VILLAGE OF MCFARLAND Personnel Committee NOTICE OF PUBLIC MEETING

Tuesday, September 27, 2022 11:30 AM McFarland Municipal Center

Community Room
AGENDA

You are invited to this meeting through a Zoom webinar. The public is strongly encouraged to watch and participate in these

meetings remotely through either the webinar or telephone options listed below.

PLEASE CLICK THE LINK BELOW TO JOIN THE ZOOM WEBINAR:
https://us02web.zoom.us/j/84839774014
Or by Telephone: +1 (312) 626-6799
Webinar ID: 848 3977 4014
Press *9 to raise/lower hand. Press *6 to mute/unmute.

1. CALL TO ORDER, ROLL CALL.

2. PUBLIC APPEARANCES.

a.

This is an opportunity for members of the public to address the Personnel Committee. Please
remember this is a virtual meeting conducted through the Zoom online meeting platform. Zoom
meeting attendees wishing to address the Committee may do so using the Question and Answer feature
within the Zoom online meeting platform. You may state your name, address, and provide your
comments to the Committee for their consideration. Members of the public who are present in person
and wish to address the Committee should fill out a public comment form and turn into the meeting
chairperson. Members of the public may speak during public appearances or during their selected
agenda item as they designate on the public comment form. Please adhere to the 3-minute time limit.
Additionally, you may send your public comments to village.clerk@mcfarland.wi.us to be included as
part of the meeting.

3. APPROVAL OF MINUTES.

a. Motion to approve the minutes of the September 15, 2022 meeting.
4. BUSINESS.

a. Discussion and recommendation on amendment of Chapter 5, Position Classification and
Administration, of the Personnel Policy Manual.

b. Discussion and recommendation on amendment of Chapter 7, previously titled Changes in Employee
Status, now proposed as Transfer, Demotion, and Reductions of the Personnel Policy Manual.

c. Discussion and recommendation on amendment of Chapter 9, Employee Performance Evaluations, of
the Personnel Policy Manual.

d. Discussion and recommendation on amendment of Chapter 25, previously Worker's Compensation &

Worker's Compensation Light duty, now proposed as Chapter 25, Worker's Compensation and
Worker's Compensation Alternative Duty Policy.

Page 1 of 33


https://us02web.zoom.us/j/84839774014

e. Discussion and recommendation on amendment of Chapter 36, previously Light Duty Policy for Non-
Worker's Compensation Related Illness/Injury, now proposed as Chapter 36, Alternative Duty Policy
for Non-Worker's Compensation Related Illness/Injury.

5. SCHEDULE NEXT MEETING DATE.
a. Tuesday, October 18, 2022 at 11:30 am.
b. Tuesday, November 15, 2022 at 11:30 am.

c. Tuesday, November 29, 2022 at 11:30 am.

6. ADJOURNMENT.

Any person who has a qualifying disability as defined by the Americans with Disabilities Act that requires the meeting or materials at the meeting to be in an accessible
location or format should contact the McFarland Municipal Center at (608)838-3153, 5915 Milwaukee Street, McFarland, Wisconsin, or village.clerk@mcfarland.wi.us
by 2:00 p.m. at least 5 business days prior to the meeting so that any necessary arrangements can be made to accommodate each request. If the meeting or request is less
than 5 business days from the meeting, requests for accommodations may still be made and reasonable efforts will be made to accommodate each request.
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VILLAGE OF MCFARLAND
Personnel Committee Minutes
Thursday, September 15, 2022 - 11:30 AM

1. CALL TO ORDER, ROLL CALL.

Trustee Edward Wreh called the regular meeting of the Personnel Committee to order at
11:47 AM in Community Room.

Members present: Trustees:TJ Jerke, Edward Wreh, Village President Clow participated in
an ex-officio capacity.

Members not present: Carrie Nelson

Staff Present: Matt Schuenke, Village Administrator, Cassandra Suettinger Deputy
Administrator/Clerk, Andrea Anderson, Human Resource Generalist

2. PUBLIC APPEARANCES.

This is an opportunity for members of the public to address the Personnel Committee.
Please remember this is a virtual meeting conducted through the Zoom online meeting
platform. Zoom meeting attendees wishing to address the Committee may do so using
the Question and Answer feature within the Zoom online meeting platform. You may
state your name, address, and provide your comments to the Committee for their
consideration. Members of the public who are present in person and wish to address the
Committee should fill out a public comment form and turn into the meeting chairperson.
Members of the public may speak during public appearances or during their selected
agenda item as they designate on the public comment form. Please adhere to the 3-
minute time limit. Additionally, vou may send your public comments to
village.clerk(@mcfarland . wi.us to be included as part of the meeting.

No public present.

3. APPROVAL OF MINUTES.

Motion to approve the minutes of the August 16, 2022 meeting.

Motion by Village Trustee Edward Wreh, second by Village Trustee TJ Jerke, to
approve the minutes of the August 16, 2022 meeting. Motion carries 2 - 0 - 0 by
acclamation.

4. BUSINESS.

a.

b.

Discussion and recommendation of the creation and addition of Chapter 37, Remote
Work, to the Personnel Policy Manual.

The Personnel Committee reviewed the draft Chapter 37 personnel policy regarding
remote work and provided feedback.

Motion by Village Trustee TJ Jerke, second by Village Trustee Edward Wreh, to

recommend the creation and addition of Chapter 37, Remote Work, to the Personnel
Policy Manual. Motion carries 2 - 0 - 0 by acclamation.

