for the reduction of clearwater entry into the sanitary sewer 
system.  Currently, our goal is for the sewer cleaning staff to clean 300,000 ft. of mainline per 
year or about 1/3 of the entire system.  Cost savings utilizing our staff versus contracting for this 
service is about $83,000 per year.  The cleaning program removes debris from the lines that 
could reduce capacity of the lines and cause a “sewer system overflow” or basement backup. 
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Our televising staff currently televises about 50,000 ft. of mainlines per year.  This program 
identifies defects in the line that allow clearwater entry so they can be prioritized and corrected.  
This function also provides critical data needed for collection system engineering design work.  
Cost savings utilizing our staff versus contracting is about $50,000 per year. They perform 
additional duties as requested for other departments such as catch basin monitoring and storm 
sewer televising ahead of street projects to determine if replacement is necessary. 
 
Our flow-monitoring program identifies high volume clearwater entry within a specified basin 
area with the use of flow monitors installed within the line itself.  When high volume sources are 
detected, the televising staff is then sent in to pinpoint the exact location of the source.  Cost 
savings versus contracting is about $30,000 per year. 
 
The biosolids thickening operations are critical to our in-plant treatment processes.  The volume 
of the biosolids is reduced by a 5:1 ratio using this technology, thus, reducing the hauling 
volumes and costs by 80%.  One staff operator is needed to start, monitor, and provide cleanup 
and maintenance for the process equipment. 
 
Wastewater treatment plant operations are heavily regulated through our wastewater discharge 
permit and other pertinent DNR codes.  DNR Code NR 205.07 states that, “The permittee shall 
at all times properly operate and maintain all facilities and systemsDto achieve compliance with 
the conditions of the permit.  Proper operation and maintenance includesDadequate operator 
staffing and training as required in Ch. NR 114 and adequate laboratory process and controls.”  
“Adequate operation and maintenance staffing” as determined by the EPA guidance for a plant 
of our amount of flow and complexity is calculated to be four (4) operators.  As noted in the 
background, we staff our plant with one regular in-plant operator and the Lab Technician.  Two 
(2) other staff normally assigned collection system duties perform additional plant operations 
and maintenance when needed.  We’ve demonstrated to the EPA and the DNR through 
operating technologies and efficiencies, and our effluent quality that this provides adequate 
“minimum” staffing for plant operations and maintenance. 
 
The Collection System section of our DNR required Compliance Maintenance Annual Report 
requires documented operation and maintenance performance standards.  If the elements of 
these standards are not met, non-compliance points are assessed to the community which may 
generate mandated compliance actions by the DNR.  The staffing organization and objectives 
met as described above meets these DNR compliance requirements.  The ultimate goal of this 
collection system maintenance program is to prevent sanitary sewer system overflows and 
basement backups.  The EPA and DNR code provision, which took effect on 1/1/2013 is called 
the Capacity Management Operation and Maintenance (CMOM) program.  This code will 
require: 1)  “All parts of the collection system to be properly managed, operated, and maintained 
at all times.”; 2)  “All parts of the collection system shall provide adequate capacity to convey 
base and peak flows.”; 3)  “All feasible steps shall be taken to stop, and mitigate the impact of 
sanitary sewer overflows in the collection system.”.  Televising and monitoring are critical to 
comply with that provision.  Further, the code lists detailed maintenance activities that must be 
followed including cleaning, monitoring assessments, deficiency identification, training, 
equipment provision and replacement, and design standards to assure adequate capacity.  This 
program would become a part of our Discharge Permit requirements. 
 
We believe we can comply with these code requirements, but only if we continue to be staffed at 
our present level of staffing.  If we would not already be providing these scopes of services, we 
would need to seek Council approval to increase staffing levels in order to comply or contract for 
these services at higher costs and inadequate results.   
 



RECOMMENDATION 

 
I recommend that the Finance Budget and Personnel Committee approve filling the vacant 
position of Wastewater Treatment Plant Operator. 
 
