
A GE N D A FOR TH E RE GUL A R M E E TIN G OF TH E
FIN A N C E /P E RSON N E L C OM M ITTE E

D ateandTim e: Tuesday,January 28,2020 6:00P .M .
L ocation: C ityH all,C om m itteeRoom #205,101SouthB lvd.B araboo
M em bersN oticed:JoelP etty,D ennisThurow,JasonKent
OthersN oticed: D epartm entH eads(agenda only),K.D owning,M .P alm,B .Zeman,P ostat

L ibrary,M edia
1. C allM eetingtoO rder

a. RollC allofM embership
b. N otecompliancewithO penM eetingL aw.
c. A pproveJanuary14,2020minutes.
d. A pproveagenda.

2. A ctionItems
a. A ccountsP ayable–Review andrecom m endationtoC om m onC ouncilonpaying$

(Thisinform ationwillbeavailableonM onday,January27th)

b. Review andrecom m endationforapprovingC D B G $1,000,000grantapplication towardslibrary
expansion project.

c. Review andrecom m endationtoC om m on C ouncilforapprovingpay gradeincreaseforO ffice
A ssistant-A ccountantsin theFinanceD epartm ent.*

d. Review andrecom m endationtoC om m on C ounciltoapproveupdatestotheE m ployee
H andbookfortheC ity’sFM L A policyandH oliday policy.*

3. Inform ation Item s–
1. Inform ation presentation anddiscussion ofapossiblerateincreaseforparkingcitations.

4. A djournm ent
JoelP etty,C hairperson

*Item onnextregularlyscheduledC ommonC ouncilM eetingA genda A gendapreparedbyD .M unz& postedon 01/24/2020

P L E A SE TA KE N OTIC E thatany person who hasaqualifyingdisability asdefined by theA m ericanswith D isabilitiesA ctthatrequiresthem eetingorm aterialsatthe
m eetingtobeinanaccessiblelocationorform at,shouldcontacttheM unicipalC lerk,101SouthB lvd.,B araboo,W Iorphone(608)355-2700,duringregularbusinesshours
atleast48hoursbeforethem eetingsothatreasonablearrangem entscanbem adetoaccom m odateeachrequest.

FOR IN FORM A TION ON L Y A N D N OT A N OTIC E TO P UB L ISH

MEMBERS not
attending must notify
the Chairperson at least
24 hours before the
meeting.
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Finance/Personnel Committee–Dennis Thurow Committee Room, #205 January 14, 2020
Members Present: Petty, Thurow, Kent
Absent:
Others Present: Mayor Palm, Adm. Downing, E. Truman, B. Zeman, M. Hardy

Call to Order –Ald. Petty called the meeting to order at 6:15 p.m. noting compliance with the Open Meeting Law. Moved by
Kent, seconded by Thurow to approve the minutes of December 10, 2019 and carried unanimously. Moved by Kent,
seconded by Thurow to approve the agenda and carried unanimously.

Action Items
a) Accounts Payable – Moved by Kent, seconded by Thurow to recommend to Council for approval of the accounts

payable for $7,744,795.87. Motion carried unanimously.

b) Approve Bike Wisconsin to use the Civic Center for overnight camping on the evening of June 18, 2020 and set
fees at $620 M. Hardy explained that this is the third year that Bike Wisconsin has requested the Civic Center for an
overnight stay. This event includes about 100 bikers; they enjoy their stop in Baraboo and visiting the downtown area.
This needs approval because 1) they are camping on City property and 2) the full rental for the Civic Center would be
$1,240 and the Park & Recreation Commission is recommending $620 as a fee. This fee more than covers our expenses.
Motion by Kent, seconded by Thurow to recommend to Council for action. Motion carried unanimously.

Informational Items
a) City Attorney reported on insurance claims:

i. Claim settlement for $320.73 with Deb Dunke for motor vehicle damage

Adjournment – Moved by Kent, seconded by Thurow and carried to adjourn at 6:28pm.
Brenda Zeman, City Clerk
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Phone: (608) 355-2715
Office of City Administrator Fax: (608) 355-2719

101 South Blvd, Baraboo, WI 53913 E-Mail: kdowning@cityofbaraboo.com

January 28, 2020

To: Finance Committee
From: Kennie Downing, City Administrator

Jessica Bergin, Library Director

Date: January 28, 2020
Re: Should the City apply for a CDBG grant application for the Library Expansion?

At the request of the Library Board, staff is seeking the Finance Committee’s determination whether
the City should apply for a CDBG grant for $1,000,000 to help fund the Library Expansion project.

