
VILLAGE OF MCFARLAND NOTICE OF PUBLIC MEETING
PERSONNEL 
COMMITTEE

Monday, October 1, 2018 6:30 PM McFarland Municipal Center
Conference Room A

AGENDA

   

1. CALL TO ORDER, ROLL CALL.
   

2. PUBLIC APPEARANCES.
   

3. APPROVAL OF MINUTES.
  a. Discussion and action to approve the minutes of the September 17, 2018 meeting
     

   

4. BUSINESS.
  a. Discussion and action to make a recommendation to the Village Board regarding revisions to Section 

3.04 (Pay Plan) of the Compensation and Benefits Manual.
     

  b. Discussion and action to make a recommendation to the Village Board regarding revisions to the 
position description and permission to fill the vacancy for the the Building Inspector position within 
the Community Development Department.

     

  c. Discussion and action to make a recommendation to the Village Board regarding the creation of a 
position description for the Property Maintenance Enforcement Inspector within the Community 
Development Department.

     

  d. Discussion and recommendation on updates to the personnel policy manual regarding the Village 
harassment policy.

     

  e. Discussion on transitioning the Village payroll system to electronic time­sheeting.
     

   

5. SCHEDULE NEXT MEETING DATE.
  a. Monday, November 5, 2018 at 6:30 pm.
     

   

6. ADJOURNMENT.

This meeting notice constitutes an official meeting of the above referenced group and was posted in accordance with all applicable 
laws related to Open Meetings Law.  It is possible that members of and possibly a quorum of members 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.  For additional information or to request this 
service, contact the McFarland Municipal Center at (608) 838­3153 or cassandra.suettinger@mcfarland.wi.us.
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VILLAGE OF MCFARLAND

Personnel Committee Minutes
Monday, September 17, 2018 ­ 5:00 PM

Page 1 of 2

1. CALL TO ORDER, ROLL CALL.

 
President Czebotar called the regular meeting of the Personnel Committee to order at 5:00 
PM in Conference Room A. 

2. PUBLIC APPEARANCES.
  (none)
3. APPROVAL OF MINUTES.
 

  a. Discussion and action on the minutes of the August 6, 2018 meeting.
    The minutes of the August 6, 2018 meeting were approved by unanimous consent.
4. BUSINESS.
 

  a. Discussion and action to make a recommendation to the Village Board regarding 
revisions to Section 3.04 (Pay Plan) of the Compensation and Benefits Manual.

   

Village Administrator Schuenke provided a report on the updates to section 3.04 of the 
compensation and benefits manual. He highlighted the addition of the above average 
category and the reconfiguration of the exemplary performance award as well as the 
evaluation tool.

The Personnel Committee discussed how wage increases would be administered 
within the new above average category. The Committee discussed whether the 
category should be awarded as base building wage increases or be limited to one­time 
awards. President Czebotar expressed concerns with the use of base­building wage 
increases that would potentially put the Village well beyond the market rate being paid 
by comparable municipalities. 

The Committee directed staff to draft language that would provide ranges and a thresh 
hold by which base building merit could be awarded to employees who fell into the 
above average category. Once employees reach the maximum allowable wage for the 
category, they would only be eligible for one­time merit awards that are not base­
building for continued evaluation in that particular category. To be eligible for 
additional wage building merit awards, they would need to exceed expectations. 
 

  b. Discussion and recommendation on updates to the personnel policy manual regarding 
the Village harassment policy.

   

President Czebotar reported on a presentation made by Von Briesen and Roper titled 
"Preventing Harassment in the #MeTooEra." He reported the materials were in the 
packet to give Committee members an opportunity to review them and bring back 
discussion on the Village harassment policy at the next Personnel Committee meeting.

5. SCHEDULE NEXT MEETING DATE.
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  a. October 1, 2018 at 6:30 p.m.

   
The Committee set the date of the next Personnel Committee meeting to be October 1, 
2018 at 6:30 p.m.

6. ADJOURNMENT.

 

Motion by Trustee Dan Kolk, second by Peter Morehouse , to adjourn at 6:47 p.m. 

Pursuant to law, written notice of this meeting was given to the public and posted on the 
public bulletin boards in accordance with Open Meetings Law.

Respectfully submitted,
Cassandra Suettinger
Village Clerk/Treasu
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, October 1, 2018
  

SECTION: Business
  

DEPARTMENT: Administration
  

CONTACT: Matt Schuenke, Village Administrator
  

AGENDA ITEM: Discussion and action to make a recommendation to the Village 
Board regarding revisions to Section 3.04 (Pay Plan) of the 
Compensation and Benefits Manual.

  

PREVIOUS ACTION:
The Committee last considered revisions as part of its meeting on May 7, 2018 and September 
17, 2018.
 

ISSUE SUMMARY:
At our last meeting we discussed changes to policy, rating definitions, appraisal schedule, and 
appraisal tool.  As a result of that discussion most revisions to the annual process for the 
employee appraisal were accepted with a few areas needing additional attention.  As a result of 
that discussion, the follow final changes are put forth for consideration:

 Compensation and Benefits Manual - The policy regarding the Pay Plan is outlined in 
Chapter 3 of the manual.  A very subtle two word addition is suggested here within 
Section 3.04(4(B)(i) at the end of the paragraph to clarify limitations on base builders for 
those eligible for merit pay adjustments.  The intent of this language change is to account 
for the idea that it already limits base building to maximum, but the additional language 
specifies that the limit is now specific to the level the employee is appraised at.

 Wage Grid - Now within the wage grid the Above Average category is listed as half way 
between the Market Rate which is the mid-point (100%) and maximum (113%).  This 
then sets the maximum wage rate for those eligible for a merit wage adjustment based on 
the level they are appraised at.

 Rating Level Definitions - It was suggested that some language between Level 2 and 3 
be swapped to better separate the new level from existing levels.  Both sentences to some 
extent at the end of each of these levels were swapped as well as language using 
"consistently" moving to Level 3 as a more prominent quality within this grouping.

 Implementation Schedule - This was adjusted to be completed by the end of this year as 
planned adjusting for Village Board approval on October 8th.

 Evaluation Tool - No changes were made to this document since it was distributed to the 
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last meeting.

As discussed previously, the intent of making these changes is to help the program evolve and 
improve its effectiveness now that we have experienced it a few years.
 

FINANCIAL/BUDGET IMPACT:
None.
 

VILLAGE PLAN REFERENCE:
Chapter 3 within the Compensation and Benefits Manual details the requirements to administer 
the pay plan for non-represented employees.
 

ORDINANCE REFERENCE:
None.
 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:
Recommendation is to consider the revisions and make a recommendation to the Village Board 
for action.
 

ATTACHMENTS:
1. Chapter 3 - Compensation Plans 09262018
2. Rating Level Definitions 09262018
3. Wage Grid 01-01-2019
4. Performance Appraisal - 2018 SCHEDULE 09262018
5. Performance Appraisal - 2018 REVIEW TOOL
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CBM Approved October 8, 2018 

CHAPTER 3 - ADMINISTRATION OF COMPENSATION PLANS FOR 
NON-REPRESENTED EMPLOYEES 

 
3.01 Purpose 
 
This chapter sets forth the policies and practices followed in establishing and administering the 
compensation plan for non-represented positions.  The compensation plans for represented 
positions are set forth in the respective collective bargaining agreements. 
 
3.02 Compensation Philosophy 
 

(1) The Village believes that its effectiveness as a service provider is linked to pay 
levels.  How the Village compensates its employees influences the quality of 
individuals that can be attracted to work within the organization and can affect the 
quality of employee performance, which in turn determines how well the Village’s 
monetary resources are spent. 

 
(2) In recognition of the importance of compensation levels to organizational 

effectiveness, the Village Board has adopted the following compensation 
philosophy: 

 
• The Village of McFarland considers employees our most valuable asset. As 

such, the Village recognizes the importance of the compensation program to 
developing this asset. 