Respectfully submitted, 
 
 
 
Sam Warp Jr. 
Wastewater Utility Superintendent 
 
 
CONCURRENCE:                                                                    CONCURRENCE: 
 
 
 
 
    
Daniel G. Knoeck      Steve Barg 
Director of Public Works                                            City Administrator 
 

amy
Dan Knoeck
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Steve Barg



 
 

 
DATE: May 20, 2014  
TO: Finance, Budget and Personnel Committee 
FROM: Lara Baehr, Human Resources Manager 
RE:  Revised Personnel Policy No. 3.135, Management Personnel, Department 

Heads and Division Head Definitions 
 

BACKGROUND 

Personnel Policy No. 3.135, Management Personnel, Department Heads and Division 
Head Definitions was last revised on June 25, 2002.   
 

ANALYSIS 

Since 2002 there have been title changes, positions eliminated and new positions 
added.  The policy is used as a potential reference as to what position titles fall under 
management, department and division heads.  
 
Attached is Personnel Policy No. 3.135, Management Personnel, Department Heads 
and Division Head Definitions which has been track changed with updated 
titles/positions.   
 
RECOMMENDATION 

I recommend that the FPB approve revised Personnel Policy No. 3.135, Management 
Personnel, Department Heads and Division Head Definitions. 
 
Concurrence: 
 
 
  ________________________ 
  Steve Barg, City Administrator 
                        

City of 
Marshfield 
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amy
Steve Barg



       1 

 

                      CITY OF MARSHFIELD, WISCONSIN 
                          POLICIES AND PROCEDURES 

  

1. COMMON COUNCIL 4. FINANCIAL 

2. ADMINISTRATIVE 5. PUBLIC WORKS 

3. PERSONNEL 6. PARKS AND RECREATION 

 

CHAPTER:  Affirmative Action and Equal Employment Opportunity 
 
SUBJECT:   Management Personnel, Department Heads and Division Head Definitions 
  
POLICY NUMBER:  3.135                       
 
PAGES:  2 
 
EFFECTIVE DATE:  December 19, 1980 
 
REVISION DATE:  June 25, 2002May 27, 2014 
 
PERMANENT DELETION DATE: 
 
DEPARTMENTS OF PRIMARY RESPONSIBILITY:  City Administrator's Office  
 
APPROVED BY: 
 

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: 
 
Management Personnel are under Chapter 3 of our City Code and the policies of this book 
apply.  Management personnel shall include the following: 
 
� City Assessor 
� City Clerk 
   
� Assistant Finance Director 
� Assistant City Engineer 
� Assistant Street Superintendent 
� Assistant Wastewater Superintendent 
� Building Services Supervisor/Building Inspector 
� City Administrator 
� City Engineer 
� City Surveyor 
� Civil Engineer I 
� Civil Engineer II 
� Community Development Authority Director 
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� Deputy Assessor 
� Deputy Fire Chief 
� Director of Planning and Economic Development 
� Director of Public Works 
� Electrical Inspector/Assistant Building Inspector   
� Finance Director 
� Fire Chief 
� GIS Coordinator 
� Housing Manager 
� Human Resources SpecialistManager 
� Information Systems Analyst 
� Information Systems Director 
� Librarian I 
� Librarian II 
� Library Director 
� Parks and Recreation Director 
� Parks and Recreation Supervisor  
� Parks and Recreation Maintenance Supervisor 
� City Planner/Zoning Administrator 
� Plumbing Inspector/Assistant Building Inspector 
� Police Chief 
� Police Lieutenant 
� Police Sergeant 
� Police Staff Services Supervisor 
� Street Superintendent 
� Technology Analyst 
� Technology Director 
� Wastewater Utility Superintendent 
 
POLICY: 
 
Department Heads of the City shall include: 
 
� City Assessor 
� City Clerk 
   
� City Administrator 
� Community Development Authority Director 
� Director of Planning and Economic Development 
� Director of Public Works 
� Finance Director  
� Fire Chief 
� Information Systems Director 
� Library Director 
� Parks and Recreation Director 
� Police Chief 
� Technology Director 
     
Division Heads of the City shall include: 
 
� City Engineer 
� Building Services Supervisor/Building Inspector 
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� Housing Manager 
� Street Superintendent 
� Wastewater Utility Superintendent    
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DATE: May 20, 2014  
TO: Finance, Budget and Personnel Committee 
FROM: Lara Baehr, Human Resources Manager 
RE:  Revised Personnel Policy No. 3.310, Rules of Conduct 
 

BACKGROUND 

Personnel Policy No. 3.310, Rules of Conduct was last revised on January 1, 2012.  
Most Personnel Policies were 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. 
 