Discussion and recommendation on amendment of Chapter 4, Transactions and Records
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Management, of the Personnel Policy Manual.

The Personnel Committee reviewed the proposed amendment to Chapter 4 of the
Personnel Policy manual regarding Transactions and Records Management.

Motion by Village Trustee Edward Wreh, second by Village Trustee TJ Jerke, to
recommend amendment of Chapter 4, Transactions and Records Management, of the
Personnel Policy Manual. Motion carries 2 - 0 - 0 by acclamation.

c¢. Discussion and recommendation on amendment of Chapter 22, Military Leave, of the
Personnel Policy Manual.
The Personnel Committee reviewed the proposed amendment to Chapter 22, Military
Leave.

Motion by Village Trustee Edward Wreh, second by Village Trustee TJ Jerke, to
recommend on amendment of Chapter 22, Military Leave, of the Personnel Policy
Manual. Motion carries 2 - 0 - 0 by acclamation.

d. Discussion and recommendation on amendment of Chapter 29, Unlawful Harassment,
Discrimination and Retaliation, of the Personnel Policy Manual.

The Personnel Committee reviewed the proposed amendment to Chapter 29, Unlawful
Harassment, Discrimination and Retaliation, of the Personnel Policy Manual.

Motion by Village Trustee Edward Wreh, second by Village Trustee TJ Jerke, to
recommend amendment of Chapter 29, Unlawful Harassment, Discrimination and
Retaliation, of the Personnel Policy Manual. Motion carries 2 - 0 - 0 by acclamation.

5. SCHEDULE NEXT MEETING DATE.

a. Tuesday, September 27, 2022 at 11:30 am.

b. Tuesday, October 18, 2022 at 11:30 am.

c. Tuesday, November 15, 2022 at 11:30 am.

6. ADJOURNMENT.

Motion by Village Trustee Edward Wreh, second by Village Trustee TJ Jerke, to adjourn at
12:52 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
Deputy Adminstrator/Clerk
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M

VILLAGE OF

McFarland
SUMMARY SHEET

MEETING DATE: Tuesday, September 27, 2022

SECTION: Business
DEPARTMENT: Administration

Cassandra Suettinger, Village Clerk/Treasurer, Andrea Anderson,

CONTACT: HR Generalist

AGENDA ITEM: Discussion and recommendation on amendment of Chapter 5, Position
Classification and Administration, of the Personnel Policy Manual.

PREVIOUS ACTION:
None.

ISSUE SUMMARY:

In moving through updates to the Personnel Policy Manual, the staff reviewed Chapter 5, Position
Classification and Administration, of the Personnel Policy Manual. It is of note that sections of the
manual such as Chapter 5 have not been updated for some time. Over the years, how and why
positions are classified or reclassified has changed, and the Village personnel structure continues to
evolve. Proposed revisions target these areas and propose to streamline the Chapter to be more
concise and aligned with current laws and ordinances.

The proposed modified version of Chapter 5 provided in your packet shows recommended revisions
from staff and the Village's labor attorney. It provides the following updates:

¢ Addition of the Deputy Village Administrator and the HR Generalist positions.
Revisions from the attorney to address areas that were not needed or required, and proposed
straight deletions.
Refined definitions of general position classifications (Full-Time, Part-Time, Limited Term
Employee or Seasonal Positions).
Recognition that reclassifications and new classification opportunities may present themselves
throughout the year and not according to pre-determined timelines.
Revisions to the processes for requesting a new classification or reclassification.

FINANCIAL/BUDGET IMPACT:
None.

VILLAGE PLAN REFERENCE:
None.

ORDINANCE REFERENCE:
None.

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:
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VILLAGE OF

McFarland

Presented for discussion.

Motion to recommend approval of amendment of Chapter 5, Position Classification and
Administration, of the Personnel Policy Manual.

ATTACHMENTS:
1. PPM Chapter 5 - Position Classification and Administration - Redlined 09.2022
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CHAPTER 5 - POSITION CLASSIFICATION AND ADMINISTRATION
5.01 Purpose

This chapter sets forth the policies governing the creation, abolition, classification, and funding of
positions within the Village organization and delineates related administrative responsibilities.

The purpose of the classification plan is to provide a standard system of titles and position
descriptions for the effective administration of personnel activities such as workforce planning and

budgeting, standards of job performance, fair and equitable pay, impartial recruitment and
selection programs, training programs, and career development opportunities.

5.02 Authority
(1) The Village Board will be responsible for approving the overall classification plan.

(2) The Village Administrator and Deputy Administrator will be responsible for developing,
maintaining, and administering the classification plan.

5.03 Tables of Organization

The Tables of Organization, 2 t : p
willas approved by the Village Board shall serve as ofﬁc1al documentat1on of the authorlzed
number and classification of all positions within the Village organization. The Tables of
Organization will identify the title and status of each classified position_as well as the number of
approved employees per position. The Tables of —and-w4HOrganization will be maintained and
updated-by the VillageDeputy Administrator. It will also set forth the functional relationship of
positions within the organizational structure.

5.04 Creating/Abolishing Positions

(2)  -The Village Board will, by formal action, add, reduce or —te—e+-delete from the
authorized position count as set forth in the Tables of Organization.