 
• The salary and benefits program provided to the employees of the Village is 

intended to attract, retain, and motivate highly qualified, enthusiastic, 
productive, and committed employees.  The program is designed to assist the 
Village in providing quality services to the public—the Village’s top priority 
objective. This objective is attained by providing compensation based on 
internal equity and external competitiveness within its fiscal capabilities and in 
full compliance with all State and Federal laws and regulations governing pay. 

 
• The Village’s compensation philosophy supports our desire to provide salary 

advancement opportunities that recognize continued contribution through 
additional experience, changes in the economy, and changes in the Village’s 
financial conditions. 

 
3.03 Compensation Objectives 
 

(1) The Village’s compensation program is guided by the following objectives: 
 

• To attract and retain highly qualified, enthusiastic, productive, and committed 
employees; 
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• To maintain and motivate employee performance to help the Village achieve its 
short-term and long-term goals; 

 
• To communicate our expectations regarding different rates of pay; 

 
• To maintain the appropriate level of payroll costs fairly; 

 
• To recognize the internal worth of jobs and pay accordingly; 

 
• To meet competitive pay levels within our chosen market and within our 

available resources; and 
 

• To ensure consistent administration and application of pay policies and ensure 
that plan administration decisions are not based upon or influenced by an 
employee’s sex, race, color, age, religion, or any other legally protected bases 
governed by law. 

 
(2) Accomplishment of these objectives requires a systematic salary management 

program that ensures the goals of the compensation system are reached in practice 
and in spirit.  The system must provide for internally and externally fair pay and 
opportunities to be rewarded for performance, contributions, innovation, and 
creativity.  Pay policies and procedures must exist for the fair and consistent 
application of the tenets of the system. 

 
3.04 Pay Plan 
 

(1) Pay Structure 
 

To facilitate effective administration, a pay structure has been established for all 
non-represented regular positions. 

 
(2) Pay Ranges 

 
The pay ranges for each position under the compensation plan are designed to 
reflect the levels of responsibility, training and experience necessary, levels of 
complexity, working conditions, fiscal and budgeting duties, the impact of end 
results, and the consequences of error.  Each pay range has a 6% differential 
between levels and a 30% difference between the minimum and maximum of the 
range.  The midpoint of the pay range is intended to be a competitive market rate 
for similar jobs in similarly sized comparable communities, and it represents 100% 
proficiency in all the duties required of the position.  New hires will be placed 
within the pay range of the position at a rate equivalent to their current level of 
proficiency in the required duties, or on other factors including but not limited to 
level of previous experience, competitive hiring situations, and additional 
education and knowledge in the field.  Please refer to the Pay Ranges matrix for the 
current approved hourly wage ranges, found in Appendix A of the Compensation 
and Benefits Manual. 
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(3) Across the Board Wage Adjustment 
 

Employees who are rated at or above a Level 2 “Meets Expectations” during the 
annual Performance Appraisal process are eligible for an Across the Board Wage 
Adjustment as determined by the Village Board in the Annual Budget.  The pay 
ranges for each grade will also be adjusted by the same amount.  Employees rated 
below “Meets Expectations” will be placed on performance improvement plans and 
are not eligible for an Across the Board Wage Adjustment. 

 
(4) Advancing Through the Pay Ranges 

 
A. Compensation advances for employees below market rate (midpoint). 

 
i. Employees are expected to advance towards the market rate of the 

pay range by demonstrating increased proficiency in the 
performance of the duties of the position, primarily based upon the 
successful achievement of reasonable and attainable goals and 
objectives established by the Department supervisor and/or 
Department Head and identified in the annual Performance 
Appraisal process.   

 
ii. Employees who successfully achieve these goals and objectives, or 

who have performed at an acceptable level but did not achieve some 
or all of these goals and objectives due to documented and justifiable 
circumstances, may be eligible to receive, subject to budget 
parameters or other factors, the Level 2 “Meets Expectations” 
Across the Board Wage Adjustment.  Employees who achieve a 
rating at or above a Level 2 “Meets Expectations” may be eligible 
to receive, subject to budget parameters or other factors, the Across 
the Board Wage Adjustment plus a proficiency-based Grid Point 
Adjustment as a wage base-builder based upon documented 
increased proficiency in the performance of the duties and 
responsibilities of their position. 

 
B. Compensation advances for employees at or above market rate (midpoint). 

 
i. Employees who successfully achieve the goals and objectives as 

established by the annual Performance Appraisal process, or who 
have performed at an acceptable level but did not achieve some or 
all of these goals and objectives due to documented and justifiable 
circumstances, may be eligible to receive, subject to budget 
parameters or other factors, the Level 2 “Meets Expectations” 
Across the Board Wage Adjustment.  Employees who achieve a 
rating in excess of Level 2 “Meets Expectations” may be eligible to 
receive, subject to budget parameters or other factors, the Across the 
Board Wage Adjustment plus a Merit Pay Adjustment as a wage 
base-builder up to the maximum wage appraisal level allowed for 
the pay range of the position. 
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(5) Exceeds Expectations Rating 
 

The following guidelines are to be used to determine the rating of “Exceeds 
Expectations”: 
• Employees who have generally and consistently performed at an above average 

to high level for sustained periods of time; 
• Employees who have had a considerable level of positive impact upon the 

overall operations of the Village or department; 
• Employees who routinely plan, participate in, or conduct programs or services 

to the community that are beyond those required of the position; or 
• Employees who are innovative in the development of new programs, services, 

procedures, or concepts that create efficiencies or increase effectiveness in the 
delivery of service to the community and their department. 

 
Department Heads are responsible for providing written documentation for the 
justification of an “Exceeds Expectations” rating for any employee and a copy of 
the completed annual performance evaluation to the Administrator. 

 
(6) Exemplary Performance Award 

 
Department Heads will have the ability to recognize employees who have 
performed at an exemplary level by nominating them for a one-time, non-base 
builder award per appraisal period.  The Village Administrator will have the ability 
to recognize Department Heads that have performed at an exemplary level by 
nominating them for a one-time, non-base builder award per appraisal period.  
Typically, these awards would be used for the following but not exclusively limited 
reasons: 

• To recognize completion of special projects or assignments; 
• Significant additional duties for a temporary period; or 
• Employees earning an “Exceeds Expectations” rating but who are ineligible 

for a base-building merit pay award due to being at the maximum pay for 
their position’s range. 

 
(7) Budget Considerations for Wage Adjustments  

 
A. The Village Board, as part of approving the annual budget sets Across the 

Board Wage Adjustment, if any. 
 
B. The Village Board may allocate a separate amount to be used for Merit Pay 

Adjustments. 
 
C. The Village Board may allocate funds for Exemplary Performance Awards.  

There will be a separate allocation for Department Heads and for non-
represented non-department head positions. 
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D. The Village Board, based upon budget considerations and on the 
recommendation of the Village Administrator, will approve a schedule for 
Across the Board Wage Adjustments, Merit Pay Adjustments, and 
Exemplary Performance Awards for the next calendar year.  This schedule 
may vary from year to year and may be modified or rescinded by the Board 
at any time. 

 
3.05 Compensation Plan for Management, Supervisory, and Confidential Positions 
 

(1) Compensation Policies 
 

A. Compensation Upon Promotion 
 

An employee promoted from one pay range to another, higher pay range is 
placed at the new range that provides at least a five percent (5%) increase.  

 
B. Compensation Upon Transfer 

 
Employees who transfer to a new position within the same pay range as 
their old position will typically not receive a compensation adjustment. 