ANALYSIS 

The Finance Department is in the process of rolling out electronic payroll data entry of 
hours worked and use of paid time off to end users and or their supervisors.  This will 
mean that an employee will directly enter their time into the system versus handwriting 
and signing a paper time card.  After reviewing the City’s Policy No. 3.310 changes are 
recommended to ensure clear expectations on accurate electronic reporting.  
 
Attached is Personnel Policy No. 3.310, Rules of Conduct which has been track 
changed clarifying expectations for accurate electronic reporting of time worked and use 
of paid time off.   
 
RECOMMENDATION 

I recommend that the FPB approve revised Personnel Policy No. 3.310, Rules of 
Conduct. 
 
Concurrence: 
 
  ________________________ 
  Steve Barg, City Administrator 
                        

City of 
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                      CITY OF MARSHFIELD, WISCONSIN 
                          POLICIES AND PROCEDURES 
  

1. COMMON COUNCIL 4. FINANCIAL 

2. ADMINISTRATIVE 5. PUBLIC WORKS 

3. PERSONNEL 6. PARKS AND RECREATION 

 
 

CHAPTER:  Affirmative Action and Equal Employment Opportunity 
 
SUBJECT:  Rules of Conduct 
 
POLICY NUMBER: 3.310 
 
PAGES:  4 
 
EFFECTIVE DATE: 1978 
 
REVISION DATE:  January 1, 2012 May 27, 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. 
 
PURPOSE: 
 
City of Marshfield employees are expected to follow established department/division 
work rules, policies and procedures.  In addition, they are expected to make reasonable 
decisions in performing their job duties in line with the mission of their 
department/division and City of Marshfield as a whole.  High quality performance, 
honesty, respect, reliability, professionalism and good judgment are fundamentally 
required of each employee.  Other standards of conduct exist in order to maintain an 
orderly and efficient working environment and for preservation of the public’s trust in its 
public servants.  The Rules of Conduct apply to all employees unless elected officials.   
 
Supervisors:  Supervisors have the responsibility to insure that the work expectations 
are clearly understood by our employees and that they have had adequate opportunities 
to learn the required skills and duties.  In the majority of cases City of Marshfield 
employees meet or exceed these expectations.  However, when employees fail to 
perform to the expected level, their supervisor will be responsible to take corrective 
action.   
 
POLICY: 
 
The primary objectives for each employee are to protect and further the public’s trust 
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and confidence and to perform at a high quality level so that our citizens, businesses, 
representative of other entities, coworkers, and visitors receive high quality services 
from each employee.  Conduct that is inconsistent with those objectives or in violation of 
Policy, Department/Division work rules or general expectations of professional conduct 
is forbidden and will subject the offending employee to discipline up to and including 
discharge.  The City has established these Rules of Conduct, Policies and work rules in 
furtherance of the effective operation of the City, to further these objectives, and for the 
employee to have a successful career. 
 
No list of rules or types of unacceptable conduct can substitute for the sound and 
reasonable judgment expected of each employee.  It is impossible to list every 
conceivable type of unacceptable conduct contrary to the interests of the City.  While it 
is impossible to list all types of unacceptable conduct, the City believes certain acts of 
misconduct, standing alone, warrant serious discipline up to and including discharge, 
such as the following: 
 

• Dishonest, misleading, or deceptive conduct 

• Circumventing the chain of command 

• Undermining the authority of a supervisor 

• Refusing or failing to follow an order or directive 

• Theft or misappropriation of City property or the property of others, including theft 
of work time or paid time off, excessive time at break periods, misuse of sick 
leave, paid time off or other designated leave, misrepresenting work time or paid 
time off, or failing to accurately recordreport work time or the use of paid time off 