(2) Any proposed action to create a position will contain the position title, its proposed
classification, pay grade and position description, the rationale for its creation, and all anticipated
salary, fringe benefit and other related costs. The Village Board will consider the recommendation
of the Village Administrator and the requesting Department Head prior to taking action_on the

proposal.

3) The Village Board may abolish positions at any time but will consider the recommendation
of the Village Administrator and the affected Department Head prior to abolishing any position.

5.05 Position CategeriesClassifications
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Each position within the organization will be assigned to one of the following general eategeries
classifications based on the status, duties and responsibilities of the position and not that of the
incumbent.

€)) Full-Time Positions

These positions are authorized and funded to exist for an indefinite time period. Employees filling
full-time positions are scheduled to work 2,080 hours per year based on a five day work week. Full
-time: police employees whe-are those scheduled to work 1,950 hours per year based on a six--day
work week. Full-time ;: or Eirefishter/ EMTs-Fire & Rescue employees whe-are those scheduled
to work 2;0862,756 hours plus 156848 overtime hours per year based on a 24/48 work schedule.

2) Part-Time Positions

These positions are authorized and funded to exist for an indefinite period of time. Employees
filling part-time positions are scheduled to work less than the average hours required to qualify as
full- tlme VAL han h

(34) TFempeoraryLimited Term Employee or Seasonal Positions

These positions are authorized and funded to exist for a limited period of time for a specific reason
or purpose which does not exceed a maximum of six (6) months. Such purposes might include: to
work on a specific project, to meet a peak workload demand, to fill a seasonal need;—teneed, to fill
a vacated position while a hiring process 1s underway, or to take the place of another employee
who is on extended leave. Em Fre—te AsH : i

5.06 Position Descriptions

(1) The Vilage-Deputy Administrator will oversee the development and modification of
position descriptions for all classified positions and will maintain current position descriptions for
all positions within the Village organization. A copy of the position description will be provided
to every-the employee holding the position.

(2) In the event the permanent duties of a position change sufficiently to justify a
reclassification, the ¥iHage-Deputy Administrator will prepare a position description for the new
class and present a recommendation to the Village Board for action.
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5.07 Reorganization of Department

When a department or division is proposed to be reorganized, a new Table of Organization and
position descriptions for all affected employees will be submitted to the Personnel Committee and
the Village Board for review and approval as a part of such reorganization.

5.08 Review of Position Classification Plan

(1) As often as may be appropriate, the Village Administrator and Deputy Administrator will
review the classification plan to ensure that the plan accurately reflects existing position
responsibilities. The Village Administrator and/or Deputy Administrator may require departments
or employees to submit or update position descriptions when vacancies occur or any time there is
reason to believe that there has been a significant change in the duties and responsibilities of one
or more positions.

(2) The Village Administrator will recommend to the Village Board all amendments and
updates to the classification plan. The Village Board may recommend review by other committees
having an interest in the proposed changes before taking action.

3) 3>——Department Heads are encouraged to offer suggestions or proposals regarding
personnel issues for consideration by the Village Administrator and Village Board. Because of
their potential fiscal impact, proposed changes in staffing or classification must—should be
submitted to the Village Administrator by JubysSeptember 1st for consideration in the upcoming
Village budget. Proposals for reclassification of a position should always be supported by
appropriate documentation, such as an up-to-date job description or workload data, which will help
the Board in its review.

4 The Village recognizes opportunities that may arise throughout the year through the
departingure or changinge of Personnel-throughout-the-year. Changes to tables of organization or
employee classifications can be brought forward for Village Board consideration throughout the
year -by Department Heads with the requirement that proposed changes be funded bywithin the
approved Village budget.

5.09 Classification or Reclassification ReCconsideration

a B-Classification or Reclassification Consideration
The Village recognizes opportunities to reconsider classification of positions may
present themselves when vacancies occur.—to-reconsider—peositions: Reclassifications
and new classifications may be considered throughout the year when circumstances
warrant and there is availability of current year funding within the budget

(A) Initiation _of a request for classification ofr _reclassification. A request for
reclassification of a current position or classification of a new position smay-should be
initiated by ettherastaffmemberorathe -Department Head by September 1 of the year.
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(B) Requirements for Classification or Reclassification. Reclassification consideration for
existing positions requires the employee and the Department Head to document theat
there-have been—substantial-changes in existing duties since the most recent review.
Changes in duties may result from substantial, immediate reassignment of duties from
reorganization or from logical, incremental changes in responsibilities over a period of
time. To be considered for reclassification, the greater responsibilities resulting from
incremental changes must have been in effect since at least January 1 preceding the
reclassification request so that it is clear that the changes that exist are likely to remain
for some period of time. Reclassification will not be considered for temporary changes.

(C) Process for Classifications or requests for reclassification. A request for classification
of'a new position or reclassification of an existing consideration must be submitted shal-bewi-be
in writing and include:

(1) —l—bere e e e e s e g bbb e
ClassificationReview—Form(see—attached);An updated Job description and additional
supporting documentation showing the inerease-or-change in duties thathavechansed-since
the last review. and

(2) a-new : : :
eha&ged—sme%th%l—ast—r%ewAn Emnlovee Job Analvs1s Ouestlonnalre completed and
signed by the Department Head/Supervisor and employee (if applicable).