 
C. Compensation Upon Acting Assignment     

 
i. Employees who are given an acting assignment to a position in a 

higher pay range or are assigned on a temporary basis significant 
duties and responsibilities typically performed by a higher 
classification, for a planned period of at least 60 days but less than 
six months, and may receive an adjustment to their base 
compensation.   The amount of the base compensation adjustment 
will be determined by the Village Administrator and the Village 
Board.  

 
ii. In the event an acting assignment lasts more than six months the 

circumstances will be reviewed by the Department Head and Village 
Administrator to determine if changes in classification and 
compensation are appropriate. 

 
iii. Upon return to the employee’s original classification, the 

employee’s pay will revert to their base compensation prior to 
receiving the interim assignment adjustment, plus any additional 
annual pay increases and pay structure increases the employee 
would have received in the original classification.  
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D. Compensation Upon Involuntary Demotion 
 

An employee who is demoted for involuntary reasons unrelated to 
performance or disciplinary action retains his/her present pay if the base 
compensation exceeds the new range maximum.  As long as an employee's 
base compensation exceeds the new range maximum, the employee will not 
be eligible for further base-accumulating pay increases until his/her pay is 
again within the range for the new position.  If the present base 
compensation is below the new range maximum, the employee will be 
placed in the new range closest to their current pay.  

E. Compensation Upon Voluntary Demotion 
 

An employee who requests and is granted a voluntary demotion will receive 
a decrease in pay, the amount of which is to be determined given the facts 
and individual circumstance. 

 
F. Compensation for Retention 

 
In infrequent circumstances, the Village Administrator may recommend to 
the Village Board a special wage adjustment for the purpose of retaining an 
employee deemed to have significant value to the organization. 

 
G. Pay Range Assignment for New and Reclassified Positions  

 
i. When new positions are created or existing positions undergo 

substantial change, the Village has established a process to review 
and assign the new/changed position to the pay structure.  

 
ii. In these situations, the Village will utilize the New 

Classification/Reclassification Review process to add the 
new/changed position to the compensation plan and assign it to a 
pay range contained in the plan.  Considerations for range placement 
will include internal consistency and market considerations.  

 
iii. The new salary for an employee whose pay range is adjusted as a 

result of a job reclassification will follow the guidelines established 
in this policy for promotions.  

 
H. Positions Requiring a ‘Market Adjustment’ 

 
i. The Village’s compensation program has provided a methodology 

for determining pay rates for employees that recognize not only the 
worth of positions in the market, but also the worth of jobs internally 
within the organization.  
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ii. A circumstance could develop where a position in the Village’s 
compensation plan should be considered for temporary placement at 
a higher range of pay than that which is established from our 
methodology.  These are positions that may command higher pay 
due to unusual market demands which may fluctuate over time.   

 
iii. Market adjustments should generally be considered in the future 

under only one or more of the following circumstances:  
 

• The Village has documented problems recruiting or selecting 
employees within the assigned pay range (for example, a 
position is advertised two or more times resulting in few or no 
qualified applicants who the Village determines could 
effectively serve in the position). 

 
• The Village has an unacceptable rate of turnover in the position, 

and exit interview information indicates rate of pay as a 
significant issue. 

 
• Periodic market surveys conducted by the Village show that the 

midpoint of the pay range is more than 10% less than the average 
rate of pay shown for the position in the market analysis.  

 
iv. In situations where the market demands higher pay rates, at the 

Village’s discretion, one of two actions will be available:  
 

1. Adjust the employee’s base compensation upward into the 
existing pay range. 

 
2. Move the position into a higher pay range and adjust the base 

compensation according to the Compensation Upon 
Promotion guidelines established in this policy.  However, 
this is to be done temporarily, only while market conditions 
are still causing the problem.  

 
v. The Village will utilize the first option whenever possible.  

However, when the Village utilizes the second option, the 
appropriate pay range will be determined by the Village (with 
consultation from a compensation expert in the discretion of the 
Board), and the position will be placed in a higher range.  Further, 
all documents and communications will be retained to reflect the 
temporary assignment of the position to a higher pay range.  The 
market conditions should be checked every year, and if conditions 
change, the position will move back into its initially assigned salary 
range.  
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vi. The Village recognizes that the allowance of market adjustments 
does disrupt some of the internal equity in its compensation plan 
because there are jobs that are of higher internal value that may be 
paid less than a job of lower internal value.  This is why the Village 
intends to utilize market adjustments sparingly.  

 
vii. All market adjustments must be recommended by the Village 

Administrator and receive approval by the Village Board.  In the 
event that a position under a market adjustment is reclassified to the 
correct pay range established through job evaluation, the policy for 
Salary Upon Involuntary Demotion will apply in regard to 
compensation for the affected employee.  

 
I. Positions Requiring a ‘Compression Adjustment’ 

 
i. Salary compression exists when there is an unacceptable difference 

in overall compensation between a supervisor and a direct 
subordinate.  Compression could exist under a base salary 
comparison, under a total gross earnings comparison, or both.  In 
determining whether compression is an issue that should be resolved 
through a pay increase, the Village will also look at the differences 
in total compensation (i.e., direct pay and benefits) between the 
supervisor and subordinate positions.  

 
ii. Unless the benefit package of the supervisor is determined to 

compensate for the wage compression, the Village will provide an 
acceptable base pay differential between an exempt supervisory 
position and the average gross earnings of the top paid position 
directly supervised.  This differential would generally be a minimum 
of 7.5% when the supervisor has been in their position for at least 
one year.  

 
iii. In determining the average gross earnings of the top paid position 

directly supervised, the Village recognizes that overtime earnings 
often fluctuate and can skew an accurate comparison.  It may be 
appropriate, therefore, to factor overtime earnings over a multi-year 
period or to compensate the supervisor for that overtime earnings 
component of their subordinate on a periodic lump sum basis rather 
than through a base compensation adjustment. 

 
iv. In the event a more highly compensated professional or technical 

position simply reports to a supervisor for administrative reasons, a 
compression adjustment may not be warranted. 
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v. The compression adjustment should not, in most cases require a pay 
grade change in order to use a salary within the assigned grade that 
provides the recommended differential.  In situations where the 
compression analysis requires a higher base salary than would 
normally be utilized under the compensation plan, at the Village’s 
discretion, one of two actions will be available:  

 
    1. Adjust the employee’s pay upward in the range, or 
 

2. Adjust the position up one pay grade temporarily and only 
while compression conditions are still causing the problem.  

 
vi. The Village will utilize the first option whenever possible, as long 

as the current pay grade range allows for sufficient earnings growth 
consistent with the intent and spirit of the compensation plan.  
However, when the Village utilizes the second option, all documents 
and communications are retained to reflect the temporary 
assignment of the position.  The earnings differential situation 
should be analyzed every year, and if conditions change such that 
the actual pay grade provides an adequate differential and 
opportunity for sufficient earnings growth, these positions will 
move back to their correct grade.  

 
vii. The Village recognizes that the allowance of compression 

adjustments does disrupt some of the internal equity in the 
compensation plan.  This is why the Village intends to use 
compression adjustments sparingly.  

 
viii. All compression adjustments must be recommended by the Village 

Administrator and receive approval by the Village Board.  In the 
event that a position under a market adjustment is reclassified to the 
correct pay range established through job evaluation, the policy for 
Salary Upon Involuntary Demotion would apply to the affected 
employee.  

 
J. Determining Pay for New Hires 

 
Unless unusual conditions exist, employees should normally be hired 
between the minimum and midpoint of the pay range for the position with 
actual wage placement to be based on individual qualifications.  
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(2) Maintenance of Pay Plan Integrity Over Time 
 

A. Maintaining the validity and integrity of the pay plan over time is of critical 
importance.  Although it is anticipated that the pay plan will require periodic 
updating by thorough and systematic reevaluation, the validity of the plan 
and its usefulness can be extended by 

 
• Maintaining internal equity; and 

 
• Maintaining market competitiveness 

 
B. Maintaining Market Competitiveness 

 
In order to maintain the Village’s desired pay philosophy of paying at a 
level competitive with its chosen market, the Village should complete a 
comprehensive update of its market analysis every three to four years, and 
more often with market sensitive positions. 

 
i. The Village Administrator, or his/her designee, under the direction 

of the Village Board, should complete the market analysis. 
ii. Market information from similar jobs and comparable positions 

should be used to determine if the compensation plan needs a 
general adjustment or if the pay ranges should be re-calculated using 
the regression analysis model used to develop the original plan. 

 
iii. A full report of findings and recommendations of the market study 

should be presented by the Village Administrator or his/her designee 
to the Village Board for consideration. 