• Failing to completely and accurately document relevant information 

• Leaving the job without permission 

• Causing or working unauthorized overtime 

• Failing to cooperate with others 

• Engaging in conduct that creates an unsafe work environment 

• Fighting, threats, intimidation or harassment of others 

• Damage or defacing of City of employee property 

• Misuse or unauthorized use of City property 

• Possession, use or being under the influence of drugs or alcohol while on duty 

• Engaging in immoral conduct 

• Engaging in illegal conduct 

• Unauthorized possession of weapons or firearms during work time on City 
premises or property (additional details can be found in Zero Tolerance for 
Violence and Weapons Policy) 

• Absence without notice 

• Excessive absenteeism or tardiness 

• Failing to promptly report absence or tardiness 

• Working another job while absent (unless pre-approved absence and not FMLA 
related) 

• Disclosing confidential information to unauthorized sources 

• Loafing or sleeping on the job 
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• Misuse of licenses while at work or on work time or using work resources 

• Unauthorized solicitations or distributions 

• Failure to promptly report defective equipment or safety hazard 

• Failure to report injury or accident immediately 

• Horseplay or violation of safety rules 

• Engaging in conduct or activities which serve to lengthen the healing period for a 
work related injury 

• Substandard quality or quantity of work, including deliberate reduction of output 

• Failure to complete assignments promptly and accurately 

• Smoking in unauthorized areas 

• Unprofessional appearance 

• Discourteous treatment of others 

• Profane or disrespectful conduct 

• Conducting personal business on City time or property, including promoting or 
selling any item or soliciting 

• Failing to fully comply with Policies 

• Failing to comply with expectations of conduct communicated to an employee 

• Failing to report a possible violation of the rules or policy through the chain of 
command 

 
The City reserves the right to modify this list at any time or determine whether any other 
conduct in contrary to the interests of the City and warranting of disciplinary action up to 
and including discharge. 
 
CORRECTIVE ACTION: 
 
The City treats all violations of policy, rules of conduct (including Department/Division 
Work Rules) and general expectations of professional conduct very seriously.  
Violations of these policies, the rules, and general expectations of conduct can subject 
an employee to discipline, up to and including discharge. 
 
The City’s corrective action program is designed to encourage individuals to be high 
quality employees and to remove employees from service who cannot or will not meet 
that high standard of performance.  Some discipline is intended to be corrective in 
nature to allow the employee an opportunity to rehabilitate his or her conduct, and 
employee misconduct may call for severe forms of discipline such as suspension, 
transfer, demotion, termination or other action.  In some cases, dismissal of an 
employee is appropriate because of the seriousness or continuation of unacceptable 
conduct.  The appropriate level of discipline is determined by management on a case-
by-case basis, and any pre-termination disciplinary measure may be passed over in 
favor of more severe discipline including termination of the employee.  The City’s use of 
any form of progressive discipline does not change any employee’s status as an at-will 
employee or create any additional contractual rights. 
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INVESTIGATION AND ADMINISTRATIVE LEAVE: 
 
The City will determine the scope, duration, and strategy of internal investigations.  The 
City reserves its right to place an employee on administrative leave, with or without pay. 
The determination of whether leave will be with pay or without pay is reserved to the 
City Administrator or Human Resources Manager in his/her absence.  The City may 
place an employee on administrative leave pending an internal investigation, pending 
disposition of a criminal matter, or for other reasons determined by the City 
Administrator or Human Resources Manager in his/her absence.    
 
 



 
 

 
DATE: May 20, 2014  
TO: Finance, Budget and Personnel Committee 
FROM: Lara Baehr, Human Resources Manager 
RE:  Revised Personnel Policy No. 3.510, Vacation 
 

BACKGROUND 

Personnel Policy No. 3.510, Vacation was last revised on January 1, 2012.  Most 
Personnel Policies were 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. 
 