(3) A report of pay grade information of comparable positions amongst the

Village’s identified comparable communities from the compensation plan. —The
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2) Review of Requests

The job description and JAQ will be reviewed by the Human Resource designee for accuracy,
scored with the Village’s approved job evaluation scoring sheet, and placed in the corresponding
pay grade of the Village’s compensation plan. Additionally, the proposed grade and salary range
shall be verified for validation and recommendation using the Village’s approved comparable

commumtles 1dent1ﬁed 1n its approved Compensatlon and Clas51ﬁcat10n PlanT—hM@-l—l—age

The eensultant-Deputy Administrator will recommend a grade assignment appropriate for the
position based on the JAQ scoring and comparable survey data and, if requested, a new or revised

posmon descrlptlon JPh%eeﬂseﬂ%aﬂt—may—requst—f&ﬁhel;mfeﬁnaﬁeﬂ—frem—eh%\Lﬂ%age

fewewed—as—wel-l— The re- clas51ﬁcatlon or clas51ﬁcat10n of the proposed new pos1t10n w111 be
forwarded on to the Village Board for final approval.
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VILLAGE OF

McFarland
SUMMARY SHEET

MEETING DATE: Tuesday, September 27, 2022

SECTION: Business
DEPARTMENT: Administration

Andrea Anderson, HR Generalist, Cassandra Suettinger, Village

CONTACT: Clerk/Treasurer

AGENDA ITEM: Discussion and recommendation on amendment of Chapter 7,
previously titled Changes in Employee Status, now proposed as
Transfer, Demotion, and Reductions of the Personnel Policy Manual.

PREVIOUS ACTION:

ISSUE SUMMARY:

In moving through updates to the Personnel Policy Manual, staff reviewed Chapter 7, Changes in
Employee Status, of the Personnel Policy Manual. It is of note that sections of the manual such as
Chapter 7 have not been updated for some time. Proposed revisions target bringing this chapter
into alignment with current employment practices, including the removal of language pertaining to
union-specific employment practices. Overall, the intent is to streamline the Chapter to be more
concise and aligned with current laws and ordinances.

The proposed modified version of Chapter 7 provided in your packet shows recommended revisions

from staff and the Village's labor attorney. It provides the following updates:

e Chapter title changed to "Transfer, Demotion and Reductions." This title is more aligned with
what the chapter is about.

Addition of the Deputy Village Administrator position.

Revisions from the attorney to address areas that were not needed or required, and proposed
straight deletions.

Removal of the probationary period in its entirety. It will be replaced with a three-month
orientation period, but that will be addressed in another chapter where it is more suitable.
Removal of workweek deductions and furloughs.

Revisions to the provisions and procedures for layoffs, including the removal of language
previously related to union-specific employment practices.

FINANCIAL/BUDGET IMPACT:
None.

VILLAGE PLAN REFERENCE:
None.

ORDINANCE REFERENCE:
None.
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VILLAGE OF

McFarland

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:
Recommended for discussion and recommendation.

Motion to recommend amendment of Chapter 7, previously titled Changes in Employee Status,
now proposed as Transfer, Demotion and Reductions.

ATTACHMENTS:
1. PPM Chapter 7 - Changes in Employment Status - Redlined 09.2022
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CHAPTER 7 - CHANGES IN-EMPLOYEESTATUS

TRANSFER, DEMOTION AND REDUCTIONS

7.01 Purpose

The purpose of this chapter is to set forth those policies and practices that apply to various changes
in employee status.
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7.0402 Transfers

An employee in good standing may request to be considered for transfer to another comparable
vacant Village position for which the employee is qualified when such vacancies are posted
internally. Such request should be made to the ViHage-Deputy Administrator. If the work
performance of the employee in the new position to which the employee was transferred is
unsatisfactory.transferred—employee—is—not—regarded—as—satisfactory, the Vilage—Deputy
BeardAdministrator,—at-+ts—diseretion; may agree to the return of the employee to their former
department if a vacant position is available for which the employee is qualified.

7.0503 Voluntary or Involuntary Demotions
(1) Demotions may be voluntary, may be used as a disciplinary measure, or may be made by

the Village in lieu of layoff. Demotions must be approved in advance by the Village
Beard-Administrator
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(Note: The Police and Fire Commission is responsible for demotions of the Police Chief and Police
Officers and the Fire Chief and Fire Department employees. The Library Board is responsible for
demotions of the Library Director and Library employees.)

(2) An employee who is promoted to a different position may ask to be returned in their
previous position at the previous rate of pay if the employee fails to or chooses not to complete the
probationary period required of the new position. Reinstatement will be at the discretion of the
Village BeardDeputy Administrator in consultation with the Department Head and may depend,

in part, on whether or not the employee's original position has been filled.

7.0804 Layoffs

(1) Layoffs involving Village employees could become necessary when there is a lack of work,
a significant change in work unit or department respon51b1ht1es alack of available operatlng funds,
or other business reasons. e :

(2) &

ef—th%\LrHag%Beafd—The Vlllage Board W111 make a determlnatlon of the need for a layoff and
notify the Department Head. When final determination has been made by the Village Board that
a layoft is necessary, the Department Head will provide the employee or employees affected with
a letternotice of the date of etingthereasenforthe layoff and the general criteria used in selecting
1nd1v1duals for layoff a mlnlmum of ten (10) worklng days in advance of the layoff ¥his—}ettef

3) Probationary;temperary [ emporary and; seasonal employees in the same classification will

be laid off before any part-time employee or full-time employee. Part-time employees in the same
classification will be laid-off before any full-time employee.
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(%) Employees laid off will continue on the payroll beyond the date of layoff until all earned
and accrued vacation and floating holidays benefits are exhausted. Laid off employees will not be
eligible to use accumulated sick leave during the period of layoff.