 
(3) Policy Exceptions 

 
Compensation decisions that do not meet the above guidelines require the 
recommendation of the Village Administrator and the approval of the Village 
Board. 

 
3.06 Compensation Plan for Part-Time Support Positions 
 
The hourly or daily rate of pay for part-time support positions will be determined by the Village 
Board on an annual basis. 
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Level 1 – Does Not Meet Expectations 
Overall performance is generally below the minimum requirements and expectations for the position.  
The output and quality of work is inconsistent and below acceptable levels.  Job specific knowledge, skills, 
and abilities do not consistently meet expectations.  Close direction and supervision is required, even in 
routine situations.  Frequent coaching is needed to avoid problems and improve performance.  Decision 
making and judgement is inconsistent and questionable. 
 
 
Level 2 – Meets Expectations 
Overall performance meets expectations and is consistently at a level of a well-qualified, experienced, and 
motivated employee for the performance dimensions of the position.  The output and quality of work is 
favorable.  Responsibilities of the job are understood and accepted in a positive manner.  Job specific 
knowledge, skills, and abilities are demonstrated at a consistently high level.  Some Very little direction or 
supervision is needed, even in unexpected situations.  Is self-motivated and able to identify 
opportunities/challenges and pursues them.  Employee demonstrates some creativity and initiative to 
complete their tasks with supervision and direction as might be needed. 
 
 
Level 3 – Above Average 
Performance at this level meets the criteria in all respects for Level 2 by Meeting Expectations in the 
performance dimensions for the position.  Performance may, at times, exceed expectations for some 
essential job functions but not all.  The output and quality of work is consistently very good meeting the 
most critical goals/objectives established within their Action Plan.  Is self-motivated and able to identify 
opportunities/challenges and has the vision to pursue them demonstrating creativity and initiative to 
complete these tasks with minimal supervision.  Employee demonstrates some creativity and initiative to 
complete their tasks with some supervision and direction as might be appropriate. 
 
 
Level 4 – Exceeds Expectations 
Performance at this level meets the criteria in all respects for Level 3 by achieving Above Average in the 
performance dimensions of the position and further exceeding the already high organizational 
expectations in many areas.  Uses initiative and creativity to solve complex problems and demonstrates 
superior judgement.  Has a substantial positive impact upon overall operations.  Goes above and beyond 
just assigned job responsibilities in a positive manner.  Innovative in the development of new programs, 
services, procedures, or concepts that create efficiencies on the delivery of services to the community.  
Please see attached Appendix A in order to complete the Exceeds Expectations Justification Worksheet to 
complete this rating. 
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Grade Job Title Department 87% 90.0% 92.5% 95.0% 97.5%
Market 

Rate 100%
Above Avg. 

106.5%
 Maximum 

113%
0.5 Shelver Library $7.78 $8.05 $8.27 $8.49 $8.72 $8.94 $9.52 $10.10

1 Nutrition Site Coordinator Senior Outreach $11.64 $12.04 $12.37 $12.71 $13.04 $13.38 $14.25 $15.12
Shelver II Library

2 Nutrition Site Manager Senior Outreach $12.34 $12.76 $13.12 $13.47 $13.82 $14.18 $15.10 $16.02
Youth Services Assistant Library
Summer Help (Seasonal) Public Works/Utilities

3 $13.08 $13.53 $13.90 $14.28 $14.65 $15.03 $16.01 $16.98

4 Code Inspector Community Development $13.86 $14.34 $14.74 $15.13 $15.53 $15.93 $16.97 $18.00
Crossing Guard Police
Parks Crewperson (Seasonal) Public Works/Utilities

5 Police Clerk I (FT & PT) Police $14.69 $15.20 $15.62 $16.04 $16.47 $16.89 $17.99 $19.08
Utility Clerk I Public Works/Utilities
Clerk I Administration
AV Technician Comm & Tech
Library Assistant I Library

6 Production Assistant Comm & Tech $15.57 $16.11 $16.56 $17.01 $17.45 $17.90 $19.06 $20.23
Technology Services Assistant Comm & Tech
Community Development Clerk II Community Development

7 Clerk II Administration $16.51 $17.08 $17.55 $18.03 $18.50 $18.97 $20.21 $21.44
Library Assistant II Library

8 Communications Specialist Comm & Tech $17.50 $18.10 $18.60 $19.11 $19.61 $20.11 $21.42 $22.73
Technology Specialist Comm & Tech
Parks/Public Works Maintenance Worker Public Works/Utilities
Tech Services Assistant Library

9 Judicial Assistant/Court Clerk III Municipal Court $18.55 $19.19 $19.72 $20.25 $20.79 $21.32 $22.71 $24.09
Clerk III Public Works/Utilities
Administration Clerk III Administration
Community Development Clerk III Community Development
Case Manager Senior Outreach
Confidential Administrative Assistant Fire and Rescue

10 Public Works Maintenance Worker Public Works/Utilities $19.66 $20.34 $20.90 $21.47 $22.03 $22.60 $24.07 $25.54
Confidential Administrative Assistant Police
Deputy Clerk Administration
Parks Crewperson

11 Mechanic Public Works/Utilities $20.84 $21.56 $22.16 $22.76 $23.36 $23.96 $25.51 $27.07
Adult Services Librarian Library
Youth Services Librarian Library
Police Officer (P/T) Police

12 Public Works Lead Maintenance Worker Public Works/Utilities $22.09 $22.85 $23.49 $24.12 $24.76 $25.39 $27.04 $28.69
Comm & Tech Manager Comm & Tech $0.00

13 $23.42 $24.22 $24.90 $25.57 $26.24 $26.92 $28.67 $30.42

14 Fire Inspector/Public Education Specialist Fire & Rescue $24.82 $25.68 $26.39 $27.10 $27.82 $28.53 $30.38 $32.24
Assistant Director Library

15 Building Inspector Community Development $26.31 $27.22 $27.97 $28.73 $29.49 $30.24 $32.21 $34.17
Senior Outreach Director Senior Outreach

16 Deputy Treasurer/Accountant Administration $27.89 $28.85 $29.65 $30.45 $31.26 $32.06 $34.14 $36.22
Sergeant Police
Administrative Captain Fire & Rescue

17 $29.56 $30.58 $31.43 $32.28 $33.13 $33.98 $36.19 $38.40

18 Budget Manager/Accountant Administration $31.34 $32.42 $33.32 $34.22 $35.12 $36.02 $38.36 $40.70

19 Lieutenant Police $33.22 $34.36 $35.32 $36.27 $37.23 $38.18 $40.66 $43.14
Assistant Director of Public Works/Utilities Public Works/Utilities
Library Director Library
Clerk/Treasurer Administration

20 Community Development Director Community Development $35.21 $36.42 $37.44 $38.45 $39.46 $40.47 $43.10 $45.73

21 Finance Director Administration $37.32 $38.61 $39.68 $40.76 $41.83 $42.90 $45.69 $48.48

22 Fire/EMS Chief Fire & Rescue $39.56 $40.93 $42.06 $43.20 $44.34 $45.47 $48.43 $51.39
Police Chief Police
Director of Public Works/Utilities Public Works/Utilities

23 Village Administrator Administration $41.94 $43.38 $44.59 $45.79 $47.00 $48.20 $51.34 $54.47

24 $44.45 $45.99 $47.26 $48.54 $49.82 $51.09 $54.42 $57.74

25 $47.12 $48.74 $50.10 $51.45 $52.81 $54.16 $57.68 $61.20

Village of McFarland Wage Grid Effective 1/1/2019
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Effective date for all approved Wage Adjustments as they have been authorized for funding 
within the Annnual Budget.