ANALYSIS 

The City has received a request to review the vacation policy for new hires. Employees 
earn a week of vacation after six months. Our policy reads that the week must be used 
over the next six months. Vacation is not carried over from year to year. An exception 
would be if there are unusual circumstances then we will allow an employee to carry 
over vacation for approximately thirty days. A request was received to allow the first 
week of vacation earned after six months of employment to be used over the next 
eighteen months. This would allow the new employee a little more discretion as to how 
and when to take the first week of vacation without any financial burden to the City. For 
example, some people would earn the week of vacation over the winter hours but may 
rather hold those days until the weather is nicer outside.   
 
Attached is Personnel Policy No. 3.510, Vacation which has been track changed 
allowing new employees eighteen months to use the first week of vacation.   
 
RECOMMENDATION 

I recommend that the FPB approve revised Personnel Policy No. 3.510, Vacation. 
 
Concurrence: 
 
  ________________________ 
  Steve Barg, City Administrator 
                        

City of 
Marshfield 
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CHAPTER:  Employee Benefits   
 
SUBJECT:  Vacation Policy 
  
POLICY NUMBER:  3.510                       
 
PAGES:  3 
 
APPROVAL DATE: December 19, 1980 
 
REVISION DATE: January 1, 2012May 20, 2014    
 
DEPARTMENTS OF PRIMARY RESPONSIBILITY:  City Administrator's Office, 
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. 
 
 POLICY:  
 
General: All vacations shall be based on the employee’s anniversary date of hire, and 
shall be accrued according to the following schedule. 
 
  Non-Management Employees 

6 months to 12 months – 1 week vacation  
  1 year of service - 1 week vacation  
  2 years of service - 2 weeks vacation  
  7 years of service - 3 weeks vacation 
  13 years of service - 4 weeks vacation 
  20 years of service - 5 weeks vacation 
 

Management Employees  
6 months to 12 months – 1 week  

  1 year of service - 3 weeks of vacation 
  10 years of service - 4 weeks of vacation 
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  17 years of service - 5 weeks of vacation 
   
Computation of Vacation Pay. 
 
A weeks vacation pay shall be computed on the basis of a 40 hour week at the 
employees’ normal rate of pay. Any changes in earning levels or length of service will 
require employees to earn pro-rated vacation benefits based upon actual months 
worked.   

 
Requests for Vacation 
 
All employees who are eligible for vacation shall submit their choices of dates to their 
immediate supervisor. The supervisor shall use their discretion and department/division 
specific procedure in approving vacations. The choice and length of the vacation may 
be changed by mutual agreement between the employee and the immediate supervisor.   
 
Termination of Employment. 
 
Non-probationary employees who give at least two weeks prior notice to quitting and 
employees whose service is being terminated due to discharge, death, or retirement 
shall receive all earned vacation based upon actual months of service. If an employees 
service is terminated before the (15th) of the month, he shall not receive credit for such 
month; however, if the termination occurs on or after the (15th) of the month, credit for a 
full month shall be credited toward the pro-rated vacation allowance. 
 
A probationary employee who is terminated or resigns during the probationary period is 
not eligible for pro-rated vacation/holiday payout.  In instances where an employee has 
used more than the pro-rated amount of personal holidays, the City will deduct this 
amount from the employee’s last payroll check.   
                                                                         
Minimum Vacation Length. 
 
Employees minimum vacation period shall be one-half day.  Street Division (hourly) and 
Wastewater Utility (hourly) minimum vacation period shall be one full day (excludes 
management and clerical employees in these divisions).   

 
Length of Time to Use Vacation. 
 
Vacation earned at six months of employment must be used within eighteen months of 
earning it (before the second anniversary date). If a new employee has not used their 
vacation earned at six months by their twelve month anniversary date, they will need to 
notify through their supervisor, the Administrative Assistant III in City Administration.  
Additionally, each day of vacation earned at six months and being taken beyond twelve 
months will need to be reported to the Administrative Assistant III in City Administration 
for a manual override. The employee should note that until the vacation earned at six 



C:\Users\amy\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\6Z30K95E\3 510 

Vacation Redlined 2014.docF:\Home\Ad\Policies\Chapter 3 Personnel\Revised Policies\3.510 Vacation Redlined 

2014.doc 

 

       3 

months is used, their paystub showing vacation availability will be inaccurate. Vacation 
credits earned at twelve months and beyondVacation credits must be used each year 
and shall not accumulate.  In unusual circumstances the employee may make a written 
request through the immediate supervisor to the City Administrator for a limited 
extension.   

