OFFICIAL PUBLIC NOTICE

Poichlaond Conitor MEETING OF THE PERSONNEL/INSURANCE

COMMITTEE

THURSDAY, JANUARY 26, 2023 AT 5:00 PM
CONFERENCE ROOM AT THE MUNICIPAL BUILDING, 450 S. MAIN STREET, RICHLAND CENTER, WI 53581

AMENDED AGENDA
CALL TO ORDER: Roll call; determine whether a quorum is present; affirmation of proper public notice.

APPROVAL OF MINUTES:
1. December 19, 2022 Meeting Minutes

ADMINISTRATOR'S REPORT:

DISCUSSION AND POSSIBLE ACTION ITEMS:
2. Personnel Policy 207 Vacation
3.  Social Media Policy
4.  Scope of Duties for Position of Public Works Director
5. Transition of Economic Development Director Position

Closed Session-Lead Maintenance Worker

a. The Chair may entertain a motion to enter into closed session pursuant to Wis. Stat,

Sec 19.85(1)(c) Considering employment, promotion, compensation or performance
evaluation data of any public employee over which the governmental body has jurisdiction
or exercises responsibility.

b. Reconvene in open session pursuant to Wisconsin Stat, Sec 19.85(2). Roll call vote if
motion is not unanimous.

|o

SET NEXT MEETING DATE: Third Monday of the Month - February 20, 2023
ADJOURN:

Posted this 25th day of January, 2023 by 4:30 PM.
Copy to the official newspaper the Richland Observer.

o ,ﬁ

Aaron Joyce, CT'Ey CIeFk/Treasu rer

PLEASE NOTE: That upon reasonable notice, a minimum of 24 hours in advance, efforts will be made to
accommodate the needs of disabled individuals through appropriate aids and services. For additional information
or to request this service contact Ashley Oliphant, City Administrator at 450 S. Main St., Richland Center, WI. 53581
or call 608-647-3466. Notice is hereby given that the council members who are not members of this committee may
attend this meeting so as to constitute a quorum of the city council. Any such council member attendance will be
for information gathering, discussion, and/or related purposes and will not result in the direct decision making by
the city council at the committee meeting. The City of Richland Center is an equal opportunity employer, provider,
and lender.
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MINUTES
OPENING/ROLL CALL
Chair Walters called the meeting to order at 5:26PM. A quorum was present. Oliphant affirmed proper public notice.
Members Present: Melony Walters, Scotty Wallace, and Ryan Cairns (arrived at 5:41PM).
Others Present: Ashley Oliphant, City Administrator

APPROVAL OF MINUTES
Motion by Wallace to waive the reading of the minutes of the 11/21/2022 meeting and approve said minutes. Seconded
by Walters. Motion carried unanimously.

ADMINISTRATOR'’S REPORT
City Administrator Ashley Oliphant provided updates on the following:

e Seeking on call snow removal assistance.

o The new City website was launched. Staff continue to refine the site.

e Agendas and minutes are being recorded in new software to allow for automatic synchronization with the
website. Modifications are being made within the program templates to allow for maximum benefit to internal
and external users.

e New accounting software has been partially implemented. The Clerk/Treasurer’s Office will be continuing their
formal training on the program as well as training all staff on payroll portal.

e The Zoning Administrator position remains unfilled.

DISCUSSION AND POSSIBLE ACTION ITEMS

Development Report/Factsheet

Oliphant shared a data sheet to be used for collecting site specific information which may be provided to interested
parties, posted to the website, and incorporated into the GIS mapping system.

Hours of Operation

Oliphant requested the Personnel Committee recommend to the Common Council adjusting the hours of operation for
the Parks & Recreation department as well as updating the Personnel Policy Handbook to reflect the hours of operation
for the Tourism and Police Departments. Hours of operation to be as follows:

Clerk/Treasurer’s Office: Monday through Friday 7:30AM-4:30PM

Police Department (non-union clerical): Monday through Friday 7AM-5PM
Public Works Department: 7AM-3:30PM

Parks & Recreation: 8AM-4:30PM

Buildings & Grounds: Mon-Thurs 6AM-3:30PM and Friday 6AM-10AM
Tourism: Hours vary to meet seasonal needs and may include weekends

Motion by Wallace to recommend to the Common Council to adopt Resolution 2022-TBD adjusting hours of operation.
Seconded by Cairns. Motion carried unanimously.