January 1, 2019

Administrator shall have completed his review of Performance Apprsaisals as appropriate and 
will work with the applicable Department Head as well as Clerk/Treasurer to determine Wage 
Adjustments.

All Employees will be notified regarding changes in compensation through the Wage 
Adjustment Worksheet which will be determined as a result of the Performance Appraisal 
process.

December 31, 2018

Department Head Staff Meeting held to distribute Schedule and Performance Appraisal form.  
This formally begins the process for Supervisors to formally evaluate the performance of their 
direct reporting Staff.

October 9, 2018

December 7, 2018

Village Board adopts the Annual Budget allocating funds across a broad spectrum in order to 
fund necessary Wage Adjustments that are allowed by policy set wtihin the Compensation 
and Benefits Manual.

November 26, 2018

The Performance Appraisal process is established to evaluate employee performance during the indicated review 
period.  Wage Adjustments are then made based on the results of the appraisal process as applicable with the first of 
the coming new year and approved within the Annual Budget adopted by the VIllage Board.  The Annual Budget 
specifically allocates funds across a broad sprectrum in order to fund necessary wage adjustments that are allowed 
by policy set within the Compensation and Benefits Manual.  The operations of this process are managed by the 
Village Administrator as Personnel Officer for the Village with assitance from the Village Clerk/Treasurer regarding 
record keeping and payroll implementation as is appropriate.

Supervisors complete Performance Appraisal form for all of their direct reporting Staff.  All 
forms shall be submitted to the Clerk/Treasurer for their Department by this date.  All 
Exceeds Expectation Justification Worksheets should be submitted directly to the 
Administrator no later than this date.

November 14, 2018

Village of McFarland

Individual Performance Appraisal and Wage Adjustments

Implementation Schedule
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Employee Name:

Job Title:

Department:

Hire Date in Current Position:

□ Annual Evaluation □ Probationary Evaluation

For Six (6) Month Probationary Hires:

□ 3 months, □ 6 months, □ Extended

For Twelve (12) Month Probationary Hires:

□ 6 months, □ 12 months, □ Extended

Village of McFarland
Individual Performance Appraisal and Merit-Based Wage Adjustments

Instructions

The appraisal process provides an opportunity to discuss individual work efforts and results with a primary focus to improve performance.  The results of this process 
will also direct the amount of any wage adjustments earned by the performance of the Employee over the year evaluated.  The Employee first completes the Self-
Review in its entirety within all four sections and submits it to their Supervisor.  The Supervisor shall review the comments provided in the Self-Review by the Employee 
and complete the Supervisor Review as part of the formal evaluation process.  The Supervisor and Employee shall then schedule a time to meet to discuss the 
comments provided in total as part of the review process by both parties.  The Employee and Supervisor sign and date the report upon conclusion of meeting confirming 
that the Employee has read and understands the Performance Appraisal that was completed.  The results of the Performance Appraisal shall be submitted to the Village 
Administrator in order for a wage adjustment to be determined as earned and applicable.

Appraisal Date:

Appraisal Period:

Completed By:

Title of Appraiser:

Section IV - Performance Appraisal Summary The overall performance of the Employee is scored and summarized in narrative form, as measured by 
Sections I-III.

Section I - Employee Performance Appraisal The performance of the Employee is evaluated on the basis of specific performance dimensions and key 
components of the position description.

The performance of the Employee is evaluated on the basis of progress made in meeting the action plan 
objectives established for the prior year.

Section II - Action Plan Review (Prior Year)

Section III - Action Plan Development (Next Year) A new action plan is developed in order for the Employee to work on objectives for the upcoming year.
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Below Job Responsibilities: 
Level 1

Meets Job Responsibilities: 
Level 2

Above Average Job Responsibilities:
Level 3

Exceeds Job Responsibilities:
Level 4

SECTION I - PERFORMANCE DIMENSIONS 1 2 3 4 1 2 3 4 SUPPORTING COMMENTS
For All Employees:
Knowledge and Skills 
Understanding of and proficiency in specific skills necessary 
to perform job assignments.  Includes department and 
position specific skills.
Team Work 
Creates and fosters a positive work environment through 
interactions with co-workers, supervisors, and the public.
Productivity  
Consistently completes assigned work on time and in 
accordance with organizational and departmental 
standards.
Accountability    
Holds oneself individually responsible and the organization 
collectively responsible for the quality of service provided 
to the public.
Decision Making 
Exercises sound judgement in reaching and implementing 
work-related decisions guided by the goal of serving the 
public effectively and efficiently.
Innovation 
Finds new and better ways to enhance the quality of 
services provided to the public and to improve all aspects of 
the work of the organization.
Communication 
Shares information reliably and is able to clearly and 
concisely convey ideas in both verbal and written forms.
Leadership 
Fosters a collaborative working environment; effectively 
guides and motivates others in collective pursuit of 
organizational goals.
For Supervisors, Managers, and Department Heads:
Supervision
Consistently able to lead employees to high levels of 
productivity using principles of communication, 
preparedness, motivation, and accountability.
Management 
Ability to prepare and implement plans to achieve 
organizational priorities, allocate resources effectively, and 
monitor performance.

Performance is consistently above the average work meeting the job responsibilities and at times may 
exceed expectations with some duties.

Performance exceeds the requirements of the job for the performance dimension and significant results 
above and beyond the expectations of the job are achieved. 

Section I - Employee Performance Appraisal

SELF-REVIEW SUPERVISOR REVIEW

Using the rating scale below, check the appropriate box that best describes last year's level of performance for each performance dimension.  Please refer to the Sample 
Criteria for Performance Dimensions for additional descriptors of each dimension.   If the dimension is not applicable to the position, mark N/A.

Performance is below the minimum requirements of the job for the performance dimension and job 
responsibilities are not met. 

Performance meets the requirements of the job for the performance dimension and job responsibilities are 
met.
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Supervisor Review:  

SECTION II - ACTION PLAN REVIEW
WHAT IS GOING WELL?  REVIEW OF PREVIOUS ACTION PLAN.
Employee Self-Review:  

Section II - Action Plan Review (Prior Year)

Page 21 of 68



Section III - Action Plan Development (Next Year)

AREAS TO FOCUS ON IN THE UPCOMING YEAR (PERFORMANCE, JOB GROWTH, CAREER GROWTH).  NEW ACTION PLAN.
Employee Self-Review:  

Supervisor Review:  

SECTION III - ACTION PLAN DEVELOPMENT
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Level  

Employee Signature

Date

Signatures: I have participated in a performance appraisal and goal setting discussion with my supervisor.  My signature acknowledges that the performance appraisal 
document has been reviewed with me by my supervisor, and that I discussed the rating and comments contained in this document as provided.

Date

Supervisor Signature

Assign an appropriate rating level to the performance of the employee using the general definitions describing each rating level below.  These are meant as a guide to 
help the employee and supervisor distinguish the overall level of performance of the employee.  The rating is to be based upon the Performance Dimensions and Key 
Components above.

Overall performance is generally below the minimum requirements and expectations for the position.  The 
output and quality of work is inconsistent and below acceptable levels.  Job specific knowledge, skills, and 
abilities do not consistently meet expectations.  Close direction and supervision is required, even in routine 
situations.  Frequent coaching is needed to avoid problems and improve performance.  Decision making 
and judgement is inconsistent and questionable.

