
 

FINANCE AND PERSONNEL COMMITTEE 
City of Kaukauna 
Council Chambers 
Municipal Services Building 
144 W. Second Street, Kaukauna 
 
Monday, April 15, 2024 at 6:10 PM 

AGENDA 

In-Person 

1. Correspondence. 

2. Discussion Topics. 
a. Compensation Plan Approval. 
b. Permission to fill Police Officer and Court Clerk positions. 

3. Adjourn. 

NOTICES 

Notice is hereby given that a majority of the City Council will be present at the meeting of the 
Finance and Personnel Committee scheduled for Monday, April 15, 2024 at 6:10 P.M. to gather 

information about a subject over which they have decision making responsibility. 

IF REQUESTED THREE (3) DAYS PRIOR TO THE MEETING, A SIGN LANGUAGE INTERPRETER WILL 
BE MADE AVAILABLE AT NO CHARGE. 

 

Topic: Kaukauna April 15, 2024 - Committee Meetings 

Time: Apr 15, 2024 06:00 PM Central Time (US and Canada) 

 Join Zoom Meeting 

https://us06web.zoom.us/j/2346054161?pwd=SWRkZ3k5V2tOMDkzN241d0RvR3h1QT09&omn=8
2559484972  

 Meeting ID: 234 605 4161 

Passcode: 54130 

One tap mobile 
 

+13052241968,,2346054161#,,,,*54130# US 

+13092053325,,2346054161#,,,,*54130# US 
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 Dial by your location 

• +1 305 224 1968 US 

• +1 309 205 3325 US 

• +1 312 626 6799 US (Chicago) 

• +1 646 558 8656 US (New York) 

• +1 646 931 3860 US 

• +1 301 715 8592 US (Washington DC) 

• +1 253 205 0468 US 

• +1 253 215 8782 US (Tacoma) 

• +1 346 248 7799 US (Houston) 

• +1 360 209 5623 US 

• +1 386 347 5053 US 

• +1 507 473 4847 US 

• +1 564 217 2000 US 

• +1 669 444 9171 US 

• +1 689 278 1000 US 

• +1 719 359 4580 US 

• +1 720 707 2699 US (Denver) 

 Meeting ID: 234 605 4161 

Passcode: 54130 

 to find your local number: https://us06web.zoom.us/u/kdbmLdH1Z 
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MEMO 
 

HUMAN RESOURCES 
 
To: Finance and Personnel Committee 

From: Shanon Swaney, Human Resources Director 

Date: April 15, 2024 

Re: Compensation Plan 2025 

 

 

Background: 
 
On March 18, 2024, and April 3, 2024, the proposed compensation plan was presented and 
discussed. This compensation system uses the data from our 2022 compensation and 
classification study as a framework and combines elements of performance to enhance the 
compensation program.  
 
Some key highlights of this proposed system include: 
 

 The system incorporates all regular full-time and part-time non-represented 
employees, including the street department.  

o Street department employees in grade 10 would be eligible for a $.50 step up 
when working in a grade 11 position. 

 Step A represents a 6-month step increase interval. Steps B-I represent 12-month 
step increase intervals. Employees who start on step A and meet all system 
requirements would progress to the max in 7 years.  

 The system includes both performance and longevity components. Employees must 
meet required performance scores on their annual review and complete a successful 
step check-in to receive their step increase. They must also meet a minimum amount 
of time on each applicable step.  

 The system includes merit incentives for employees who make outstanding 
contributions to their department and to the city.  

 As part of the overall compensation system proposal, staff are recommending 
removing the longevity pay policy from employee handbook effective 1/1/2025 and 
reallocating those funds to support the proposed merit incentives.  
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 The proposed pay scale attached in the packets is based on current 2024 numbers. 
The overall system would still be eligible for a cost-of-living adjustment pending the 
budget process. 

 The annual review process would be moved earlier in the year and would be 
completed in June 1 – August 15th.  

 
 
In your packets you will find: 

 Compensation guide draft  

 Non-represented pay scale draft 

 Merit Incentive Recommendation Form draft 

 Step check-in form 

 Annual performance review template 
o The position specific competencies vary by position, but a copy of the street 

department crew annual performance review is attached for reference. 
Annual reviews are completed online within Paycor.  