 
Unused Vacation. 
 
Unused vacation time shall be considered as time worked, and shall not be 
compensated.  In rare occurrences, the city administrator has the sole discretion to 
approve vacation carry overs. 
 
Records. 
 
All employees will be required to maintain records of all absences on time cards or 
through department/division specific procedures.  Employees are responsible to track 
their vacation balance which will be listed on their pay stub.  If an employee has a 
question about the accuracy of the balance they should contact their supervisor. 
 

 

 

 

 

 



 
 

 
DATE: May 20, 2014  
TO: Finance, Budget and Personnel Committee 
FROM: Lara Baehr, Human Resources Manager 
RE:  Revision of Personnel Policy No. 3.560, Group Insurance Programs  
 

BACKGROUND 

Personnel Policy No. 3.560, Group Insurance Programs was last revised in September 
2013 and March 2014 to match up with the 30 hour per week Affordable Care Act 
requirements versus the historical 20 hour per week benefit eligibility level and to clarify 
that existing part-time employees working 20+ hours per week would be grandfathered.   
 

ANALYSIS 

The City currently offers health and dental benefits to Alderpersons (if interested) with 
the Alderperson paying 100% of the cost of the premiums.  The position of Elected 
Mayor is also offered health and dental benefits (if interested) with the position paying 
15% of the cost of the premium which is the same cost share as a full-time employee. 
The position of Alderperson is less than half-time and the position of Mayor is .5 (FTE) 
full-time equivalent. (Elected City Clerk and City Assessor are both 1 FTE and therefore 
meet the 30 hour per week eligibility). The benefit eligibility is currently different for 
elected officials than for appointed employees. The City’s insurance broker Vickie 
Thoreson with M3 believes that the Alderpersons are not eligible for health and dental 
benefits because they do not work 30+ hours per week and because under a group 
plan, an employee cannot pay 100% of a premium due to the risk of adverse selection.   
 
The City of WI Rapids, City of Stevens Point and City of Wausau do not offer health or 
dental benefits to their Alderpersons. At this time no Alderpersons are participating in 
the City’s health insurance plan.  Alderperson Hendler is enrolled in the City’s dental 
plan. The criteria for benefit eligibility of 30 hours per week or .75 FTE would ideally be 
consistent between elected and appointed employees but can legally be different at this 
time if approved by the health and dental insurance carriers. One option would be to 
discontinue eligibility of health and dental insurance for Alderpersons (grandfathering in 
Alderperson Hendler until his term expires).   
 
Comparables that the City of Marshfield uses for comparison of Cities that have City 
Administrators and part-time Mayors includes City of DePere, City of Middleton, City of 
Fitchburg, City of Franklin, City of Mequon, City of Sun Prairie and City of West Bend. 
Five of the seven cities do not offer health or dental benefits. One City offers either a 
family dental plan or 50% of a single health plan and another City offers both health and 
dental if the Mayor pays 100% of the premium. Our current Mayor is not participating in 
the City’s health insurance or disability insurance plan but does participate in the City’s 
dental plan. In the past sixteen years I can only recall one Mayor taking the health 
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insurance for a short period of time. The City can offer varying eligibility and 
employer/employee contributions versus what they offer to appointed staff.   
 
The Mayor suggests that the City consider continuing eligibility of health and dental to 
the position of Mayor in an effort to attract those interested however increasing the 
employee contribution share.  Part of the problem is deciding what premium share the 
position should be responsible for. If any changes are made, I recommend that they go 
into effect when the current term expires. We would like the Finance, Budget and 
Personnel Committees guidance. Benefits Attorney Tim McDonald of Von Briesen has 
suggested that it may be a disservice to offer prorated health benefits because the 
position may qualify for a better option under the Affordable Care Act.  
 
