NOTICE OF PUBLIC MEETING
Personnel Committee
Monday, January 15, 2018
6:00 P.M.
The Personnel Committee will hold a meeting on Monday, January 15, 2018, at 6:00 p.m. in the Village
Hall, 123 N. River Street, Waterford, WI.
AGENDA
Call to Order
Approval of the Minutes
1. Review and act on April 17, 2017 minutes.
Old Business
2. Review and provide recommendation on Carlson Dettmann Benefits recommendations. Staff is
looking for clarification on a few items in the Carlson Dettmann survey.
New Business
3. Discussion on hiring a part time Deputy Clerk/Treasurer.
4. Discussion on changing the Job Description for the Administrative Analyst to Communications
Director/Public Information Officer.
5. Discussion on the overall process of hiring and firing of employees including the review of
applications.
Adjourn
There may be a quorum of Village Trustees present, which would constitute a public meeting of the
Village Board.
Tamara Pollnow
Chairman
Please note that, upon reasonable notice, accommodations can be made for the needs of disabled individuals
through appropriate aids and service. For additional information or to request this service contact the Clerk’s Office
at 534-3980.

Posted: 11/17/17, 5:00 p.m.
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Personnel Committee
Meeting Minutes – Unofficial
April 17, 2017 – 6:30 p.m.
Present: Vaccaro, Bell, Filut and Pollnow
Excused: Allen
Also present: Rebecca Ewald, Rick Huening and Jim Schneider
Call to Order - Filut called the meeting to order at 6:34 p.m.
Approval of the Minutes – The agenda stated that minutes to be approved were from March of 2017. The last meeting
minutes of the Committee were from January 2017. Bell moved and Vaccaro seconded to approve the January 16, 2017
meeting minutes which were included in the packet for the Committee’s review. Motion carried.
Old Business – Vaccaro moved and Bell seconded to recommend the Personnel Committee review the entire personnel
manual for possible recommendations moving forward. The Administrator noted that a good time to start this process
would be at the conclusion of the wage and benefits analysis being conducted by Carlson Dettman. Motion carried.
Pollnow moved and Bell seconded to recommend approval of the Supervisor’s recommendation to modify hours
of work during the summer season. Motion carried.
Huening reviewed his request for compensation to be increased from $26 to $28 per hour moving forward.
Closed Session – Pollnow moved and Bell seconded to adjourn the meeting into closed session pursuant to Wis. Stat.
19.85 (1)(c) to review wages and compensation for the Supervisor position. Motion carried by roll call vote:
Bell – aye

Filut – aye

Pollnow – aye Vaccaro - aye

Reconvene into Open Session – Pollnow moved and Bell seconded at 7:36 p.m. to reconvene into open session. Motion
carried.
Pollnow moved and Vaccaro seconded to increase the rate of the Supervisor position to $28 per hour retroactive to January 26, 2017 and continue review of the position’s compensation when the wage and benefit study is
complete. Motion carried 4-0.
Adjourn – Pollnow moved and Bell seconded to adjourn at 7:41 p.m. Motion carried.
Respectfully submitted,
Rebecca Ewald
Village Administrator
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VILLAGE OF WATERFORD REPORT – PERSONNEL
For additional information, visit www.waterfordwi.org