Closed Session Regarding Parks & Recreation Personnel
The Personnel Committee did not enter closed session. Oliphant advised an interview process was completed for the
position of Parks & Recreation Director. Oliphant recommended hiring Jodi Mieden for the role.

Motion by Walters to approve hiring Jodi Mieden as Parks & Recreation Director. Seconded by Wallace. Motion carried
unanimously.




Iltem 1.

PERSONNEL & INSURANCE COMMI

R. I%-ICENTEH 5:30 PM — Monday, December 19, 2022
lc an Conference Room of the Municipal Building

Restructure of Economic Development Position

The role and structure of the Economic Development Director was discussed. At the direction of Richland County, the RED
Board evaluated several possible alternatives to the current structure but recommended the County maintain current
funding levels and structure. Transitioning the position to the City was listed as the next best alternative. The County
indicated the position would be placed on a referendum leaving the future of the role uncertain.

The Personnel Committee discussed the value of and need for ongoing economic within the City and County. To stabilize
the position, maintain service levels, and to continue pursuing economic development the the Committee deemed if most
appropriate for the role to be fully transitioned to the City with the RED Board acting in an advisory capacity rather than
providing directive. Once transitioned, the role would report to the City Administrator as does any other City department
head.

Motion by Wallace to recommend to the Common Council to withdraw from the Structural Document in which
established the terms of the shared position and establish a full-time position at the City for the purpose of economic
development which reports to the City Administrator. Seconded by Cairns. Motion carried unanimously.

Position of Public Works Director

Oliphant advised the Street Superintendent will be stepping down from his role into the role of Lead Crew for the Public
Works Department. The Superintendent will continue to carry out the duties of department head until a replacement is

hired. With this transition, Oliphant recommended modifying the Street Superintendent position to that of Public Works
Director. Oliphant requested approval to proceed with the voluntary demotion and execute the hiring process to include
drafting a new job description and establishing an appropriate wage for a Public Works Director.

Motion by Walters to proceed with hiring a Public Works Director. Seconded by Wallace. Motion carried unanimously.

Role and Authority of City Administrator
The role of City Administrator and its relationship to the Common Council and Mayor were discussed.

The role of the City Administrator has been prescribed by ordinance, statute, resolution, and job description. The
Administrator is responsible to the Mayor and Common Council for the administration of the business affairs of the City.
The Administrator oversees the day-to-day operations of the City with a focus on personnel and budget management. The
Administrator reports to the Common Council and carries out their directives.

The Common Council sets policy through enacting legislation. This legislative body is responsible for charting the future of
the municipality. The Common Council’s authority is collective; it holds power as a unit rather than through its individual
members.

With an administrator in place, the Mayor exercises executive responsibility indirectly by monitoring the activities of the
administrator and departments of the City to ensure City ordinances are enforced. The Mayor provides policy
recommendations to the Common Council, presides over the Common Council, and votes in the event of a tie. The Mayor
is the designated representative of the City in relations with the media and represents the City in meetings with other
governmental entities, businesses, organizations, and groups. The Mayor works directly with community members to
receive their comments and complaints and provides appropriate responses.

Personnel Handbook Amendments
Oliphant requested the Personnel Committee recommend to the Common Council to repeal and replace the Introductory
Period Policy within the Personnel Policy Handbook as listed in Resolution 2022-TBD and incorporate the role of City
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Administrator into the procedural hierarchy thus authorizing the Administrator the authority to fully oversee City
personnel as outlined in Resolution 2022-TBD.

Motion by Wallace to recommend to the Common Council to amend the Personnel Policy Handbook as described.
Seconded by Wallace. Motion carried unanimously.

FUTURE AGENDA ITEMS
e Continued handbook revisions

NEXT MEETING
The next meeting of the Personnel Committee was scheduled for January 23, 2023 at 5:00PM.

ADJOURNMENT
The meeting was unanimously adjourned at 7:28PM
Motion to adjourn by Walters. Seconded by Wallace. Motion carried unanimously.

Minutes recorded by Ashley Oliphant




CITY OF RICHLAND CENTER Social Media Policy

1. Purpose. This Policy establishes guidelines for the establishment and use by the City of
Richland Center (the “City”) of Social Media as a means of conveying information about
the City and its events and activities to its citizens.

a. 'The City of Richland Center has an overriding interest and expectation in deciding
what is “spoken” on behalf of the City through the use of Social Media.

b. For purposes of this policy, the terms “Social Media” and “Social Media Sites” are
understood to be content created by individuals, organizations and/or entities, using
accessible, expandable, and upgradable publishing technologies, through and on the
Internet. Examples of Social Media that may be used by the City include, but are not
limited to Facebook, blogs, RSS, YouTube Twitter, Linkedln, Google+,
Instagram, Pinterest, Nextdoor, and Flicker. For purposes of this Policy,
“comments” include information, articles, pictures, videos or any other form of
communicative content posted on Social Media Sites.