Attached is Personnel Policy No. 3.560, Group Insurance Programs which has been 
track changed and discontinues health and dental eligibility for Alderpersons 
(grandfathers in Alderperson Hendler until his term expires).     
 
RECOMMENDATION 

I recommend that the FPB approve revised Personnel Policy No. 3.560, Group 
Insurance Programs which would discontinue health and dental benefit eligibility for 
Alderpersons (grandfathers in Alderperson Hendler until his term of office expires) and 
make any other eligibility/contribution changes for the Mayor’s position that the Finance, 
Budget and Personnel Committee desires. 
 
Attachments 
 
Concurrence: 
 
   

________________________ 
  Steve Barg, City Administrator 
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CHAPTER:  Employee Benefits 
 
SUBJECT:  Group Insurance Programs 
 
POLICY NUMBER: 3.560 

 
PAGES: 4 
 
EFFECTIVE DATE:  
 
REVISION DATE: March 25May 27, 2014 
 
PERMANENT DELETION DATE: 
 
APPROVED BY:  Chairman, Finance, Budget and Personnel Committee 
 

DEPARTMENT OF PRIMARY RESPONSIBILITY: Finance Department, City 
Administrator's Office 
 
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: 
 
The group insurance program of the City of Marshfield provides health, dental, life and disability 
insurance for its employee groups listed in each section, with the employee contributing a 
portion of the cost of the premiums. 
 
Effective September 1, 2013, newly hired employees and employees going from full-time to 
part-time will be considered regular part-time employees (benefit eligible) if they regularly work a 
minimum of thirty (30) hours but less than forty (40) hours per week on a continuous basis and 
their positions are authorized and budgeted as, minimally, 0.75 full-time equivalent (FTE), or 
1,560 work hours annually but less than 1.0 full-time equivalent (FTE), or 2,080 work hours 
annually.  All such, regular part-time employees are eligible for partial employee benefits, 
including group health/vision and dental insurance, with the employer's contributions for such 
employee benefit costs pro-rated on the basis of the number of annual hours budgeted divided 
by 2,080 hours.  
 
When premiums are split between two deductions the employee share shall be an even amount 

 



 

with the employer picking up the extra penny due to rounding. 
 
PROCEDURE FOR ENROLLMENT: 
 
1. Newly-hired employees desiring to enroll in the health, dental, life or disability insurance 

plans will be provided with the appropriate information and forms at the time of their 
appointment.  New enrollees who elect to participate in the health and/or dental plans have 
coverage effective on the first day of the month following the completion of thirty (30) days of 
continuous employment.  For life insurance, the coverage is effective on the first day of the 
month following the completion of six months of employment under the Wisconsin 
Retirement System. 

 
2. Newly-hired employees will be referred to the Human Resources Manager for the 

processing of necessary forms. 
 
3. Any employees who have questions about insurance coverage may contact Human 

Resources for assistance.  
 
PREMIUMS PAID BY CITY: 
 
1) HEALTH INSURANCE: The City of Marshfield will pay the following towards the cost of the 

health insurance premiums for each benefit group (pro-rated for less than 1 FTE): 
Elected Aldermen 0% 
Mayor, City Clerk, City Assessor and all benefit eligible employees 85% 

 
2) DENTAL INSURANCE: The City of Marshfield will pay the following towards the cost of 

dental insurance for each benefit group below (pro-rated for less than 1 FTE):   
Elected Aldermenperson (if enrolled as of May 1, 2014 eligible until  
April 21, 2015); Street, Custodial and Parks and Recreation Group; 
Wastewater Utility Group; Ordinance Enforcement Officers Group; 
Fire Fighter Group; Police Officers Group 

0% 

Mayor, City Clerk, City Assessor; Non-Represented; Clerical and 
Technical Group 

85% 

 
3) LIFE INSURANCE: The City of Marshfield will offer to its employees a group term life 

insurance plan offered by the Wisconsin Retirement System (WRS).  This plan does not 
have a cash or loan value, but provides a post-retirement benefit.  The plan offers coverage 
based on an employees' annual earnings reported to the WRS, accidental death and 
dismembership coverage, waiver of premiums during periods of disability, and insurance 
with further contributions for eligible employees who retire at age 65 or later (active 
employees pay premiums to age 70).   