(7) Employees laid off will not accrue sick leave or vacation credits during any full month of
layoff, but will retain all past sick leave accumulations for possible use following recall from
layoff, and will retain senierity—years of service for vacation accumulation purposes following
recall.

(8) Employees laid off may continue their participation in ether—insuraneeVillage benefit
programs at their expense, in accordance with COBRA requirements or the terms established under
the various insurance programs.

7.0905 Layoff Recall FroemLayoff

(21) It is the responsibility of laid off employees to keep the—ViHage Deputy Administrator
apprised of their current address and telephone number so that recall or other placement activities
may be effectively handled. Any employee failing to do so may be considered to have forfeited
the employee's recall or other placement rights.

(32) Any employee recalled from layoff wil-must report for work as soon as possible following
the date of recall notice, but no later than seven (7) calendar days therefrom. An employee who
fails to report for work within the recall period will be considered to have voluntarily terminated

Page 17 of 33



their employment. Exceptions to the work return requirement may be made at the discretion of
the Village-Deputy Administrator for medical or other compelling circumstances.

4) If an employee is not able to be restored to the employee’s original position but offered
and accepts another position, the new position will be placed within the salary range established
for another position.

(%) Laid offE employees laid-efFwho have not been recalled to their former positions or placed

in another appropriate position within-a-period-equal-to-theirlength-ef service butnotlonger-than
in-a-pertod-0£24-12 months from their date of layoff, will be considered to be terminated from

Village employment.

(6) In the event that other appropriate employment is offered by the Village to a laid off
employee, the employee is obligated to accept such employment in order to retain their
employment status with the Village. Refusal of such employment will be considered to constitute
a voluntary termination of employment.
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VILLAGE OF

McFarland
SUMMARY SHEET

MEETING DATE: Tuesday, September 27, 2022
SECTION: Business
DEPARTMENT: Administration

Cassandra Suettinger, Village Clerk/Treasurer, Andrea Anderson,

CONTACT: HR Generalist

AGENDA ITEM: Discussion and recommendation on amendment of Chapter 9,
Employee Performance Evaluations, of the Personnel Policy Manual.

PREVIOUS ACTION:
None.

ISSUE SUMMARY:

In moving through updates to the Personnel Policy Manual, the staff reviewed Chapter 9, Employee
Performance Evaluations, of the Personnel Policy Manual. Employee performance evaluations are
an important process for employee retention and satisfaction, as well as for continual growth and
improvement in the Village. Proposed revisions seek to streamline the process, remove outdated
language, as well as to ensure alignment with current laws and ordinances.

The proposed modified version of Chapter 9 provided in your packet shows recommended revisions
from staff and the Village's labor attorney. It provides the following updates:

e Addition of the Deputy Village Administrator and the HR Generalist positions.

e Revisions from the attorney to address areas that were not needed or required, and proposed
straight deletions.

e Removal of language regarding evaluations for temporary employees and special evaluations.

e Removal of language regarding probationary periods, and addition of evaluations after the
orientation period.

FINANCIAL/BUDGET IMPACT:
None.

VILLAGE PLAN REFERENCE:
None.

ORDINANCE REFERENCE:
None.

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:
Recommended for discussion.

Motion to recommend approval of amendment of Chapter 9, Employee Performance
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Evaluations, of the Personnel Policy Manual.

ATTACHMENTS:
l. PPM Chapter 9 - Employee Performance Evaluations - Redlined 09.2022
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CHAPTER 9 - EMPLOYEE PERFORMANCE EVALUATIONS
9.01 Purpose
Performance evaluation reports will be considered in decisions affecting placement, salary
adjustments, overtime assignments, promotions, demotions, discharge, order of layoff, re-
employment, training, and other personnel related actions.

The objectives of performance evaluations include:

(1) To determine how well the employee is meeting the job performance expectations of the
Village.

(2) To stimulate improved performance on the part of each employee, as well as better
performance on the part of work units by identifying performance development needs and plans.

3) To provide employees and their supervisors with an opportunity to periodically discuss
work-related issues and to work out solutions to problems.

4) To provide the Village an objective basis for deciding matters concerning retention,
promotion, or wage increases.

(%) To provide documentation of an employee's past performance to support decisions
concerning promotion, discipline, or discharge.

9.02 Administration

The Village Administrator er-and Deputy Village Administratordesignee will be responsible for
the overall administration of the employee performance evaluation program and will advise and

assist employees, evaluators, and Department Heads to insureensure that performance evaluation
procedures are handled accordmg to the pr0V151ons of thlS chapter e Lo s

%hHeqmremel%s—ef—thﬁe]&All performance evaluatlons Wlll be performed on a form prescrlbed

by the Village Administrator and/or Deputy Administrator. In general, all Village employees
shallmust utihzeuse the same performance evaluation tool, unless special circumstances of a

position exist.

Each employee will be evaluated at the following periods.

1) Prebationary-Orientation Period

%eempletedAlthough an emplovee w111 receive feedback gu1dance and mformal
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evaluation during the employee’s three (3) month orientation period, the
employee’s immediate supervisor or Department Head will evaluate the
employee’s performance and will work with the employee to create goals for the
remaining calendar year.provide-a-performance-evaluation-at the conclusion of the

employee’s orientation period. -

2) Annual Performance Evaluation

All post-probationary full-time, part-time, and seasonal Village employees will have their job
performance evaluated in writing by their immediate supervisor or Department Head at least once
each calendar year, said evaluation to cover the preceding twelve (12) month period. More
frequent evaluations may be conducted as appropriate if performance problems should exist, if a
change in job responsibilities should occur, or if the employee and the Village would benefit from
more frequent evaluations.