Level 1 - Does Not Meet Expectations:
Definition

Overall performance meets expectations and is consistently at a level of a well-qualified, experienced, and 
motivated employee for the performance dimensions of the position.  The output and quality of work is 
favorable.  Responsibilities of the job are understood and accepted in a positive manner.  Job specific 
knowledge, skills, and abilities are demonstrated at a consistently high level.  Very little direction or 
supervision is needed, even in unexpected situations.  Is self-motivated and able to identify 
opportunities/challenges and pursues them.

Level 2 - Meets Expectations:

Performance at this level meets the criteria in all respects for Level 2 by Meeting Expectations in the 
performance dimensions for the position.  Additionally, performance of the employee is above the average 
work of their peers that meet expectations.  Performance may, at times, exceed expectations for some 
essential job functions but not all.  The output and quality of work is very good meeting the most critical 
goals/objectives established within their Action Plan.  Employee demonstrates some creativity and initiative 
to complete their tasks with some supervision and direction as might be appropriate.

Level 3 - Above Average:

SECTION IV - PERFORMANCE APPRAISAL SUMMARY

Employee Self-Review - Final Rating Determination and Final Comments:

Supervisor Review - Final Rating and Final Comments:

Section IV - Performance Appraisal Summary

Performance at this level meets the criteria in all respects for Level 3 by achieving Above Average in the 
performance dimensions of the position and further exceeding the already high organizational expectations 
in many areas.  Uses initiative and creativity to solve complex problems and demonstrates superior 
judgement.  Has a substantial positive impact upon overall operations.  Goes above and beyond just 
assigned job responsibilities in a positive manner.  Innovative in the development of new programs, 
services, procedures, or concepts that create efficiencies on the delivery of services to the community.  
Please see attached Appendix A in order to complete the Exceeds Expectations Justification Worksheet to 
complete this rating.

Level 4 - Exceeds Expectations:
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Department Head/Supervisor

Date Date

Village Administrator

Signatures: As the Department Head and/or Supervisor, I have completed the Performance Appraisal for the above named Employee finding their performance to 
Exceed Expectations as a Level 4 within the annual evaluation process.  As such I am submitting the Excceeds Expectations Justification Worksheet as my written 
documentation to the Village Administrator of this acheivement and recognition that I find the Employee's performance to be inline with the guidelines established 
within Section 3.04(5) of the Compensation and Benefits Manual for Employee's that Exceed Expecations

Employees who are innovative in the development of new programs, services, procedures, or concepts that create efficiences or incrase effectiveness in the 
delivery of service to the Community and their Department…

Employees who have generally and consistently performed at an above average level for sustained periods of time…

Employees who have had considerable level of positive impact upon the overall operations of the Village or Department…

Employees who routinely plan, participate in, or conduct programs or services to the Community that are beyond those required of the position…

Please enter in the justification for each guideline listed in order to make a determination on the rating regarding the year in which the Performance Appraisal is being 
conducted.  These guidelines are established as official policy within Section 3.04(5) of the Compensation and Benefits Manual.  The following guidelines are to be used 
to determine the rating of Level 4 - Exceeds Expectations:

Appendix A - Exceeds Expectations Justification Worksheet

Level 4 rating within the Employee Performance Appraisal process is noted as the Exceeds Expectations threshold and is the highest rating acheivable within the annual 
evaluation process.  Section 3.04(5) of the Compensation and Benefits Manual details the guidelines that have to be met for a rating of Exceeds Expectations to apply 
following review.  By Policy, "Department Heads are responsible for providing written documentation for the justification of an "Excceds Expectations" rating for any 
Employee and a copy of the completed annual performance evaluation to the Administrator."  This worksheet shall utilize the policy guidelines regarding the 
acheivement of this rating and serve as the written documentation to outline this documentation.  Upon completion of this form, the Department Head will sign and 
submit this worksheet to the Village Admintrator for approval with a copy of the Performance Appraisal.  The Department Head may not transmit the final review and 
rating determination until after this worksheet has been approved by the Village Administrator.
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, October 1, 2018
  

SECTION: Business
  

DEPARTMENT: Administration
  

CONTACT: Pauline Boness, Director, Matt Schuenke, Village Administrator
  

AGENDA ITEM: Discussion and action to make a recommendation to the Village 
Board regarding revisions to the position description and permission 
to fill the vacancy for the the Building Inspector position within the 
Community Development Department.

  

PREVIOUS ACTION:
None.
 

ISSUE SUMMARY:
Marty Pilger has filled this role since June 1, 1998 and after 20 years of service to the Village of 
McFarland (as well as City of Monona), he has notified us that he intends to retire as of 
December 31st this year.  We thank Marty for his service to the Village and wish him luck in 
retirement.

The Community Development Department is requesting some modifications to the job 
description and also permission to fill the vacancy.  Included within your packet is a marked up 
version of the current job description noting the changes sought.  They are summarized as 
follows:

 Adds supervisor and management responsibilities for property maintenance of which it 
previously performed.

 Revises and/or adds reporting and training requirements as essential job functions.
 Removes responsibilities that have been previously delegated to the Property 

Maintenance Inspector.
 Adjusts work conditions and environment.
 Adds the knowledge of the State's new electronic permitting requirements.
 Revises the desired qualifications.

The position as presented is not requested for a reclassification, simply an update to the current 
position description in order to align with other changes in the Department since the last time it 
was updated.
 

FINANCIAL/BUDGET IMPACT:
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This position has been previously classified at Grade 15 which as of January 1, 2019 tentatively 
will have a salary range of $54,725 to $62,899 with a maximum of $71,074.  The benefits for 
the position range from $13,000 to $26,000 depending on the health insurance selected.
 

VILLAGE PLAN REFERENCE:
Classification and Compensation Study dated January 5, 2015.

Personnel Policy Manual dated December 8, 2014.

Compensation and Benefits Manual dated December 11, 2017.
 

ORDINANCE REFERENCE:
None.
 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:
Recommended for approval of the revisions to the position description and request to fill the 
position.
 

ATTACHMENTS:
1. 09.26.2018 - Building Inspector Job Description DRAFT
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Building Inspector 
 

POSITION DESCRIPTION 
 
Position Title:  Building Inspector    FLSA: Exempt 
Department:    Community Development   Represented: No 
Reports to:       Community Development Director  Employment Status:  Full-Time 
 
 

POSITION SUMMARY 
 
Distinguishing Characteristics of the Class 
The very responsible professional and technical work of this class involves the administration of 
various zoning, building, erosion control, dwelling, and supervision of the compliance with 
property maintenance codes and ordinances.  The work includes reviewing site and building plans, 
issuing permits, and conducting field inspections. The incumbent must be certified by the State of 
Wisconsin to conduct inspections of specified construction trades. 
 
Supervision Received 
Performs under the direction and general supervision of the Community Development Director, 
but exercises considerable independent judgement in establishing work priorities and 
interpreting/applying codes and regulations to specific situations. 
 
Supervision Exercised 
Supervises a part-time Property Maintenance Enforcement Inspector regarding that position’s 
responsibility to monitor compliance with property maintenance codes and ordinances. 
 

DESCRIPTION OF WORK 
 
Essential Duties and Responsibilities 
 

• Administers planning and zoning codes and reviews site plans of proposed projects as 
assigned by the Community Development Director. 

 
• Serves as code enforcement officer and aAdministers various building codes, including 

general construction, plumbing, heating, air conditioning, erosion control, and uniform 
dwelling codes. 

 
• Manages the enforcement of property maintenance codes and ordinances through the 

supervision of the Property Maintenance Enforcement Inspector to monitor compliance. 
 

• Fulfills the responsibilities of the Property Maintenance Enforcement Inspector in their 
absence as appropriate. 

 
• Receive, process, and investigate grievances regarding access to public buildings by 

handicapped disabled persons. 
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• Issues various permits, including building, electrical, plumbing, HVAC, erosion control, 
occupancy, and demolition permits. 

 
• Conducts on-site inspections of work in progress to ensure that applicable state or local 

codes are met.  Items inspected include footings, foundations, framing, electrical hook-ups, 
plumbing, and mechanical systems. 

