
 

 

 

  
 

FINANCE, BUDGET AND PERSONNEL COMMITTEE MEETING 
TUESDAY, OCTOBER 4, 2016 

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

 
1. Call to Order – Alanna Feddick, Chairperson 
 

2. Citizen Comments 
 
3.   Consent Agenda 

a) Approval of Minutes of September 6, 2016 meeting 
b) Approve Bills and Payroll 
c) Position Control Report 
d) Treasury Report 

 

Recommended Action: Approve the Consent Agenda, as presented 
 

4. Consideration of items removed from the consent agenda, if any 
 
5. Consider placing the assessing function under the Finance Department on the City’s 

organizational chart.  Presented by Jen Rachu, Human Resources Manager/Assistant to 
the City Administrator 

 

 Recommended Action: Move the assessing function under the Finance Department 
 
6. Request to approve revised policy 3.510, Vacation Policy.  Presented by Jen Rachu, 

Human Resources Manager/Assistant to the City Administrator 
 

 Recommended Action: Approve revised Policy 3.510  
 
7. Adjourn to closed session under Wisconsin Statutes 19.85 (1)(c) “Consider employment, 

promotion, compensation, or performance evaluation data of any public employee over 
which the governmental body has jurisdiction or exercises control.”   

• Placement of employee on compensation plan    
   
8. Reconvene in open session 
 
9. Action on matter discussed in closed session, if appropriate 
 
10. Suggested items for future agendas 
 

11. Adjourn 

 

CITY OF MARSHFIELD 
 

MEETING NOTICE 



FINANCE, BUDGET AND PERSONNEL COMMITTEE 

OCTOBER 4, 2016 

 

 
Posted this day, September 30, 2016 at 12:30 p.m. by Deb M. Hall, 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 SEPTEMBER 6, 2016 
 

Meeting called to order by Vice-Chairperson Spiros at 5:30 p.m., in Room 108, City Hall Plaza. 
PRESENT:  Alderpersons Rebecca Spiros, Jason Zaleski, Tom Witzel, Peter Hendler and Alanna 
Feddick (arrived at 5:33 p.m.).   
ABSENT:   None 
ALSO PRESENT:  City Administrator Barg, and City Personnel (Jennifer Rachu, Amy VanWyhe and  
Deb M. Hall) 
 
Citizen Comments 
None 
 
FBP16-076    Motion by Zaleski, second by Hendler to approve the items on the consent agenda:  

1. Minutes of the August 23, 2016 meeting. 
2. Payroll in the amount of $870,300.95 and Bills in the amount of $1,623,403.50. 
3. Report of Personnel Actions of September 6, 2016. 
4. Monthly Position Control Report as of August 31, 2016. 

Motion carried 
 
No items were removed from the consent agenda.  
 
Alderperson Feddick joined the meeting. 
 
FBP16-077    Motion by Zaleski, second by Hendler to recommend approval of Budget Resolution No. 
22-2016 to the Common Council, transferring $1,000,000 from the Long-Term Debt proceeds to the 
UW Marshfield/Wood County STEM project.  
Motion carried 
 
FBP16-078    Motion by Feddick, second by Hendler to recommend approval of Budget Resolution No. 
23-2016 to the Common Council, transferring $50,000 in Long-Term Debt Proceeds and $32,000 of 
Fund Balance to Development Incentives, TIF #7 for the Midwest Auto Movers Development 
Agreement. 
Motion carried 
 
FBP16-079    Motion by Hendler, second by Witzel to approve revised Policy #3.850, Compensation for 
Elected Officials. 
Motion carried 
 
FBP16-080    Motion by Zaleski, second by Spiros to authorize staff to solicit proposals for contracted 
assessment services. 
Motion carried 
 
Discussion was held on setting aside the Administrative Services Department approach and placing the 
assessing function under the Finance Department, at such time as we no longer have a City Assessor 
(expected in June 2017). 
 
The Committee recognized that somebody needs to be in control of making sure that the contracted 
assessor (Assessing Company) that we take on does what they are supposed to but at this point they 
don’t know if the Finance Department is the best place for this.  Staff will gather more information and 
bring it back to the Committee for further discussion. 
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City Administrator Barg gave an update on the operation of the joint municipal court with the Village of 
Spencer; and the request from the Village of Stratford to join the municipal court. 
 