2. General Policy. The establishment and use by any City department of City Social Media
sites are subject to approval by the City Administrator or his/her designees. Use of Social
Media shall be administered by the City Administrator and any Department-designated
coordinator, as described in this Policy. In approving the use of a City Social Media site,
the City Administrator, in coordination with any Department as may be necessary, shall
establish guidelines for the use of the site, including but not limited to the following
information:

a. The purpose of the site, which may include the dissemination of general
information about the City or the dissemination of information regarding a specific
City Department or City Activity, Event or Project.

b. What City department will be directly responsible for monitoring of, and creation of

content on, the site.

L City Social Media Sites should make clear that they are maintained
by the City of Richland Center and that they follow this Social Media
Policy.

i. ~ To the extent possible, the use of Social Media will link back to the
City’s website for forms, documents, online services and other
information necessary to conduct business with or utilize the
services of the City.

i, ~The City of Richland Center’s website at http://www.Richland

Item 3.

Center.wi gov will
remain the City’s primary and predominant Internet presence.

iv.  This Policy may be revised at any time.

3. Comment Policy. As a public entity, the City must abide by certain standatds to serve all
its constituents in a civil and unbiased manner.




a.

The intended purpose behind establishing a Social Media presence is to disseminate
information to residents of the City of Richland Center.

Comments containing any of the following inappropriate forms of content shall not
be permitted and are subject to removal and/or restriction by the City’s Public
Information Office:

=

Comments not related to the business of the City, including random
or unintelligible comments;

Violent, ot pornographic content and/or language;

Content that promotes, fosters or perpetuates discrimination on the
basis of race, creed, color, age, religion, sexual orientation, gender, or
national origin;

— -
= =
= =

tv.  Threaten or defame any person or organization;
v. Content that is hateful or incites violence;
vi.  Solicitation of commerce, including but not limited to advertising of
any business or product for sale;
vii.,  Conduct in violation of any federal, state or local law;
viii,  Encouragement of illegal activity;
ix. Information that may tend to compromise the safety or security of
the public or public systems; or
x.  Content that violates a legal ownership interest, such as a copyright,

of any party.

xi. Comments in support of or in opposition to political campaigns or
ballot measures.

The above listed inappropriate forms of content shall not be permitted and are
subject to removal and/or restriction on public comment forums, such as
“OpenGov,” (i.e., Open City Hall). These City-supported platforms are intended
to encourage active dialogue but are closely monitored for civility and do not create
a designated public forum. Such platforms are run by private, non-partisan
companies. Participation is strictly voluntary.

All users of a City of Richland Center social media site are also subject to the site’s
own privacy policy. The City of Richland Center has no control over a third party
site’s privacy policy page unless otherwise stated. The City of Richland Center has no
control over content, commercial advertisements or other postings produced by the
Social Media site that appear on the City of Richland Center Social Media site as
part of the site’s environment.

The City of Richland Center operates and maintains it Social Media sites as a public
service to provide information about City programs, services, projects, issues,
events and activities. The City of Richland Center assumes no liabilities for any
inaccuracies these Social Media sites may contain and does not guarantee that the
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Social Media sites will be uninterrupted, permanent or error-free.

f. Although posts and comments are encouraged on the City of Richland Center
Social Media sites that allow posts, these sites are limited public forums and
moderated by City Staff. All posted content (comments, links, photos, etc.) must
be related to discussion of City programs, services, projects, issues, events, and
activities.

g. Any content removed based on these guidelines must be retained by the Public
Information Office for a reasonable period of time, including the time, date, and
identity of the poster, when available.

L A comment posted by a member of the public on the Social Media
site is the opinion of the commentator or poster only, and
publication of a comment does not imply endorsement of, or
agreement by, the City of Richland Center or the Department, nor
do such comments necessarily reflect the opinions or policies of the
City of Richland Center or the Department.

i.  The City reserves the right to deny access to the Social Media site for
any individual, who violates this Policy, at any time and without
prior notice.

—
=
—

The Department responsible for the implementation of the Social
Media site shall monitor the respective site for comments requesting
responses from the City and for comments in violation of this
policy.