 
• Maintains records of inspection activities and prepare periodic reports on building statistics 

for the Village, County, State, Federal, and other entities as is appropriate. 
 

• Researches questions, problems and complaints regarding code compliance issues. 
 

• Assists and attend the Plan Commission, Board of Zoning Appeals, and Landmarks 
Commission as assigned.  required. 

 
• Identify training needs (technical, administrative, and supervisory) and maintain up to date 

training to remain compliant with applicable license requirements. 
 

• Enforces minimum property maintenance regulations. 
 

• Serves as weed commissioner. 
 

• Issues warnings, stop work orders, and municipal citations to correct code violations. 
 

• Performs other related duties as required. 
 
Equipment Used 
Personal computer/printer with various software applications, calculator, copier, telephone, fax 
machine, radio, pager, audio-visual equipment, motor vehicle. 
 
Work Environment and Working Conditions 
Works in normal office setting with moderate sound levels.   Also routinely works outdoors under 
controlled varied field conditions.  Must be able to work in all weather conditions including 
extreme heat and cold conditions.  Must be able to stand, walk, or sit for extended periods of time.  
Some hours beyond a normal work-week required; occasional attendance at evening meetings 
required. 
 

TECHNICAL REQUIREMENTS 
 
Knowledge of 
 

* Residential and commercial construction methods, materials, and practices. 
 

* Planning and zoning principles and practices. 
 

* State and local building and dwelling codes and ordinances. 
 

* Processes regarding the online transmittal of applicable building permits mandated by the 
State of Wisconsin online building permit  
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Ability to 
 

† Read and interpret site plans, building plans and specifications, and blueprints. 
 

† Interpret and apply codes and ordinances to a variety of situations, to detect code violations, 
and to recommend methods of correction. 

 
† Interpret provisions of planning and zoning of ordinances to architects, engineers, 

developers, realtors, and the general public. 
 

† Maintain necessary records and prepare required reports. 
 

† Establish and maintain effective working relationships with those contacted in the course 
of work. 

 
† Maintain a valid State of Wisconsin Uniform Dwelling, Building, Electrical, Plumbing, 

and HVAC Code and Commercial Building Inspector Licenses/Certificates. 
 

† Maintain a valid Wisconsin driver’s license. 
 

GENERAL COMPETENCIES 
 
While performing the duties of this job, the employee is required to accomplish all of the tasks 
routinely associated with the performance of office type functions.  In addition, the employee must 
be able to satisfy the following competency requirements. 
 

♦ ANALYTICAL SKILLS: Identify problems and opportunities; review possible alternative 
courses of action before selecting one; utilize information resources available when making 
decisions. 

 
♦ COMMUNICATION SKILLS: Communicate ideas and information effectively in both 

written and oral form. 
 

♦ PROBLEM-SOLVING SKILLS: Develop feasible, realistic solutions to problems; 
recommend actions designed to prevent problems from occurring; refer problems to 
supervisor when necessary. 

 
♦ ORGANIZATIONAL SKILLS: Establish systematic methods of accomplishing goals. 

 
♦ READING ABILITY: Effectively read and understand information contained in 

memoranda, reports, ordinances, codes, regulations, technical manuals, bulletins. 
 

♦ TECHNICAL COMPREHENSION:  Ability to learn, adopt, and apply new technology, 
computer systems and software programs. 

 
♦ ABILITY TO COMPREHEND AND FOLLOW INSTRUCTIONS: Effectively follow 

verbal or written instructions from supervisor. 
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♦ MATHEMATICAL ABILITY: Calculate basic arithmetic problems (addition, subtraction, 
multiplication, division) without aid of a calculator. 

 
♦ TIME MANAGEMENT SKILLS: Set priorities in order to meet assignment deadlines. 

 
DESIRED QUALIFICATIONS 

 
A high school diploma and an Associates College degree in a related field related to construction 
trades and/or construction inspection.  Ability to obtain and hold commercial State certification to 
perform building, HVAC, electrical, and plumbing inspections.  ; possession of a valid State of 
Wisconsin Uniform Dwelling Code Inspection Certificate to perform building , plumbing, HVAC, 
and electrical inspections. A minimum of five (5) years three (3) experience in the construction 
trades or construction inspection field, including previous administrative experience or any 
combination of education, training, and/or experience which in the sole discretion of the Village 
would demonstrate the employee’s ability to meet the required equivalent combination of training 
and experience which provides knowledge, skills, and abilities. 
 

NOTES 
 
 1. The job duties listed herein are intended only as illustrations of the types of work that may 

be performed.  The omission of specific statements of duties does not exclude them from 
the position if the work is similar, related, or a logical assignment to the position. 

 
 2. The work environment characteristics and physical demands described herein are 

representative of those that the employee encounters or must meet while performing the 
essential functions of this job.  In compliance with the Americans with Disabilities Act, the 
Village will provide reasonable accommodations to qualified individuals with disabilities.  
The Village is an Equal Opportunity Employer. 

 
 3. The job description does not constitute an employment agreement between the employer 

and employee, and is subject to change by the employer as the needs of the employer and 
requirements of the job change.  The Village retains and reserves any and all rights to 
change, modify, amend, add to, or delete from any section of this position description. 

 
I hereby acknowledge that I have received a copy of and do understand the requirements of this 
position description with the Village of McFarland. 
 
Dated this     day of      , 2018. 
 
 
 ______________________________ ______________________________ 
 Employee Signature Department Head Signature 
 
 
Created: May 1, 2000 Amended: May 1, 2014 
   October 8, 2018 
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, October 1, 2018
  

SECTION: Business
  

DEPARTMENT: Administration
  

CONTACT: Pauline Boness, Director, Matt Schuenke, Village Administrator
  

AGENDA ITEM: Discussion and action to make a recommendation to the Village 
Board regarding the creation of a position description for the 
Property Maintenance Enforcement Inspector within the Community 
Development Department.

  

PREVIOUS ACTION:
None.
 

ISSUE SUMMARY:
This position is already filled and has been for over a year.  It is part-time and originally the 
individual was hired jointly with the City of Monona.  During that process the essentially job 
functions Monona developed were used informally for our position in order to guide the 
utilization of the 8 hour a week funded position.  The individual in this position will remain as 
presently employed and this description is presented in order to formalize the position within 
our organization in line with the changes presented for the Building Inspector which will 
supervise this position going forward.
 

FINANCIAL/BUDGET IMPACT:
None.
 

VILLAGE PLAN REFERENCE:
None.
 

ORDINANCE REFERENCE:
None.
 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:
Job description is presented for approval as a recommendation to the Village Board.
 

ATTACHMENTS:
1. 09.26.2018 - Prop Maintenance Job Description DRAFT
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Property Maintenance Enforcement Inspector  
 

POSITION DESCRIPTION 
 
Position Title:  Property Maintenance Enforcement Inspector FLSA : Exempt 
Department:    Community Development    Represented: No 
Reports to:       Building Inspector      Status: Part-Time 
 
 

POSITION SUMMARY 
 
Distinguishing Characteristics of the Class 
Responsible for promptly and effectively carrying out routine property maintenance code 
enforcement actions as detailed within the Village of McFarland Municipal Code of Ordinances 
relating to property maintenance. The work includes reviewing various portions of the code, 
conducting field inspections, communicating with residents the effect of certain codes, and when 
warranted issuing notices of code violations to property owners. 
 
Supervision Received 
Performs under the direct supervision of the Building Inspector and the general supervision of the 
Community Development Director. Under the direction of the Building Inspector, exercises 
judgement interpreting/applying codes and regulations to specific situations. 
 
Supervision Exercised 
None. 
 

DESCRIPTION OF WORK 
 
Essential Duties and Responsibilities 
 

• Receives, researches, processes, communicates, educates, and investigates complaints 
regarding property maintenance issues. 