3) Department Head Evaluations

ta)——All Department Heads will have their job performance evaluated by the Village
Administrator in writing at least once each calendar year, said evaluation to cover the preceding
twelve (12) month period. More frequent evaluations may be conducted as appropriate if
performance problems should exist, if a change in job responsibilities should occur, or if the
employee and the Village would benefit from more frequent evaluations. The Administrator will
report to the Village Board on an annual basis a summary of each Department Head’s performance
evaluation.

(4—TFempeorary Employees
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9.03 Evaluator

(1) The evaluator will normally be the employee's immediate supervisor. Evaluators will be
responsible for completing a performance evaluation repert—at the time prescribed for each
employee under their supervision.

9.04 Review-Approval of Performance Evaluation Reperts

performance evaluatrons must be approved bV the Department Head and Human Resources before

diseussing-the performance evaluation is conducted and the repert—wrltten evaluation is presented
to with the employee.-as atly filine .

9.05 Evaluation Procedures

Evaluators will discuss performance evaluations with employees in private. Evaluators shall
provide the completed performance evaluation to the employee no less than 48 hours in advance
of the performance evaluation meeting. The primary purpose of evaluations is to assist employees

in better understanding what is expected and how the-employeesthey are measuring up to those
expectations. Supervisors will encourage free discussion and genuine two-way communication so
that employees feel free to express their pomts of view. Aﬁer—drse&ssfen—there—she’cﬂd—be—a—e}ear
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Specific performance goals will be established and recorded, including any recommended training
needs. After discussion, there should be a clear understanding regarding —ef-expectations for
performance and goals for the coming vear.

Once the performance evaluation meeting is concluded, each employee must Each-employee-wil

must acknowledge the evaluation by signing and dating the completed form. A copy of the signed
evaluation form will be given to the employee—A-—eopy-of-the-completed; and the original signed
evaluation will alse-be made part of the employee's personnel file. Employees who believe that
their evaluation contains biased or unfair assessments of their performance will be allowed to add
written comments on the evaluation form or have a separate statement attached to the form and
retained as part of their personnel record.
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VILLAGE OF

McFarland
SUMMARY SHEET

MEETING DATE: Tuesday, September 27, 2022
SECTION: Business
DEPARTMENT: Administration

Cassandra Suettinger, Village Clerk/Treasurer, Andrea Anderson,

CONTACT: HR Generalist

AGENDA ITEM: Discussion and recommendation on amendment of Chapter 25,
previously Worker's Compensation & Worker's Compensation Light
duty, now proposed as Chapter 25, Worker's Compensation and
Worker's Compensation Alternative Duty Policy.

PREVIOUS ACTION:

ISSUE SUMMARY:

In moving through updates to the Personnel Policy Manual, the staff reviewed Chapter 25, Worker's
Compensation and Worker's Compensation Light Duty, of the Personnel Policy Manual. In October
2020, significant revisions were made to Chapter 25 to including memorializing a policy on
alternative duty (formerly lightly duty) worker's compensation injuries. Due to the recent revisions,
the proposed changes are relatively few and aim to ensure alignment with current laws and
ordinances.

The proposed modified version of Chapter 25 provided in your packet shows recommended
revisions from staff and the Village's labor attorney. It provides the following updates:

e Revisions from the attorney to ensure compliance with Family Medical Leave laws.
e Change "light duty" to "alternative duty" to provide a more accurate portrayal of the work
provided in these situations.

FINANCIAL/BUDGET IMPACT:
None.

VILLAGE PLAN REFERENCE:
None.

ORDINANCE REFERENCE:
None.

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:
Recommended for discussion.

Motion to recommend amendment of Chapter 25, previously Worker's Compensation &
Worker's Compensation Light, now proposed as Chapter 25 Worker's Compensation and
Worker's Compensation Alternative duty.
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ATTACHMENTS:
1. PPM Chapter 25 - Workers Compensation - Redlined 09.2022
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CHAPTER 25 - WORKER'S COMPENSATION AND WORKER’S COMPENSATION
HGHTF-ALTERNATIVE DUTY

25.01 Policy

Village employees may be covered by applicable provisions of the Wisconsin Worker's
Compensation laws. These laws generally provide medical and financial benefits for employees
who, while performing duties within the scope of their employment, become temporarily or
permanently disabled or die as the result of a job-related injury or disease.

25.02 Requirements

(1) Any employee who is injured on the job, no matter how minor the injury, is required to
report the incident as soon as possible to the immediate supervisor. The supervisor should then
notify the Department Head and the Village Administrator or designee without delay so that the
proper reports can be submitted in a timely manner to the insurance carrier and the State._ An
injured employee will be expected to fully participate in all post-injury activities including those
related to the occurrence causing the injury or medical matters related to the injury.

(2) The Village may require any employee who wishes to file a Worker's Compensation claim
to be examined initially by a physician that it designates.