=

When a City of Richland Center employee comments or responds
to a comment, in his/her capacity as a City of Richland Center
employee, said comments or responses shall be made only from an
official account established by the City for such purposes. No City
of Richland Center employee making comments or responses in
his or her capacity as a City of Richland Center employee shall
share personal information about himself or herself, or other City
employees.

i. All posts and comments are public records subject to public
disclosure under the Public Records Act and Proposition 59.

Use of Social Media Sites to Disseminate and/or Gather Information Regarding a
Specitic City Department or City Activity/Event/Project. 1n addition to the general
provisions of this Policy, the following provisions shall apply to the City’s use of Social
Media to establish an internet presence relating to a particular Department or City
Activity/ Event/Project:

a. A Department-designated coordinator will monitor content on Department-specific
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or City Activity/Event/Project-specific Social Media sites to ensure adherence to
this Policy.

The Department-designated coordinator will advise the Public Information Office
staff of any concerns regarding content or comments. The Public Information
Office will advise the Department-designated coordinator whether or not the
content or comment should be removed.

The City reserves the right to restrict or remove any content that is deemed in
violation of this Policy or any applicable law. Any content removed based on these
guidelines must be retained by the Department's coordinator for a reasonable period
of time, including the time, date and identity of the poster, when available. The
Department shall follow any applicable requitements of the City's document
retention policy for retaining content.

The City’s content requirements must be displayed to users or made available by

hyperlink.

The Social Media pages shall adhere to applicable federal, state, and local laws,
regulations, and policies.

Comments on topics or issues not relating to the Department or the City
Activity/ Event/Project that s the subject of a particular Social Media page may be
removed.

Employees representing the City government on the respective Social Media page
must conduct themselves at all times as a representative of the City and in
accordance with all City policies.
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h. Communications made through the City of Richland Center Social Media sites
in no way constitute a legal notices or official notice or comment to the City of
Richland Center. To comment about a specific City project or program, please
contact the appropriate department.

Copyright Policy

Material made available via official City of Richland Center Social Media sites is the
property of the City of Richland Center and intended for informational purposes only.
Any re-use, transmission, duplication, or distribution of any material found on an official
City of Richland Center Social Media site must be clearly attributed to the City of
Richland Center. Commercial uses of copyrighted materials found on City of Richland
Center Social Media sites is expressly prohibited without express written consent of the
City of Richland Center. Any and all trademarked or copyrighted logos or taglines may
not be used for any non-governmental purpose.

Item 3.




o |5 CENTER JOB DESCRIPTION
RlCh and Lead Maintenance Worker

Item 6.

January 2023
POSITION SUMMARY
Job Title: Lead Maintenance Worker Employment Classification:  Non-Exempt
Department: Buildings & Grounds FSLA Category: Full-Time
Reports To: Buildings & Grounds Superintendent Pay Type: Hourly

The semiskilled to skilled position of Lead Maintenance Worker conducts a variety of custodial,
maintenance, and repair tasks in the areas of parks, forestry, cemetery, and public facilities. This position
will act as a team lead for other Buildings & Grounds employees by overseeing daily work activities.
General physical labor is required. Special projects may be assigned at the discretion of the Buildings &
Grounds Superintendent.

Work is performed under the general supervision of the Buildings & Grounds Superintendent and is
reviewed through observation for results obtained, including completeness and quality of workmanship.

The ideal candidate will possess excellent teamwork skills, the ability to work without direct supervision,
the desire to work in varying outdoor environments, and possess the knowledge, skills, and ability to
perform various cleaning, grounds and equipment maintenance, and mechanical duties.

ESSENTIAL DUTIES & RESPONSIBILITIES
Park Maintenance

e Acts as ateam lead for the by overseeing the completion of daily department tasks.

e Exercise independent decision-making using sound judgment.

e Daily, cleans and conducts preventive checks of vehicles and equipment used; may be assigned to
do more extensive repair and maintenance of vehicles and equipment.

e Ensures that equipment is used safely and in accordance with standard procedures and
precautions.

e QOperates various types of vehicular and non-vehicular equipment such as backhoes, skid steer,
mowers, mowing tractors, chainsaws, weed eaters, or related equipment.

e Maintains and repairs municipal buildings and facilities.

e Performs carpentry, plumbing and electrical work as needed.