 
Should this body want to move forward with the proposed compensation plan, the following 
tentative timeline is being proposed for implementation.  
 

 Final review and potential approval on 4/15/24.  

 Education to staff and supervisors beginning in May. 

 Review process to be initiated June 1 with a due date of August 15th.  

 Merit Incentive Recommendation Forms due by August 15tht.  

 Merit Incentive Award Team to meet in September to review all recommendations.  

 Staff will bring back any annual system adjustments for 2025 as part of the 2025 
budget process. 

 
 
Staff Recommendation: 
 
Approve the 2025 compensation guide as presented. 
Approve the 2025 non-represented pay scale as presented. 
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City of Kaukauna Compensation Program 
Management and Administration Guide 
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Introduction  
 
The overall goal of the City’s compensation program is to establish a system that is 
internally equitable, externally competitive, financially sustainable, and provides incentives 
to reward employee achievement.  A good compensation system helps to both retain 
existing staff and allows the recruitment of qualified staff when vacancies occur.  
 
The City’s pay philosophy is to establish compensation ranges where the mid-point meets 
the 50th percentile of the market for a position.  
 
The City completed a full classification and compensation study in 2022 and the results 
were implemented in 2023. This classification and compensation study reviewed all regular 
full and part-time non-represented employees to ensure appropriate compensation range, 
compensation grade, and to review internal equity.  
 

Components and Design 

Pay Plan Structure 
The City maintains a defined increment step system for regular full and part-time non-
represented employees. This means that the plan has defined increments between each 
step and employees advance through the steps based on their longevity with the City and 
their successful performance. 
 
The plan consists of 30 pay grade classifications and 9 steps (steps A – I). Each step has a 
defined amount of time that an employee must remain on the step until they are eligible to 
move to the next step. Initial step (A) is defined as 6 months, and steps B- I are defined as 
12 months. Employees meeting compensation plan requirements will generally advance to 
their midpoint within 4 years and to the max within 7 years. 
 
No employee will be paid below the minimum of their respective grade. Generally, no 
employee will be paid above the max for their respective grade. There may be rare 
exceptions, and these must be recommended by the Mayor and approved by the Common 
Council. 
 
The pay ranges are not structured for employees to begin at the minimum and 
automatically receive step increases until they reach the max simply because they have held 
their position. Instead, employees advance within the pay system by mastering their role, 
enhancing their skills, taking on more responsibilities, and consistently performing well.  
Employees must show increasing job competence and performance to continue progressing 
towards the mid-point and beyond.  
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Starting Pay  
The starting pay for a new employee or newly promoted employee at the City is determined 
by considering the pay range associated with the job by reviewing the candidate’s 
qualifications for the job as compared with job responsibilities. Generally, employees will 
start at step A, but if a higher than minimum step is proposed, it will be done so to ensure 
that it does not create internal inequities for existing employees.  
 

Annual System Adjustment 
Each year, the City reviews compensation data to ensure the overall system is keeping up 
with the market. When an annual system adjustment is made, it is made to all pay grades 
within the plan. Employees in the plan whose annual performance score is 2.75 or higher, 
will be eligible to receive annual system adjustment. It is generally recommended that the 
annual system adjustment be made at the beginning of the calendar year, however, the 
timing will be determined during the annual budget process.  
 

Step Increases 
Step increases are designed to recognize an employee’s continued growth within their 
position. Employees will progress through the step system by meeting two components: 
time within each step and meeting the performance competency standards for their 
position. To receive a step increase, the employee must have received the minimum 
performance score corresponding to the step they are moving to. For steps A-C, a score of 
2.75 must be met, for steps D-E a score of 3 must be met, steps F-G a score of 3.25 must be 
met and for steps H-I a score of 3.5 must be met. Additionally, prior to each step increase, 
the employee must have a successful step-check-in with their supervisor.  If the employee is 
due for step movement from step A to step B prior to their first annual review, the 
employee will be permitted to step if they have completed a successful step check-in. 
 

Performance-Based Merit Incentives  
To recognize employees that make outstanding contributions to their department and the 
City, a department head can nominate employees for a performance-based merit incentive.  
 