3) Employees who are absent and receiving Worker's Compensation benefits will be required
to furnish a physician's certificate before returning to duty if they are absent three (3) or more
consecutive days. Unless directed differently, employees who are absent for an extended period
will also be required to furnish a physician's certificate outlining the duration of the absence or
work restrictions that may be applicableevery—fourteen{(+4H—days—oras—recommended-by—the
phystetan: The cost of any required physical examinations or doctor's visits not covered by the
employee's health insurance will be paid by the Village.

(4) Employees who are eligible for worker’s compensation benefits from a work-related injury
or illness should expect the Village to consider lightalternative duty to return the employee to
work. The Village reserves the right to determine the assignment of hightalternative-duty status
based on existing work, which meets the employee’s job restrictions and does not interfere with
the Village’s normal operations for employees with work related injuries. Employees who are on
FMLA leave concurrently with workers compensation leave will be allowed to choose between an
offered lightalternative duty assignment and remaining out on FMLA. However, if the employee
chooses not to accept the-light alternative duty, workers compensation coverage may then be lost
for the period of leave when they would otherwise have been returned to work on hghtalternative

duty.

(a) The purpose of this policy is to help an employee return to the role of & productive
work during a period of temporary disability. In no case, will a light duty
assignment become a permanent position.
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(b) LightAlternative duty assignments will generally not extend beyond thirty (30)
days, as light duty work is generally episodic, temporary, and nonrecurring in
nature. The Village will evaluate the continuation of hghtalternative duty based on
the needs of the Village and the employee’s work restrictions. The Village does
not guarantee light duty work will provide continuity of schedule or number of
hours worked per week. Employees working hghtalternative duty must meet all
performance expectations of the hehtalternative duty assignment, and the
assignment may be modified or withdrawn at any time. EightAlternative duty may
not be offered to an employee where the employee’s temporary or permanent
restrictions so impact the employee that non-disciplinary medical separation is
considered.

(©) Employees are expected to follow all restrictions as outlined by their physician and
make the supervisor aware of any job duties that conflict with those restrictions.

(d) Employees seeking lightalternative duty due to worker’s compensation-related
injuries will, unless prohibited by law, -receive preference in hehtalternative duty
assignments over individuals seeking hLiehtalternative duty for non-work related

2

il’liuries. EMP1oyee WO Sy SHH—aUty—aHe—1t0—WOTKe ompenRSatton—frerated

The Village reserves the right to offer or deny hghtalternative duty assignments
based on various factors including quality of performance, skills, ability,
compensation of the individual performing the hghtalternative duty, and other
legitimate nondiscriminatory reasons.
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VILLAGE OF

McFarland
SUMMARY SHEET

MEETING DATE: Tuesday, September 27, 2022
SECTION: Business
DEPARTMENT: Administration

Cassandra Suettinger, Village Clerk/Treasurer, Andrea Anderson,

CONTACT: HR Generalist

AGENDA ITEM: Discussion and recommendation on amendment of Chapter 36,
previously Light Duty Policy for Non-Worker's Compensation Related
Illness/Injury, now proposed as Chapter 36, Alternative Duty Policy
for Non-Worker's Compensation Related Illness/Injury.

PREVIOUS ACTION:

ISSUE SUMMARY:

In moving through updates to the Personnel Policy Manual, the staff reviewed Chapter 36, Light
Duty Policy for Non-Worker's Compensation Related lliness/Injury, of the Personnel Policy Manual.
Chapter 36 was created in October 2022 to address the need for a policy covering non-work-related
injuries that requires the Village to accommodate light duty for those employees. The proposed
revisions aim to ensure alignment with current laws and ordinances.

The proposed modified version of Chapter 36 provided in your packet shows recommended
revisions from staff and the Village's labor attorney. It provides the following updates:

¢ Addition of the Deputy Village Administrator and the HR Generalist positions.
e Change "light duty" to "alternative duty" to provide a more accurate portrayal of the work
provided in these situations.

¢ Revisions from the attorney to ensure compliance with current laws.
e Revisions to require the employee to provide the Village with the medical information
necessary to validate the need for alternative duty.

FINANCIAL/BUDGET IMPACT:
None.

VILLAGE PLAN REFERENCE:
None.

ORDINANCE REFERENCE:
None.

BOARD, COMMISSION OR COMMITTEE RECOMMENDATION:
Recommended for discussion

Motion to recommend approval of amendment of Chapter 36, previously Light Duty Policy for
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Non-Worker's Compensation Related Illness/Injury, now proposed as Chapter 36, Alternative
Duty Policy for Non-Worker's Compensation Related Iliness/Injury.

ATTACHMENTS:
1. PPM Chapter 36 - Light Duty- Non WC Illness Injury - Redlined 09.2022
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CHAPTER 36 - HGHT-ALTERNATIVE DUTY POLICY FOR NON-WORKER’S
COMPENSATION RELATED ILLNESS/INJURY

36.01 Policy/Purpose

It is in the best interest of the Village and its employees to have injured or ill employees return to work as
soon as they are physically capable to temporarily perform meaningful beneficial assignments as they are
available. EightAlternative duty assignments will generally not extend beyond thirty (30) days, as
hghtalternative duty work 1s generally episodic, temporary, and nonrecurring in nature. The Village will
evaluate the continuation of lightalternative duty based on the needs of the Village and the employee’s
work restrictions.