 
• Position is appointed as the official Weed Commissioner as defined in Village Ordinance. 

 
• Conducts on-site inspections of properties to ensure that applicable local property 

maintenance codes are met. 
 

• Maintains records of inspection activities, resident contacts, and citations.  Prepares reports 
to document and depict enforcement actions as is necessary and appropriate. 

 
• Enforces minimum property maintenance regulations. 

 
• Issues warnings and municipal citations to correct code violations when warranted. 
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• Works collaboratively with the Police Department, Municipal Court, Public Works 
Department and/or other related internal and external entities regarding the enforcement of 
municipal codes. 

 
• If called upon testifies in Municipal Court cases relating to property maintenance citations. 

 
• May provide customer service support for the Community Development Department in the 

absence of the Department Clerk. 
 

• Performs other related duties as required. 
 
Equipment Used 
Personal computer/printer with various software applications, calculator, copier, telephone, fax 
machine, and motor vehicle. 
 
Work Environment and Working Conditions 
Works in normal office setting with moderate sound levels.   Also routinely works outdoors under 
varied field conditions. Must be able to stand, walk, or sit for extended periods of time. Must be 
able to work in all weather conditions including extreme heat and cold.  Attendance at evening 
meetings may upon rare occasion be required. 
 

TECHNICAL REQUIREMENTS 
 
Knowledge and Abilities 

 
† Interpret and apply property maintenance codes and ordinances to a variety of situations, 

to detect code violations, and to recommend methods of correction including municipal 
citations 

 
† Maintain necessary records and prepare required reports. 
 
† Establish and maintain effective working relationships with other employees and the 

public, must execute duties firmly, tactfully courteously and impartially.  
 

† Must be able to stand, walk or sit for extended periods of time 
 
† Must maintain a valid Wisconsin driver’s license. 
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GENERAL COMPETENCIES 
 
While performing the duties of this job, the employee is required to accomplish all of the tasks 
routinely associated with the performance of office type functions.  In addition, the employee must 
be able to satisfy the following competency requirements. 
 

♦ ANALYTICAL SKILLS: Identify problems and opportunities; review possible alternative 
courses of action before selecting one; utilize information resources available when making 
decisions. 

 
♦ COMMUNICATION SKILLS: Communicate ideas and information effectively in both 

written and oral form. 
 
♦ PROBLEM-SOLVING SKILLS: Develop feasible, realistic solutions to problems; 

recommend actions designed to prevent problems from occurring; refer problems to 
supervisor when necessary. 

 
♦ ORGANIZATIONAL SKILLS: Establish systematic methods of accomplishing goals. 
 
♦ READING ABILITY: Effectively read and understand information contained in 

memoranda, reports, ordinances, codes, regulations, technical manuals, bulletins. 
 

♦ TECHNICAL COMPREHENSION:  Ability to learn, adopt, and apply new technology, 
computer systems and software programs. 

 
♦ ABILITY TO COMPREHEND AND FOLLOW INSTRUCTIONS: Effectively follow 

verbal or written instructions from supervisor. 
 
♦ MATHEMATICAL ABILITY: Calculate basic arithmetic problems (addition, subtraction, 

multiplication, division) without aid of a calculator. 
 
♦ TIME MANAGEMENT SKILLS: Set priorities in order to meet assignment deadlines. 
 

 
DESIRED QUALIFICATIONS 

 
Graduation from an accredited high school.  A minimum of one (1) year preferred working within 
a construction, landscaping, inspection, and/or technically related field.  Any combination of 
training and experience, which in the sole discretion of the Village would demonstrate the 
employee’s ability to meet required knowledge, skills, and abilities.   
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NOTES 
 
 1. The job duties listed herein are intended only as illustrations of the types of work that may 

be performed.  The omission of specific statements of duties does not exclude them from 
the position if the work is similar, related, or a logical assignment to the position. 

 
 2. The work environment characteristics and physical demands described herein are 

representative of those that the employee encounters or must meet while performing the 
essential functions of this job.  In compliance with the Americans with Disabilities Act, the 
Village will provide reasonable accommodations to qualified individuals with disabilities.  
The Village is an Equal Opportunity Employer. 

 
 3. The job description does not constitute an employment agreement between the employer 

and employee, and is subject to change by the employer as the needs of the employer and 
requirements of the job change.  The Village retains and reserves any and all rights to 
change, modify, amend, add to, or delete from any section of this position description. 

 
 
 
I hereby acknowledge that I have received a copy of and do understand the requirements of this 
position description with the Village of McFarland. 
 
 
 
Dated this     day of      , 2018. 
 
 
 
 ______________________________ ______________________________ 
 Employee Signature Department Head Signature 
 
 
 
 
 
Created: October 8, 2018 Amended:  
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, October 1, 2018
  

SECTION: Business
  

DEPARTMENT: Administration
  

CONTACT: Matt Schuenke, Village Administrator, Cassandra Suettinger, Village 
Clerk/Treasurer

  

AGENDA ITEM: Discussion and recommendation on updates to the personnel policy 
manual regarding the Village harassment policy.

  

PREVIOUS ACTION:
This topic was last discussed at the Personnel Committee on May 7, 2018.
 

ISSUE SUMMARY:
Included in your packet is a presentation made at the Chief Executives Workshop put on by the 
League of Wisconsin Municipalities attended by the Village President.  The title of the 
presentation was "Preventing Harassment in the #MeToo Era" and was prepared by Jill Hall 
whom is an Labor Attorney with Von Briesen and Roper that represent the Village.  This 
presentation provides some of the background material for the ordinance revision their firm 
prepared that was reviewed by the Committee several months ago.  They continue to advise the 
validity and benefits of the approach they took with that ordinance draft, and this information is 
presented for further discussion as we consider which route to pursue with this revision.
 

FINANCIAL/BUDGET IMPACT:
None.
 

VILLAGE PLAN REFERENCE:
The current Harassment Policy is contained within the Personnel Policy Manual as Chapter 29.
 

ORDINANCE REFERENCE:
None.
 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:
Recommendation at this time to review the new material and discuss plan to address revisions.
 

ATTACHMENTS:
1. 20180912103834212
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VILLAGE BOARD SUMMARY SHEET

MEETING DATE: Monday, October 1, 2018
  

SECTION: Business
  

DEPARTMENT: Administration
  

CONTACT: Cassandra Suettinger, Village Clerk/Treasurer
  

AGENDA ITEM: Discussion on transitioning the Village payroll system to electronic 
time-sheeting.

  

PREVIOUS ACTION:

 

ISSUE SUMMARY:
As part of the 2019 Budget submission, staff has submitted a proposal to transition payroll to 
electronic time sheeting. This will provide a lot of efficiencies for staff processing payroll and 
also provide more information to employees and department heads as they complete their time 
sheet. Employees will have access to their leave time balances, past pay stubs, past W-2's and a 
variety of other information with electronic time sheeting. Additionally, Department Heads will 
have real time access to employee leave time balance as they consider time off requests. 
Additionally, Department Heads can set up time off calendars so staff can all be aware of 
vacations and employee absences. 

Additionally, it will allow the Village a permanent place to store the Personnel Policy manual 
and compensation and benefits manual. Those documents can change on an annual basis, and 
the new system gives us a method of ensuring all employees are made aware of the updates, and 
can always access the document.
 

FINANCIAL/BUDGET IMPACT:
The cost of the upgrade and purchase of MiPay and MiTime is a one time $9900 fee and an 
annual fee of $1,800 for support of the software.
 

VILLAGE PLAN REFERENCE:
The 2018-2019 Village Board goals include the injection and incorporation of technology to 
improve the efficiency of day to day operations.
 

ORDINANCE REFERENCE:
N/A
 

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:
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The item will be considered as part of the 2019 budget process, but staff is requesting feedback 
and consideration of the item as it may pertain to personnel issues.
 

ATTACHMENTS:
None
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