 
Optional coverages are available to employees which provide basic, supplemental and one, 
two or three units of additional coverage for eligible employees. Each unit of coverage is 
equal to one times an employee's prior year's WRS earnings.  Employees who have basic 
life insurance may elect the additional and supplemental units of life insurance.  Employees 
who do not enroll in insurance during the open enrollment period but decide to enroll at a 
later date will be required to provide evidence of insurability. 

 
 
 
 
 



 

 
 
 

A) The City will pay the following towards the monthly premium on the basic coverage 
only for each benefit group below (benefit eligibility is set by the WRS at 600 hours in 
a rolling 12 month period of time for those employees who have previous work history 
with a WRS employer prior to July 1, 2011 and 1,200 hours for those who do not have 
previous work history with a WRS employer prior to the July 1, 2011 date: 
 

Mayor, City Clerk, City Assessor; Non-Represented, Clerical and 
Technical Group;  Ordinance Enforcement Officers Group 

100% 

Street, Custodial and Parks and Recreation Group First 
$5,000 

Wastewater Utility Group First 
$10,000 

 
B) If an employee elects to participate in the optional coverages available to them, 

(available only if they participate in the basic coverage), the employee will pay 100% 
of the monthly premiums for the option(s). 

C) The City will continue to provide $4,000 of life insurance coverage to active Common 
Council members.  The City will underwrite the plan.  There will be no premium 
contributions by Common Council members. 

 
4) DISABILITY INSURANCE:  The City will offer to its employees in the following groups a 

voluntary short-term disability plan.  Employees opting to participate in the plan will pay 
100% of the premium: 

 
Groups Offered Disability Insurance on January 1, 2012 
Mayor, City Clerk, City Assessor; Non-Represented; Clerical and Technical 
Group; Street, Custodial and Parks and Recreation Group  
Groups Offered Disability Insurance on January 1, 2014 include: Wastewater 
Utility Group and Ordinance Enforcement Officers Group 

 
 
PROCEDURE FOR TERMINATION OF GROUP INSURANCE: 
 
1) When an employee voluntarily terminates from employment, he/she has the option of 

remaining a participant in the City's group health and/or dental insurance programs for 
eighteen (18) months from the date of termination of employment with the City.  Employees 
electing to remain in the City’s group health and/or dental insurance programs will be 
responsible for 100% of any premium costs effective the first day of the month following 
termination. 

 
2) Employees terminating employment have an additional option of converting the group 

coverage to an individual policy.  An employee choosing this option must complete a 
conversion form available in the Human Resource’s Office. 

 
 

LEAVE OF ABSENCE/LAYOFF: 
1)  Employees granted leaves of absence or are temporarily laid off may remain covered by any 
of the City's group insurance plans.  The City will contribute the City's share of the group 
insurance premium(s) through the end of the calendar month in which the leave of absence or 



 

temporary layoff begins.  For any subsequent months and through the end of the calendar 
month in which the employee is removed from leave status, the employee will be responsible for 
100% of the insurance premium(s). 
 

2)  Employees placed on permanent layoff status will follow the procedures outlined in 
section (1) above of the Procedure for Termination of Group Insurance. 

 
 
PROCEDURE FOR CONTINUATION OF GROUP HEALTH INSURANCE UPON 
RETIREMENT:  
 
Effective January 1, 2012 retiree health and dental insurance option will no longer be offered 
going forward.  Any retirees currently on the plan as of December 31, 2011 will be 
grandfathered in and allowed to remain on the City’s health and/or dental insurance coverage, 
with the individual paying 100% of the premium. 
 

1. Those electing this option must pay the full premium to the Finance Department and 
such payment must be timely according to the payment schedule set by the Finance 
Director. 

 
2. The option is contingent upon approval by the City's health insurer, and the City will 

be held harmless for any changes made beyond its control. 
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