Employees must have received an annual performance review score of 3.75 or higher to be 
eligible for a merit incentive. Employees who had a written warning or higher during the 12 
months prior to the recommendation deadline are not eligible for a merit incentive. 

 
There are two categories of performance-based incentives: 

1. One-time allocation of up to five days of personal time 
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a. Employees will also have the option of cashing out personal time awarded if 

they prefer the extra pay rather than time off. 
2. One-time step adjustment or acceleration 

 
While it’s not possible to define every reason an employee may go above and beyond for 
their department or the City, in general, the following guidelines can be followed: 
 
One-time allocation of additional personal time 
 
Department heads can nominate employees to receive a one-time allocation of up to five 
(5) additional personal days. These do not roll over. Employees will have the option to take 
the personal time as days off, they can choose to take a one-time cash out of the additional 
personal days, or a combination of both. The ability for employees to cash out any personal 
time awarded will be determined within the budget process. This may vary from year to 
year. 
 

• The employee assumed additional duties or responsibilities of a person in a higher 
classification for an extended period of time (3 months or more). If an employee 
receives step-up pay or other applicable compensation while completing duties, 
they are not eligible for a merit incentive. 

• The employee assumed additional duties beyond what would generally be expected 
from the scope of their position.  

o An increase of duties within the general scope of the employee’s position 
and job description does not necessarily warrant a performance-based merit 
incentive.  The purpose of progressing through the step system is to reward 
employees for increasing job competence and responsibility. 

• The employee made a significant improvement in a service or increased a service for 
either the public, your department, or another department (with little or no 
increased cost).  

• The employee developed a new work method or process which had a major impact 
on the department’s operations.  

• The employee took the lead role in a major project or implementation that 
represented a significant time and effort commitment.  

• The employee identified a substantial cost or time savings for the department or City 
(materials, time, equipment, or money), or the employee makes a significant 
positive impact on their department’s budget.  

 
 

 
One-time step adjustments or accelerations 
 

• The employee has shown progression in their role beyond prediction. This could 
include but is not limited to exceptional performance, demonstration of a high level 
of competence and mastery of key responsibilities, enhancing department services 
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or processes, or gaining significant efficiency in processes and procedures within 
their role.  

 
 
Nomination Process  
Department heads must complete and submit a merit incentive nomination form for 
employees within their department that are being recommended for a merit incentive.  
 
Department heads will need to be specific on the employee’s contributions and why they 
are being recommended. A compelling recommendation should clearly describe the 
employee’s contributions and should include how their contribution goes above and 
beyond what is generally expected from their position. Again, employees with successful 
performance who are receiving a step increase are already being rewarded via their step 
increase for successful performance.  
 
Merit Incentive Recommendation Form 
 
 
Review process 
All supervisor nominations for performance-based merit incentives will be reviewed by the 
Merit Incentive Award Team which will consist of the Mayor, Finance Director, Human 
Resources Director, and a member of the Finance and Personnel Committee.  
 
The Merit Incentive Award Team will review all nominations to determine if they meet 
requirements and determine the financial feasibility of each request.  
 
Once nominations are approved by the Merit Incentive Award Team, they will be included 
in the overall budget approval process.  

Review of placements and positions 
When the City completed its classification and compensation study in 2022, positions were 
reviewed to ensure appropriate pay grade classification. The following factors were 
considered when making these determinations: 
 

• Complexity of the job  
• Responsibility to make and implement important decisions and degree of 

independent judgement required 
• Work environment 
• Education, training, and preparation required to complete the job 
• The degree to which they oversee additional staff 
• Market comparables 
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Transfers and Promotions 
When an employee accepts a position within the City that is at a higher pay grade than their 
current placement, they will be placed at the step nearest their existing salary that provides 
them with a step increase.  
 

Significant Changes to a Job  
It is not unusual for jobs to change over time based on the skills of the employee within the 
position and the needs of the department/City. Not all changes to a job warrant a change in 
pay grade classification.  
 
Examples of changes to a job that generally do not warrant changes in pay grade include but 
are not limited to: 
 

• Additional responsibilities were added, but the level of complexity is similar to 
existing duties.  

• The volume of work increases or decreases, but the complexity remains similar.  
• Use of different or new tools to complete a job (i.e. utilizing or learning a new 

technology to manage a process).  
 