Meeting Date: 1/15/18
Carlson Dettman: Carlson Dettmann believes an excellent benefits program is completely consistent
with a strategic objective of hiring public employees and investing in them for a career in public service.
We would expect benefit costs to be higher than other sectors of the economy. When Carlson
Dettmann presented their findings last summer the Village Board made the following motion on
7/17/17:
Houston moved and Pollnow seconded to adopt the pay plan recommendations in concept with an
instruction to the Administrator to work with the Personnel Committee to incorporate the plan into the
2018 budget. Motion carried.
Staff is seeking to clarify that the plan was to adopt the following recommendations taken directly from
the survey:
An excellent benefits program is completely consistent with a strategic objective of hiring
public employees and investing in them for a career in public service. We would expect benefit
costs to be higher than other sectors of the economy. Specifically, of the four benefit cost areas, we
believe the Village is consistent with others on required benefits. Those expenses are driven by statutory
requirements. We also believe the Village’s paid time off benefits are consistent with what we would
expect in a municipality with one exception: Hiring professional or management staff.
1. Candidates with the type of experience the Village is seeking are likely to have substantial
vacation benefits earned at a former employer, and this should be honored by granting up to
three weeks of paid vacation in the first year of employment with the Village.
2. FLSA Non-exempt staff have the option of using compensatory time off; however, the Village
limits usage to one day per month with the supervisor’s approval. The one day limit seems to
me restrictive since the supervisor has approval authority. It may be in the Village’s and the
employee’s best interest to use more than one day in a month, so I recommend removing the
one day per month limitation.
3. To be fair to existing staff, the Village also could consider moving the threshold for three weeks
of vacation to five years of service in the Village.
4. The Village’s paid holiday offering is competitive, and the accumulated sick leave program is
typical of public employers.
Staff is looking for the Personnel Committee to confirm that these recommendations should be
implemented by staff immediately.
Submitted by,
Rachel Ladewig

Village of Waterford

|

123 North River Street

|

Waterford WI 53185

|

262.534.3980
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July 10, 2017
MEMORANDUM
TO: Members, Village of Waterford Board of Trustees
FR: Charlie Carlson
RE: Pay Plan Recommendations
The Village of Waterford retained Carlson Dettmann Consulting (CDC) to develop a
compensation plan covering all regular Village employees. The current Village pay schedule
has single rates, and the Board requested CDC develop pay ranges that are market competitive
and internally equitable.
Accordingly, by prior agreement, the tasks to be completed in this project included:
Measure
• Job responsibilities and internal relationships
• Relationship with external salary markets
Review
• High-level review of employee benefits levels
Recommend
• Classification and compensation structure
• Consolidation and/or separation of job titles / descriptions (if any)
• Method for pay progression
• Supporting policies and maintenance plan
CDC has completed all of these tasks and submits the following executive summary and pay
plan to the Board for its consideration on July 17.
Internal Equity, Job Analysis and Job Evaluation
CDC conducted orientation sessions with the employees covered by the project, explaining
how to complete the required Job Description Questionnaire. Managers were to review those
JDQ’s, then the Village provided them to us for job analysis and evaluation. In addition, we
reviewed organizational dynamics to detect any outstanding classification and compensation
concerns.
CDC consultants evaluated the content of the provided JDQ’s using our Point Factor Job
Evaluation System. This System provides a job score that we used to group similar positions
into pay grades and to analyze appropriate relationships to market estimates.
Carlson Dettmann Consulting LLC
charles.carlson@carlsondettmann.com
608.239.7991
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The factors in the CDC job evaluation system are as follows:

Base Salary Competitiveness
To determine market competiveness, we presented a list of comparison organizations and data
sources for the Board’s consideration and subsequent approval. The 16 municipalities in
Southeastern Wisconsin measured for benchmark jobs, not including the library, based on
similar population and economic resources, included: Burlington, Delafield, Delavan, Edgerton,
Elkhorn, Elm Grove, Hartland, Jefferson, Lake Geneva, Lake Mills, Milton, Mukwonago,
Pewaukee, Sturtevant, Sussex, and Twin Lakes.
Professional library positions were compared to ten municipal libraries having similar
population served and circulation data. This group included: Whitewater, Salem, Two Rivers,
Fort Atkinson, Brown Deer, Hartland, Grafton, Burlington, Port Washington, and Hartford.
For Fair Labor Standards Act (FLSA) Non-exempt positions, we also developed matches to
benchmarks in data collected and published by the Bureau of Labor Statistics for the Racine
area statistical area.
We met with the Village Board of Trustees and Library Board at a joint meeting on May 23 to
discuss policy options for pay plan development. This discussion resulted in several policy
recommendations for our consideration in preparing a pay plan recommendation:
1. Using market data collected from the resources noted above, develop reasonable pay
ranges linked to market estimates that will support staff development.
Carlson Dettmann Consulting LLC
charles.carlson@carlsondettmann.com
608.239.7991
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2. Because the community is not ready to administer a variable pay plan with individual
rates based upon differences in performance measurements, create a step plan with
advancement in the plan predicated on individual performance at least meeting
expectations.
Based on these policy considerations, we reviewed job evaluation results and our market
estimates developed from the benchmark data to develop the eight range, eleven-step pay
structure attached to this summary report. The middle step of each pay range is called the
Control Point, and it is based on the market estimate for each job classification. The market
estimates are shown for reference in the far-right column of the pay table.
Organizational Considerations
I want to offer a couple of helpful observations and recommendations intended to help the
Village. Moving from a unitary rate pay plan to salary ranges with a means of progressing
through the ranges is a major change for any organization.
One of characteristics of current practice has been the tendency to advertise for very
inexperienced employees at pay rates appropriate for little experience or education. In my
opinion, the result has been the Village has struggled to find employees who can meet the real
needs of the Village.
For example, in the recent recruitment for a Public Works Director, the Village had to make
appropriate, substantial changes in salary and benefits to attract an appropriate candidate.
The Village is likely to run into the same problem in its current recruitment for a Treasurer.
The Job Description Questionnaire prepared for this study stated the minimum education and
experience requirements as a high school diploma and up to two years of experience. My
evaluation of this position is it should require a minimum of an associate’s degree in
accounting and at least four years of government accounting experience.
Accordingly, in evaluating the duties for the Village’s positions, I am recommending minimum
education and experience standards that I feel will be of benefit to the Village and attached a
summary sheet showing the current levels and my recommendations.
Second, the Village has had substantial turnover in both departments, and, at present, needs
to stabilize the situation. An accountant has been retained as a temporary placement so the
Village can meet its monthly responsibilities for financial processing and reports, as well as
2018 budget preparations.
Longer term, I feel the Village would be better served by consolidating the Treasurer and Clerk
position into a Clerk/Treasurer with strong supporting positions, including a Deputy Treasurer,
Deputy Clerk and Account Clerk of degreed Accountant. The pay plan I have presented shows
both a Clerk and Treasurer position in Grade D ($23.63 to $30.38). If the positions were
combined, I would be recommending Grade E ($28.00 to $36.00).
The Village has had a practice of sometimes paying employees both for the fees related to
obtaining desired training or certification related to their work plus a pay increase or bonus.
This has been the practice when the Village has had a single rate pay plan. Assuming the new
pay plan is adopted, because there would now be pay ranges to recognize increased
contribution by the employee, I recommend the Village continue to pay for required training or
Carlson Dettmann Consulting LLC
charles.carlson@carlsondettmann.com
608.239.7991
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certification process and cease the practice of granting a pay increase, as well for having
completed the training or certification process.
Implementation
We recommend implementing this pay upon adoption for all recruitments through the end of
the year, then placing individual current employees on the plan effective January 1, 2018. We
recommend placing those employees who are currently paid a rate within their new pay range
on the step that provides an increase on January 1.
Several employees currently are paid less than the recommended minimum rate of their new
range and should be raised to the minimum as soon as economically practical. For example,
the Village could phase in those increases over a two-year period. The delayed
implementation to January 1 will give the Village the opportunity it needs to budget for
implementation adjustments. It is noted here that no employee is paid currently more than
the maximum of the allocated pay range.
Pay movement through a range should be annual, provided evaluated performance at least
meets expectations. Of course, in no circumstances should any employee who is performing
below expectations receive a pay increase until performance improves to the expected level.
Normally, new employees should be hired at the minimum rate of that position’s pay range.
However, there will be circumstances when the preferred applicant has higher qualifications,
and, in those cases, placement in the range should be on a case-by-case basis upon the
professional judgment of the Village Administrator with a report to the Board. It should be a
rare circumstance when entry pay should exceed the Control Point, and, in that rare case,
Board approval should be required.
Because pay levels are likely to increase over the next couple of years at least, the ranges need
to be kept competitive. Accordingly, we recommend the pay ranges should be reevaluated by
Carlson Dettmann beginning in 2019 based upon overall changes in salary levels in the
Southeastern area of Wisconsin. Estimated costs for the evaluation is $2,500.
At our May 23 meeting, there was considerable discussion about how performance and pay
could be linked in the future. My sense is the preferred approach would be to develop an
exceptional performance award program that could yield non-base pay awards. However,
implementing this will require the Village and Library upgrade the employee development
(performance evaluation) measurement program.
Accordingly, we recommend the Village Administrator bring forward a proposal to enhance this
program, and we would welcome an opportunity to provide any required assistance.
Benefits
Our project agreement with the Village that we will take benefits into consideration in making
a pay plan proposal. Appropriately, the public body wants to feel confident it is being fair to
both taxpayers and employees.
The cost of fringe benefits can be divided into four major cost categories – required benefits
(social security, Medicare, unemployment compensation, and worker’s compensation), paid
time off (vacation, sick leave, holidays, etc.), pension, and health care.
Carlson Dettmann Consulting LLC
charles.carlson@carlsondettmann.com
608.239.7991
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An excellent benefits program is completely consistent with a strategic objective of hiring
public employees and investing in them for a career in public service. We would expect benefit
costs to be higher than other sectors of the economy.
•