FUTURE AGENDA ITEMS 
None 
 
Motion by Feddick, second by Hendler to adjourn at 6:03 p.m. 
Motion carried 
 
 
 

Deb M. Hall 
City Clerk 

























Department Division Position FTE Last Name First Name

Administrator City Administrator 1.00 BARG STEVEN

Administrator HR Manager/Assist. to the CA 1.00 RACHU JENNIFER

Administrator Administrative Assistant III 0.50 KROGMAN AMY

Administrator Total 2.50

Assessor City Assessor 1.00 SPENCER JOAN

Assessor Property Appraiser 1.00 FECHHELM BELINDA

Assessor Administrative Assistant II 1.00 PUGH KEITH

Assessor Total 3.00

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 STREBE KATHLEEN

Finance Accountant 1.00 NICHOLS CHRISTOPHER

Finance Payroll Technician 1.00 DENNIS BRITTANY

Finance Accounting Technician 0.80 RINDFLEISCH MARILYN

Finance Payroll Technician 1.00 SCHOOLEY ROBERT

Finance Accounting Manager 1.00 VAN WYHE AMY

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 ESKER KELLY

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 ALTMAN JONATHAN

Fire Firefighter Paramedic 1.00 ANNEN STEPHEN

Fire Firefighter Paramedic 1.00 BAKOS STEVEN

Fire Firefighter Paramedic 1.00 BARNES BRIAN

Fire Firefighter Paramedic 1.00 FLETTY PETER

Fire Firefighter Paramedic 1.00 FOTH JASON

Fire Firefighter Paramedic 1.00 FRYDENLUND LUCAS

Fire Firefighter Paramedic 1.00 GILBERTSON BJORN

Fire Firefighter Paramedic 1.00 GRIESBACH BENJAMIN

Fire Firefighter Paramedic 1.00 JONAS ERIK

Fire Firefighter Paramedic 1.00 KARNOWSKI MATTHEW

Fire Firefighter Paramedic 1.00 HINES TYLER

Fire Firefighter Paramedic 1.00 LUCHINI ANTHONY

Fire Firefighter Paramedic 1.00 MCNAMARA NATHANIEL

Fire Firefighter Paramedic 1.00 MILLER ZACHARY

Fire Firefighter Paramedic 1.00 PATTON DAVID

Fire Firefighter Paramedic 1.00 SADAUSKAS JENI

Fire Firefighter Paramedic 1.00 SCHAD JASON

MONTHLY POSITION CONTROL REPORT

PERMANENT FULL-TIME/PART-TIME

POSITIONS AS OF SEPTEMBER 30, 2016



Department Division Position FTE Last Name First Name

Fire Firefighter Paramedic 1.00 WEILAND TROY

Fire Firefighter Paramedic 1.00 WINISTORFER PETER

Fire Firefighter Paramedic 1.00 TACKES PAUL

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

Technology Technology Technician 1.00 SCHROEDER SHAWN

Information Technology Total 4.00

Library Adult Services Supervisor Lib 1.00 ADLER MARY LOU

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

Library Children's' Services Supervisor 1.00 ROPSON KIM

Library Library Assistant II 0.625 AUSTIN JANE

Library Library Assistant II 0.5 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 SMITH 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 DUER AMANDA

Library Library Specialist III 1.00 SCHULTZ ROBERT

Library Library Specialist 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 DOLGNER JEFFREY