e Performs maintenance and repairs to parks, green spaces, and public facilities, including but not
limited to mowing, string trimming, fertilizing, leaf removal, snow removal, spraying pesticides,
grading and seeding turf areas, pruning, weeding, watering, drinking and decorative fountains,
shelters, restrooms, janitorial cleaning, playgrounds, park amenities, sidewalks, parking lots,
medians, skating rinks, aquatic center, etc.

e Prepares and maintains athletic fields and facilities for sporting events including, but not limited
to field lines, pitching mounds and bases, batting cages, bleachers, dugouts, litter, fencing, etc.

e Prepares parks, green spaces, and other City-owned areas for community events.

e Performs landscaping operations such as planting, maintenance and removal of trees, shrubs,
flowers, and turf.

e Performs custodial work for municipal buildings and grounds to include cleaning, refuse removal,
mopping, sweeping, window washing, etc.

e Prepares routine records on work and equipment.

o Attends meetings, workshops, and training as directed.

e Provides excellent customer service; promotes and maintains responsive community relations.

Page 1 of 3
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Forestry
e Assists with arboricultural maintenance duties to City-owned trees including, but not limited to
tree removals, emergency tree work, planting, transplanting, pruning, fertilizing, watering,
chemical treating, chipping, and stump grinding. This includes work in elevated locations
including a bucket truck.
e Ensures proper safety procedures and equipment are used for the protection of pedestrians,
traffic, other workers, and self.
Cemetery
e Maintain buildings and grounds, structures, fences, trees, shrubs, flowers, and flags.
e Performs landscaping activities including mowing grass, sweeping, and raking grounds, planting
and trimming trees and shrubs.
e Assists with burial openings and closing and services. This includes occasional weekend work.

Performs other duties as directed by the Building & Grounds Superintendent.

ESSENTIAL KNOWLEDGE, SKILLS, AND ABILITIES

e Ability to understand and follow complex oral and written instructions.

e Ability to establish and maintain effective working relationships with others.

e Ability to perform difficult physical tasks for extended periods of time in all weather
conditions.

e Ability to lift 75 pounds.

e Skilled in the safe & effective operation, care, & maintenance of assigned equipment & tools.

Experienced in mowing.

Proficient in performing general maintenance work.

Experienced in equipment repair.

Proficient electrical and carpentry skills.

REQUIRED EXPERIENCE, EDUCATION AND TRAINING

e Graduation from high school (or GED)

e Must possess and maintain valid driver’s license without infractions

e Experience in construction, electrical, plumbing, maintenance, equipment repair, forestry,
horticulture or any equivalent combination of training and experience which provides the
necessary knowledge, abilities, and skills.

e Possession of a valid Wisconsin Commercial “Class A” Driver’s License (CDL) without air brake
restrictions is highly preferred.

SUPERVISION/DECISION MAKING: This position reports to and receives direction from the Buildings &
Grounds Superintendent. This position will act as a team lead to both permanent and seasonal Buildings
and Grounds employees.

PHYSICAL DEMANDS & WORK HOURS: The physical demands described here are representative of those
that must be met by an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Page 2 of 3
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The position is principally performed in an outdoor setting subject to all weather and environmental
conditions; exposed to wet, humid, cold, or hot weather conditions. Fieldwork involves standing, walking,
carrying tools and materials, and operation of lawn care and outdoor equipment.

The position requires the ability to use hands to manipulate and operate objects, tools, or controls; sit,
stand, climb, crouch, kneel, and walk for extended periods; lift and/or move objects weighing up to 75
pounds; shovel, rake, dig, climb ladders, operate mowers, tractors, trucks, and other equipment.

Work hours are generally from 6 AM — 3:30 PM Monday-Thursday and 6:00AM — 10AM Friday.
Seasonal workload may extend hours beyond the normal forty-hour work week. This position is
subject to occasional work on weekends.

The City of Richland Center is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act,
the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the employer.

This job description does not constitute an employment agreement between the City and the employee. This job
description is intended to describe the functions and minimum requirements for the performance of this job. It is not
to be construed as an exhaustive statement of all duties, responsibilities, or requirements. In addition, the City reserves
the right to add, change or delete functions of this position at any time. This job description supersedes all previous job
descriptions for this position.

Page 3 of 3

12




	Top
	Item 1.	December 19, 2022 Meeting Minutes
	Personnel 12.19.22

	Item 3.	Social Media Policy
	DRAFT.Social.Media.Policy.Edits.for

	Item 6.	Lead Maintenance Worker
	Buildings & Grounds Lead Maint Worker January 2023

	Bottom