Specifically, of the four benefit cost areas, we believe the Village is consistent with
others on required benefits. Those expenses are driven by statutory requirements.

•

We also believe the Village’s paid time off benefits are consistent with what we would
expect in a municipality with one exception: Hiring professional or management staff.
o Candidates with the type of experience the Village is seeking are likely to have
substantial vacation benefits earned at a former employer, and this should be
honored by granting up to three weeks of paid vacation in the first year of
employment with the Village.
o FLSA Non-exempt staff have the option of using compensatory time off;
however, the Village limits usage to one day per month with the supervisor’s
approval. The one day limit seems to me restrictive since the supervisor has
approval authority. It may be in the Village’s and the employee’s best interest
to use more than one day in a month, so I recommend removing the one day
per month limitation.
o To be fair to existing staff, the Village also could consider moving the threshold
for three weeks of vacation to five years of service in the Village.
o The Village’s paid holiday offering is competitive, and the accumulated sick
leave program is typical of public employers.

•

In the area of retirement benefits, the State of Wisconsin has an exceptional public
employee pension program. It is well-funded and well-managed, and a critical
cornerstone of our public employment policy. In recent recruitments, the Village found
itself at a competitive disadvantage by not participating in the Wisconsin Retirement
System. Although the Village provided a generous defined contribution retirement
plan, desirable public sector candidates who are in WRS were unwilling to make the
switch. Accordingly, the Village Board recently agreed to move to WRS effective
January 2018, and we think this will be a big help in recruitment. If this had not been
approved, we believe we would need to recommend higher ranges for at least the
management positions where the Village is competing with other public bodies for
talent.

•

Life insurance and disability insurance. The Village currently carries a policy covering
life, short-term, and long-term disability insurance. By joining WRS, the Village will be
eligible for the State of Wisconsin life insurance plan, and it is very reasonable. I
recommend the Village investigate enrolling in that program and terminating its
existing plans because the sick leave program functions as short term disability selfinsurance, and consider a new long term disability plan paid for by the employees.