 
Examples of changes to a job that may warrant a pay grade change include but are not 
limited to: 
 

• Additional responsibilities are added that represent a significant increase in 
complexity as compared to existing responsibilities.  

• Additional responsibilities were added that represent a significant increase in the 
level of accountability the position holds.  

• Additional responsibilities were added that increase level of leadership, critical 
decision-making authority (budget for example), and/or significant changes to the 
oversight of other staff.  

• A significant change in scope of responsibility.  
 

Ongoing Review 
Pending budget fund availability, the City should complete a full classification and 
compensation study every 5-7 years to ensure continued equity and market 
competitiveness of pay grades and ranges. It should be noted that in years when the City 
completes a compensation study, pending results of the compensation study, typical step 
increases and/or annual cost of living adjustments may vary.  
 
The City completed a formal compensation study in 2022. The results were implemented in 
2023. This study reviewed internal equity and market competitiveness. The City 
understands that the market for a position can change over time. To ensure positions are 
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consistently placed on the compensation schedule appropriately, the City will continually 
monitor position placements.   
 
The HR department will review all newly created positions to determine proper placement 
within the salary schedule which will then be subject to Common Council approval.  
 
For questions regarding compensation, please contact Human Resources. 
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Min time on step 6months 12 months 12 months 12 months 12 months 12 months 12 months 12 months 12 months 3%

FLSA Status Step A Step B Step C Step D Step E Step F Step G Step H Step I Merit Incentives Positions

Grade

Min 
Performance 
Score

Minimum score of 
3.75

100% 110%
1 non-exempt 15.81$                    16.19$             16.57$             16.96$                                    $            17.36 17.75$                 18.16$                 18.58$                        19.01$             
2 non-exempt 17.81$                    18.23$             18.66$             19.10$                                    $            19.55 20.00$                 20.46$                 20.93$                        21.41$             Library Assistant
3 non-exempt 18.06$                    18.48$             18.92$             19.36$                                    $            19.82 20.27$                 20.74$                 21.22$                        21.70$             
4 non-exempt 18.56$                    19.00$             19.45$             19.90$                                    $            20.37 20.84$                 21.32$                 21.81$                        22.31$             
5 non-exempt 20.52$                    21.01$             21.50$             22.01$                                    $            22.53 23.04$                 23.57$                 24.12$                        24.67$             Office Assistant, Administrative Coordinator (Library)
6 non-exempt 20.66$                    21.15$             21.65$             22.16$                                    $            22.68 23.20$                 23.74$                 24.28$                        24.84$             
7 non-exempt 21.87$                    22.38$             22.91$             23.45$                                    $            24.00 24.55$                 25.12$                 25.69$                        26.28$             Records Assistant, Clerk of Courts

8 non-exempt 24.36$                    24.94$             25.52$             26.12$                                    $            26.74 27.35$                 27.98$                 28.63$                        29.28$             
 Administrative Coordinator (Mayor), Planning & Community Development Coordinator, Assistant 
Naturalist, Environmental Center Administrative Assistant, Environmental Center Site Manager 

9 non-exempt 25.35$                    25.94$             26.56$             27.18$                                    $            27.82 28.46$                 29.11$                 29.78$                        30.47$             AR Specialist, AP Specialist, Paralegal, Library Technology Coordinator

10 non-exempt 27.67$                    28.32$             28.99$             29.67$                                   30.37$            31.08$                 31.81$                 32.56$                        33.33$             
 Janitor, Laborer, Park Tech Sm Tr, Tandem Tr
Code Enforcement Officer 

11 non-exempt 28.70$                    29.38$             30.07$             30.78$                                   31.50$            32.25$                 33.00$                 33.78$                        34.58$             Heavy Equip & Sewer
12 non-exempt 31.58$                    32.32$             33.08$             33.86$                                   34.66$            35.47$                 36.31$                 37.16$                        38.04$             Mechanic

6months 12 months 12 months 12 months 12 months 12 months 12 months 12 months 12 months Merit Incentives
Grade FLSA Status Step A Step B Step C Step D Step E Step F Step G Step H Step I