Parks & Recreation Classification II 1.00 ROGERS DANIEL

Parks & Recreation Classification II 1.00 WEINFURTNER JEFFREY

Parks & Recreation Classification III 1.00 ADAMSKI CHARLES

Parks & Recreation Parks & Recreation Director 1.00 CASPERSON JUSTIN

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

Development Services Director of Planning/Econ Dev 1.00 ANGELL JASON

Development Services Planner/Zoning Administrator 1.00 MILLER JOSHUA

Development Services Zoning Administrator 1.00 SCHROEDER SAMUEL

Development Services Building Inspector/Project Manger 1.00 POKORNY RICHARD

Development Services Electrical Inspector 1.00 KILTY PATRICK

Development Services Administrative Assistant II 1.00 UTHMEIER CHERYL

Planning Total 6.00

Police Administrative Assistant III 1.00 LINDNER PEGGY

Police Custodian 1.00 TIBBETT BRUCE

Police Drug  Officer 1.00 IVERSON DEREK

Police Drug Officer 1.00 SCHLEI SCOTT

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 GRAMZA RICHARD



Department Division Position FTE Last Name First Name

Police Police Detective 1.00 FOEMMEL JASON

Police Police Detective 1.00 HAMILL KEVIN

Police Police Detective 1.00 NEINAST ALLAN

Police Police Detective 1.00 PARKS JASON

Police Police Lieutenant 1.00 LARSON DARREN

Police Police Lieutenant 1.00 ZEPS PATRICK

Police Police Officer 1.00 ABEL LIBBY

Police Police Officer 1.00 BEATHARD ROBERT

Police Police Officer 1.00 BEAUCHAMP JARED

Police Police Officer 1.00 BERG CHRISTOPHER

Police Police Officer 1.00 BORCHARDT BLAKE

Police Police Officer 1.00 BORNBACH CALEB

Police Police Officer 1.00 CHRISTIAN CORY

Police Police Officer 1.00 ENDRIES TERRY

Police Police Officer 1.00 FOX SAMUEL

Police Police Officer 1.00 GOODNESS SARI

Police Police Officer 1.00 GROSS ROCHLEY

Police Police Officer 1.00 GRUBER TANNER

Police Police Officer 1.00 HASZ CHRISTOPHER

Police Police Officer 1.00 KIZER JAMIE

Police Police Officer 1.00 KRAMER LANDON

Police Police Officer 1.00 LARSEN JOSHUA

Police Police Officer 1.00 LEU JULIE

Police Police Officer 1.00 MATTHEISEN DAVID

Police Police Officer 1.00 MEEK STEVEN

Police Police Officer 1.00 MITCHELL ALEXANDER

Police Police Officer 1.00 PUNKE JASON

Police Police Officer 1.00 SHERDEN TRAVIS

Police Police Officer 1.00 TOPNESS MICHAEL

Police Police Officer 1.00 WARGOWSKY AARON

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 BERRES MATTHEW

Police Police School Liaison Officer 1.00 GIACOMINO CHRISTINE

Police Police Sergeant 1.00 ESSER TRAVIS

Police Police Sergeant 1.00 GEURINK JODY

Police Police Sergeant 1.00 KEFFER DENNIS

Police Police Sergeant 1.00 POESCHEL DOMINIC

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 Facilities Management Facilities Maint. Coordinator 1.00 MOLTER JEFFREY

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

Development Services GIS Coordinator 1.00 BUEHLER DAVID

Public Works Engineering Engineering Technician 1.00 OLDHAM LANCE

Public Works Engineering Engineering Technician 1.00 MILLER SHAWN

Public Works Engineering Civil Engineer I 1.00 ULNESS NATHAN 

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 HAWLEY KRISTOFER

Public Works Street Services Classification II 1.00 BINDER JOEL

Public Works Street Services Classification II 1.00 OLSON SHAWN

Public Works Street Services Classification II 1.00 KIEFFER GREGORY

Public Works Street Services Classification II 1.00 SMITH MELVIN

Public Works Street Services Classification II 1.00 GABEL BRIAN

Public Works Street Services Classification II 1.00 JOHNSON JOSH



Department Division Position FTE Last Name First Name

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 NIEHAUS PATRICK

Public Works Street Services Classification II 1.00 SCHMIDT PHILIP

Public Works Street Services Classification II 1.00 CHRISTIANSEN CHRISTOPHER

Public Works Street Services Classification III 1.00 BABCOCK MARK

Public Works Street Services Classification III 1.00 LANGFELDT TIMOTHY

Public Works Street Services Classification III 1.00 MCCLUNG BRIAN

Public Works Street Services Classification III 1.00 NEEDHAM PAUL

Public Works Street Services Classification III 1.00 GUENSBURG WILL

Public Works Street Services Classification III 1.00 SONNEMANN LESTER

Public Works Street Services Classification III 1.00 TRUDEAU MICHAEL

Public Works Street Services Classification IV 1.00 BECKER JEFFREY

Public Works Street Services Classification IV 1.00 CHURKEY MATTHEW

Public Works Street Services Classification IV 1.00 VACANT  

Public Works Street Services Classification IV 1.00 NIKOLAI HUGH

Public Works Street Services Classification IV 1.00 SCHERR MICHAEL

Public Works Street Services Classification IV 1.00 SCHROEDER WILLIAM

Public Works Street Services Classification IV 1.00 RASMUSSEN TIMOTHY

Public Works Street Services Mechanic 1.00 BRUHN TODD

Public Works Street Services Mechanic 1.00 WANTA DUANE

Public Works Street Services Street Superintendent 1.00 WINCH MICHAEL

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 1.00 SCHUG JOHN

Public Works Wastewater Wastewater Operator 1.00 LUKANICH JOHN

Public Works Wastewater Wastewater Operator 1.00 KUHLKA LOUIS

Public Works Wastewater Wastewater Operator - Level 4 1.00 OTT ANDREW

Public Works Wastewater Wastewater Operator 1.00 CHARRON JACOB

Public Works Wastewater Wastewater Operator 1.00 GOHAM JOEL

Public Works Wastewater Wastewater Operator 1.00 FISCHER BRANDON

Public Works Wastewater Wastewater Operator 1.00 NOSBISCH MITCHELL

Public Works Wastewater Wastewater Superintendent 1.00 WARP SAMUEL

Public Works Total 52.50

Grand Total 191.400





 
        
 

Date:  October 4, 2016 
To:    Finance, Budget and Personnel Committee 
From:   Jen Rachu, Human Resources Manager/Assistant to the City Administrator 
RE:    Reporting Structure for Assessing Services 
 
BACKGROUND 

On May 17, 2016, the Finance, Budget and Personnel Committee approved staff review of 
outsourcing options for some or all assessing services, including a formal RFP for Assessing 
Services for the City of Marshfield.  On September 6, 2016, the Finance Budget and Personnel 
committee approved the RFP for contracted Assessing Services.   
 