•

The fourth benefit cost area – health insurance

Carlson Dettmann Consulting LLC
charles.carlson@carlsondettmann.com
608.239.7991
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The cost of health insurance to the Village and the employees is reasonable. The Village offers
a comprehensive plan at a cost of approximately $16,500 per covered employee in a blended
rate for both single and family coverage and at a cost of $2,500 annually to the employee,
which is 15% of total premium. These costs and contribution rates are in line with regional
averages.
Organizational Observations
We were asked to offer our observations on any organizational matters we felt would be
helpful to the Village. We offer the following:
Because the Village has not had pay ranges, it has been difficult to compete in increasingly
challenging job markets. The new plan should help a great deal. However, in evaluating
position responsibilities, we observed a tendency to not require adequate prior experience on
some positions. We will provide specific recommendations to the Village Administrator that
we believe are consistent with the responsibilities of each position.
A clear example of this situation creating a problem is with the positions of Clerk and
Treasurer. Typically, in a village with a professional Administrator, we would expect these
functions combined in a single position of Clerk/Treasurer. In my experience, a Clerk/Treasurer
should have a bachelor’s degree in accounting and municipal systems experience. However,
because the Village has unitary pay rates that are below market, the Village has created and
filled separate positons individuals who are in training because neither has the minimum
qualifications necessary for the required critical tasks, in my view.
Further complicating this situation, the Treasurer is classified by the Village as FLSA Exempt and
the Clerk has been classified FLSA non-exempt. In my opinion, both positions qualify for the
Exempt status under the administrative exemption. The Village may want to confirm this with
its municipal attorney specialist.
To support the Village with the direction it has taken with these two positions, I have
recommended they be classified in the same pay grade (Grade D), and the proposed pay range
would provide substantial additional earning potential as they accumulate the experience
necessary for their roles. If the Village decides to combine these positions in the future, then I
would expect to recommend moving the position up one grade to Grade E and then perhaps
hiring an experience account clerk or degreed accountant to handle the remaining workload.
The same analysis regarding qualifications holds for the two deputy positions in those
departments. The Job Description Questionnaires require only a high school diploma and no
experience; whereas, in reality, when these positions are fully functional with experienced
staff, I would expect the minimum requirement to be an associate’s degree and at least three
years related experience. Here, too, the incumbents will have the opportunity in their new pay
range to progress in compensation as they accumulate experience required to do their jobs.
An additional observation concerns the Fire Chief position. We have allocated the position to
what the data indicates is a market competitive range. The issue is the incumbent is not paid
on a full-time basis, and it is our understanding the present Chief works many more hours than
paid. This appears to be a workable arrangement for the present incumbent; however, it is
likely to be a challenge when it is time to find a replacement.
Carlson Dettmann Consulting LLC
charles.carlson@carlsondettmann.com
608.239.7991
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Conclusion
In summary, the new pay plan will be a substantial improvement in policy, allowing the Village
to recruit and retain qualified staff to fulfil its mission. It appears to us the Village has attracted
staff willing to learn and grow with their positions through experience. This pay plan will
support their continued development, particularly when it is linked to an effective employee
development assessment program. We welcome the opportunity to assist the Village as you
move forward.

Carlson Dettmann Consulting LLC
charles.carlson@carlsondettmann.com
608.239.7991
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VILLAGE OF WATERFORD, WI
PAY SCHEDULE
Effective August 1, 2017
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Grade

Min.

Step 2

Step 3

Step 4

Step 5

C/Pt

Step 7

Step 8

Step 9

Step 10

Max.

F

$36.75

$37.80

$38.85

$39.90

$40.95

$42.00

$43.05

$44.10

$45.15

$46.20

$47.25

MKT EST

Fire Chief

$41.00

Director Public Works

$40.50

E

$28.00

$28.80

$29.60

$30.40

$31.20

$32.00

$32.80

$33.60

$34.40

$35.20

$36.00

Library Director

$33.00

Public Works Supervisor

$29.00

D

$23.63

$24.30

$24.98

$25.65

$26.33

$27.00

$27.68

$28.35

$29.03

$29.70

$30.38

Clerk

$30.00

Treasurer

$26.00

C

$20.13

$20.70

$21.28

$21.85

$22.43

$23.00

$23.58

$24.15

$24.73

$25.30

$25.88

Deputy City Clk/Court Clk

$23.00

Librarian

$22.00

Public Works Operator

$23.00

B

$17.50

$18.00

$18.50

$19.00

$19.50

$20.00

$20.50

$21.00

$21.50

$22.00

$22.50

Administrative Analyst

$20.00

Library Circulation Supervisor
Deputy Treasurer/Utility Clk
A

$19.00
$11.38

Library Assistant

$11.70

$12.03

$12.35

$12.68

$13.00

$13.33

$13.65

$13.98

$14.30

$14.63
$12.75
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VILLAGE OF WATERFORD
RECRUITMENT MINIMUM EDUCATION AND EXPERIENCE STANDARDS
Minimum Required Education & Experience *
Classification

Current

Proposed

Fire Chief

Associate or BS degree and 10 years
experience

Director Public Works

BS degree and 10 years experience

Library Director

BLS and 5 years experience

Public Works Supervisor

HS diploma and 3 years experience

Clerk

HS diploma; no experience

Treasurer

HS diploma and 1 year experience

Deputy City Clk/Court Clk

HS diploma; no experience

Librarian

BS; no experience

BS; no experience

Public Works Operator

HS diploma; no experience

High school diploma and 3 years
experience

Administrative Analyst

MLS and 5 years experience
1 year post HS supv training and 5 years
experience
Associate degree and 5 years
experience
Associate degree and 5 years
experience
1 year post HS clerical education and 3
years experience