Performance Score
Minimum score of 

3.75
100.0% 110%

13 exempt $55,002 $56,297 $57,622 $58,979 $60,367 $61,756 $63,176 $64,629 $66,116 Youth Services Librarian I, Adult Services Librarian I

14 exempt $57,589 $58,944 $60,332 $61,752 $63,206 $64,660 $66,147 $67,668 $69,225
 Administrative Services Supervisor (PD), Youth Services Librarian II, Adult Services Librarian II, HR/Payroll 
Coordinator 

15 exempt $59,190 $60,583 $62,009 $63,469 $64,963 $66,457 $67,986 $69,549 $71,149 Associate Planner
16 exempt $59,527 $60,929 $62,363 $63,831 $65,334 $66,837 $68,374 $69,946 $71,555 Planning/Engineering Tech

17 exempt $64,078 $65,586 $67,130 $68,711 $70,328 $71,946 $73,601 $75,294 $77,025
 City Clerk, Naturalist, Recreation Program Manager, Community Enrichment Program Manager, Principal 
Planner, Accountant 

18 exempt $67,732 $69,327 $70,959 $72,629 $74,339 $76,049 $77,798 $79,588 $81,418 Principal Planner, Accountant
19 exempt $68,275 $69,882 $71,527 $73,211 $74,935 $76,658 $78,421 $80,225 $82,070 Street Foreman, Marketing & Communications Manager
20 exempt $69,190 $70,819 $72,486 $74,192 $75,939 $77,685 $79,472 $81,300 $83,170 Project Engineer

21 exempt $77,601 $79,428 $81,298 $83,212 $85,171 $87,130 $89,134 $91,184 $93,281
 Street Superintendent, Senior Project Engineer, Building Inspector, Asst. Library Director, IT Manager, 
Assistant Fire Chief Training 

22 exempt $81,535 $83,455 $85,419 $87,430 $89,488 $91,547 $93,652 $95,806 $98,010 LT Investigator, Assistant Fire Chief - Shifts
23 exempt $85,494 $87,506 $89,566 $91,675 $93,833 $95,991 $98,199 $100,458 $102,768
24 exempt $91,584 $93,740 $95,947 $98,206 $100,518 $102,830 $105,195 $107,614 $110,089 Assistant Fire Chief - Day, Assistant Police Chief, Recreation & Community Enrichment Director
25 exempt $95,704 $97,957 $100,263 $102,623 $105,039 $107,455 $109,927 $112,455 $115,042 Director of Planning & Community Development, Library Director
26 exempt $100,200 $102,559 $104,973 $107,445 $109,974 $112,504 $115,091 $117,738 $120,446 HR Director
27 exempt $104,710 $107,175 $109,698 $112,280 $114,923 $117,567 $120,271 $123,037 $125,867 Fire Chief, Police Chief
28 exempt $109,422 $111,997 $114,634 $117,333 $120,095 $122,857 $125,683 $128,574 $131,531 Director of Public Works
29 exempt $114,345 $117,037 $119,792 $122,612 $125,498 $128,385 $131,338 $134,358 $137,449
30 exempt $119,490 $122,303 $125,182 $128,129 $131,146 $134,162 $137,248 $140,405 $143,634 Finance Director /Treasurer

Minimum score of 2.75 Minimum score of 3

City of Kaukauna 
2025 Pay Schedule

Minimum score of 3Minimum score 2.75 Minimum score of 3.25 Minimum score of 3.5

Minimum score of 3.25 Minimum score of 3.5
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MEMO 
 

HUMAN RESOURCES 
 
To: Finance and Personnel Committee 

From: Shanon Swaney, Human Resources Director 

Date: April 15, 2024 

Re: Approval to Fill Positions 

 

Sergeant Mike Frank has turned in notice of his retirement. His last day will be June 

14, 2024. Sergeant Frank has been with the Kaukauna Police Department for 26 

years.  

 

Municipal Court Clerk Jean Semenuk has turned in notification of her resignation 

effective no later than June 26, 2024. Jean has been with the City for 1 year.  

 

Staff seeks authorization from the Finance and Personnel Committee to fill a Patrol 
Officer position due to the retirement of Sergeant Frank.  
 
Staff seeks authorization from the Finance and Personnel Committee to fill a 
Municipal Court Clerk position due to the resignation of Jean Semenuk. 
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