The reporting structure for Assessing Services is yet to be determined.  Initially, staff 
recommended the contracted Assessing Service would report to the Director of Administrative 
Services as part of a broader leadership restructure based on the 2013 Staffing Study conducted 
by Springsted.  The implementation of the Administrative Services Department and Director 
position was ultimately placed on hold.    
 

Following the decision to place the Administrative Services Department on hold, staff 
recommended that the reporting structure for the contracted Assessing Service be placed under 
the Finance Director. The Finance Budget and Personnel Committee questioned the 
appropriateness of the proposed reporting structure and requested additional information for 
further review and consideration.  Specifically, the committee requested information on two items: 
(1) the reporting structure for contracted Assessing Services in similar cities (Wisconsin Rapids 
and Stevens Point) and (2) the current salary of the Finance Director.  
 

 
 ANALYSIS 

 

In response to the questions brought forward by the Committee: 
(1) Staff contacted both cities regarding the reporting structure of their contracted Assessing 

Services.  In Wisconsin Rapids, the contracted assessor reports to the Mayor.  City 
employees in Assessing report to the contracted assessor but any employment decisions 
related to the non-contracted City employee(s) would be managed by the Mayor.   In 
Stevens Point, the contracted assessor reports to the Director of Community Development.   

 
(2) The Finance Director current annual salary is $94,806.40. This position is currently at Step 

4 of Pay Grade T.  Pay Grades U and V are both vacant. 
 

  

 

   

City of 
Marshfield 

Memorandum 



Based on the information above, staff’s recommendation for the Assessing Services reporting 
structure remains unchanged.  Reporting structures in known cities with similar services shows 
inconsistency in the reporting structure and appears to be determined on a case-by-case basis. 
 
Staff’s recommendation of the reporting structure under the Finance Director is based on three 
factors: 

1. The position of Finance Director heavily involved in managing sizable contracts 
2. Crossover between Assessing Services is greatest between the Finance Department and 

Assessing versus other City departments (based on tax assessment and tax collection) 
3. The Finance Director currently oversees the Finance Department, but has only one direct 

report (the Accounting Manager) resulting in the ability to directly manage additional 
services. 

 
Based on our current leadership, staff feel the best placement of oversight of the contacted 
assessing services is under Finance.  If approved, the job description for the Finance Director will 
be updated and submitted to Carlson Dettman for review following our standard process.  Any pay 
adjustment recommendations by Carlson Dettman would be brought to the Finance Budget and 
Personnel Committee for review and approval. 
 
RECOMMENDATION 

We are requesting approval of the reporting structure for contracted Assessing Services to be 
placed under the Finance Director. 
 
 
Concurrence: _________________________ 
   Steve Barg, City Administrator 

amy
Steve Barg



 
 

 
DATE: October 4, 2016  
TO: Finance, Budget and Personnel Committee 
FROM: Jen Rachu, HR Manager/Asst. to the City Administrator 
RE:  Revised Personnel Policy No. 3.510, Vacation 
 

BACKGROUND 

Personnel Policy No. 3.510, Vacation was last revised on May 20, 2014.   
 

ANALYSIS 

The City has received a request to review the minimum vacation length for employees. 
 
The current policy states: 
   

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). 

 

In follow up with the Street Division and Wastewater Superintendents, both leaders 
indicate that they support a change from “one full day” to one-half day minimum 
vacation increments. The policy would remain as one-half day increments for the 
remainder of non-represented staff. 
 
The redlined version of the policy is attached for your convenience.   
 
RECOMMENDATION 

I am recommending that the Finance, Budget, and Personnel Committee approve the 
revised Personnel Policy No. 3.510, Vacation. 
 
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:  Employee Benefits   
 
SUBJECT:  Vacation Policy 
  
POLICY NUMBER:  3.510                       
 
PAGES:  3 
 
APPROVAL DATE: December 19, 1980 
 
REVISION DATE: May 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  – 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  – 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 
months is used, their paystub showing vacation availability will be inaccurate. Vacation 
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credits earned at twelve months and beyond 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. 
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