BA/BS degree; no experience

Deputy Treasurer/Utility Clk

HS diploma and 1 year experience

1 year post HS accounting education
and 2 years experience

Library Assistant

HS diploma and 2 years experience

HS diploma and 2 years experience

* If a post-secondary degree is not required by law regulation for a position, additional experience
can substituted for education. The generally accepted standard is two years experience is roughly equivalent
to one year of formal education.
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Communications Director / Public Information Officer
GENERAL GOVERNMENT
VILLAGE OF WATERFORD
REGULAR FULL TIME, NON-EXEMPT
For duties as the Public Information Officer, this position reports to the Village Administrator or his/her designee and provides a
variety of routine and complex clerical, administrative and technical work in the administration of Village services. Village Hall
Office hours are Monday – Friday 8:00 a.m. to 5:00 p.m. in addition to evening meetings as required. Hours for this position will
be scheduled based on the needs of the office during these times.

Essential Duties and Responsibilities

Communications Director – Public Information Officer
•

•
•
•
•
•

Communication planning to include communication plans, editorial calendars, strategic messaging, brand development
and protection, promotion/marketing of the Village, media relations, and communications budgets.
Provide written communications - newsletter, news releases, newspaper column and/or feature stories, website, social
media, correspondence, alerts and notifications, etc as necessary
Design printed pieces such as brochures, display ads, banners, signs, posters, business cards, and forms as needed
Manage Village Website, Social Media pages, and VoIP telephone system – prepare and maintain procedures for
website and social media posting; train staff as needed; develop policy as needed
Research grant opportunities and prepare documents, write grant proposals and administer grant awards as needed
Lead public meeting presentations
Review news media reports related to the Village and disseminate to relevant parties.
Manage and support special projects as assigned by the Administrator,.
Other duties as assigned by the Administrator.

•
•

General Office Responsibilities
Assists with public questions, counter business, and refers to appropriate staff.
Where able, assist staff/Board/Committees with software applications, email, Google Drive, telephone system

•
•
•

Support to the administration in the following areas:
• Serve on committees, as required and assigned by the Administrator.
• Perform related duties as assigned by the Administrator.
• Attend continuing education as required.

Special Requirements & Skills
Administrative-level position involving communication activities and special project management and support.
•
•
•
•
•
•

•
•
•

Excellent writing skills and understanding of communication protocol, and communication with diverse audiences
Good understanding of design elements and graphic design and page layout
Ability to communicate effectively in an emergency situation
Knowledge of general governmental procedures and protocol. Ability to lead presentations and public information
meetings
Able to operate and troubleshoot basic office equipment and computer including word processing, spreadsheet,
networking, website, Internet, Gmail, page layout (Pagemaker) and presentations (PowerPoint), Acrobat Pro, InDesign,
Illustrator.
Ability to perform all duties, meet and deal with the public, communicate effectively verbally and in writing, ability to handle
difficult situations.
Education & Experience
College degree in English with writing emphasis, Communications, Journalism, or Marketing
Some post high school or graduate education or demonstrated experience in graphic design/page layout
2 years with related communications responsibilities
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Physical Demands
The physical demands described here are representative of those which must be met by an employee to successfully perform the
essential functions of the job. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
Work is performed mostly in office settings. Hand-eye coordination is necessary to operate computers and various pieces of office
equipment. While performing the duties of this job, the employee is frequently required to sit; stand; walk; talk or hear; use hands
to finger; handle, feel or operate objects, tools, or controls; and reach with hands and arms. The employee is occasionally required
to stoop, kneel or crouch. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by
this job include close vision and the ability to adjust focus.
Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
Conditions of Employment
This position is subject to the terms and conditions of the Village of Waterford Personnel Manual, as may be amended, and is
classified as a Regular Full Time Employee.
_______________________________________
Employee
Date

________________________________________
Employer
Date
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