36.02 Applicability

This policy applies in those situations where an employee incurs anis—apphieable—te off-thejebduty
injury/illness fer-an-employee-whe-isbut is deemed te-be-capable of working at some level and capacity
other-thanreduced from his/her normal capacity. The employee may be assigned such work as may be
beneficial to the Village. An employee who, because of a temporary medical restriction, is unable to
perform his/her regular job duties may be assigned to temporary hghtalternative duty status.
LightAlternative duty may consist of a change in job assignment, modification of job duties, and/or a
combination of these changes.

36.03 Procedures

Employees seeking hghtalternative duty status shall submit the request for hghtalternative duty to the
employee’s Department Head -and the Human Resources Designee in writing as soon as the need for
hghtalternative duty is known and at least 24 hours before the hﬁhtaltematlve dutv would be expected to

start-etHehtalternative-duty.

(1) (HTo qualify for hghtalternative duty under this policy, an employee must ensure that the Village
has all appropriate medical information upon which it can base a determination as to the
employee’s ability to perform an lightalternative duty task. This may require the employee to
provide his/her medical provider with the Village’s job description in order thatfor the medical
provider ean—inreturasto provide the Village with a clear outline —

ﬁewd%eleaeeuﬂﬂﬂﬂgof all job restrlctlons the duratlon of restrlctlons and ]Ob dut1es that cannot be
performed by the employee as a result of the temporary medical condition. Failure by the employee to

ensure this required information is provided to the Village te—previde—therequired—information—to—a
satisfactorylevel may result in a delay of starting the hghtalternative duty assignment or denial of

assignment. The Village shall not be liable for lost wages during this delay.

(2) Any-All medical information conveyed in this process should be provided initially only to the
Deputy Village Administrator or the Human Resources Designee in order to ensure it is—received that

Fel-ates—te—medwal—mstew—e%d-tsabmﬁes—mastwﬂl be -be treated as 2 conﬁdentlal medlcal records.—and

...... ignee: In defining the
scope or duration of the hﬁhtaltematlve dutv Fthe emplovee s Department Head or Supervisor may be
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informed about the necessary restrictions or accommodations. Medical information may be shared as
permitted by applicable law.

3) After reviewing the information received from the physician, the Department Head and Deputy
Administrator or Human Resources Designee shall make a decision in—eensultation—with-the Village
Administrator-as to whether to elassify-theallow the employee to work in lightalternative duty status. The
determination of whether to put an employee on hghtalternative duty status shall be made based on
whether there is a meaningful assignments available that fits within the restrictions provided. Work
assignments must adhere to the physical restrictions provided to avoid —the employee reinjuring or
aggravating the condition.

4) Once an employee is authorized and assigned Hghtalternative duty status, they shall continue in
their status as an employee of the Village with the same wages and fringe benefits as previously assigned
based on the hours worked by the employee and paid time off used, if applicable. The Village may alter
the empleyeesemployee’s work hours based on the timehghtalternative duty job schedule. is-performed:
Failure to report for or to carry out the assignments of lightalternative duty status shall be grounds for
termination of lghtalternative duty status and discipline depending on the circumstances.

(%) An employee may reguest-ask to be removed from lghtalternative duty status at any time as long
as they provide at least 48- hours’ notice.

(6) It is the employee’s responsibility to provide timely medical information regarding their continued
need for hghtalternative duty or any changes to their condition and/or restrictions as applicable. Failure to
provide documentation may result in the termination of lightalternative duty status.

(7) Employees are expected to follow all restrictions as outlined by their physician and make the
supervisor aware of any job duties that conflict with those restrictions.

(8) Employees seekingwerking hghtalternative duty due to worker’s compensation-related injuries
will, unless prohibited by law, shall receive preference in lightalternative duty assignments over
Lightalternative-duty—due—toindividuals seeking lightalternative duty for non-werk—relatedwork-related
injuries. The Village reserves the right to offer, ex-deny, or withdraw lightalternative duty assignments
based on various factors including quality of performance, skills, ability, compensation of the individual
performing the Hghtalternative duty, and other legitimate nondiscriminatory reasons.

36.04 Other Provisions and Limitations

(1) Nothing in this policy shall constitute continued employment for any duration, a guarantee of work
or pay in lieu of work during the period of temporary disability, or any other rights.

(2) EightAlternative duty assignments will shal-be based upen-in existing work; whieh-that meets the
employee’s job restrictions ard-but does not interfere with the Village’s normal operations. Additionally,
the Village does not guarantee that hghtalternative duty work will be able to be performed on the
employee S usual work schedule and for the same number of hours the employee normally works. wiH

; aHRaity hedd SRERe h weel—An employee must use accrued sick
leave, vacation or compensatory tlme to supplement a part-time schedule unless prohibited by state or
Federal law, including family and medical leave laws.
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3) The purpose of this policy is to help an employee return to the role of a-productive work during a
period of temporary disability. In no case, will an hightalternative duty assignment become a permanent
position. EightAlternative duty assignments will generally not extend beyond thirty days. The employee
must make a new request for lightalternative duty upon expiration of the authorized assignment.

4) EightAlternative duty assignments may span across different Village Departments. Employees
should not expect hghtalternative duty assignment within the Department worked by the employee.

(57) LightAlternative duty may not be offered to an employee where the employee’s temperary
restrictions — temporarv or permanent - so impact the employee that non- dlsc1p11nary medlcal separatlon

1s con51dered .

leave of absence under the F ederal or state FMLA may also be requested in lieu of hghtaltematwe duty

or to supplement partial Hghtalternative duty as outlined in the-this personnel manual.-Apprepriate-time
Hmits under these documents will be applied.
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