The Community Development Block Grant (CDBG) is a federal program that grants up to $1,000,000
for local projects. The library expansion qualifies for this funding, however under the grant guidelines
the City must be the lead agency; the Library Board can’t apply for this grant on their own.

Benefits vs. Drawbacks of utilizing CDBG funding for the Library:
Benefits: Award of $1,000,000 toward the Library project. The question remains:
1. Does the City use the $1M to reduce the City’s contribution of $6 million to $5 million?
2. Does the City give the complete $1M to the Library construction fund for additional amenities

to be determined by the Library Board?
3. If the library board is paying for a consultant to administer the grant out of their building

fund, they would probably expect to have complete or partial control to determine how the
grant award funds are spent. Currently the library has $10.1 million covered, including the $6
million from the city. The project estimate from the architects are $10.4 mil for the basic
project, with an additional $600,000 needed for outdoor features and finishes, as well as the
renewable energy technology. So with those costs its an $11 million project- and the grant
funds would cover that almost exactly.

Drawbacks:
Because CDBG is a federal program, the entire project becomes a federal project which will
increase the cost:
1. Construction costs will increase because contractors are required to pay Prevailing Wages. We

estimate the increase in wages will raise the construction costs about 10%. For example, a
$10,000,000 budgeted project will increase by $1,000,000 to total an $11,000,000 project
which negates the financial benefit of getting the CDBG grant in the first place.
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2. The City/Library would have to pay a consultant to administer the grant which is too
complicated and cumbersome for City staff to take on. The consultant fee is approximately
$50,000-70,000.

3. If the CDBG grant is awarded for the library project, no other city projects could apply for
this grant again until 2 years have passed.

City staff is requesting direction on whether the City should apply for the CDBG grant or not. The
Finance Committee’s determination will be reported back to the Library Board.
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S:\Council\Resolutions\2020 Resolutions\1-28-2020 Job Grad Change Office Asst.docx

NBR-1

RESOLUTION NO. 2019 - Dated: January 28, 2020
The City of Baraboo, Wisconsin

Background: The City’s Finance Department staff has historically included one employee in a “Grade 5” position
and one employee in a “Grade 3” position. A Grade 5 employee has more responsibility and duties than a Grade
3 employee has, and receives additional compensation for being in a higher grade.

Given the timing of staff turnover that occurred in the Department in the past few years, two very good candidates
ended up being hired as Grade 3 employees. At the time, this was suitable and in alignment with the Classification
and Compensation Plan created for the City by GovHR in 2017 which found that the Office Assistant/Accountant
position in the Finance Department was best classified as a Grade 3. However, job duties and responsibilities for
both current Grade 3 employees (Bonnie and Jessie) have substantially increased since 2017 causing a need to seek
a Grade increase and position title change.

In November of 2018, the Finance Director provided a memorandum to then City Administrator, Ed Geick,
describing the increase in duties. That memorandum and a proposed job description is attached. A job factor
analysis was performed by Ed which resulted in a Grade increase from Grade 3 to Grade 4 for both current Grade
3 positions. The position title also changed from Office Assistant-Accountant to Finance Assistant-Accountant

It is being recommended that both current Grade 3 Finance Department employees receive a change in grade and
a title change, effective January 1, 2020.

Note: ( one) [ ] Not Required [x ] Budgeted Expenditure [ ] Not Budgeted
Comments:

NOW, THEREFORE, BE IT RESOLVED by the Common Council of the City of Baraboo, Sauk County,
Wisconsin:

THAT, the two current Grade 3 positions in Finance be increased to Grade 4 with a change in position title from
“Office Assistant-Accountant” to “Finance Assistant-Accountant” be approved, with a January 1, 2020 effective date.

Offered by: Finance Committee Approved:
Motion:
Second: Attest:
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NBR - 2

RESOLUTION NO. 2019 - Dated: January 28, 2020
The City of Baraboo, Wisconsin

Background: The City’s Employee Personnel Policy & Procedure Handbook (“Handbook”) was approved
by the Council on March 13, 2018 and last updated on August 13, 2019. The Handbook is intended to be a
living document that can be easily updated and modified to stay current with law and practice. Section 1.03,
Handbook Updates, provides that major updates to the Handbook must be submitted to the
Finance/Personnel Committee for review and then require a resolution by Council.

At this time, the following major modifications are being proposed for adoption:

 Section 3.04, Family and Medical Leave Act (“FMLA”)
o Eliminate unnecessary language and instead incorporate and refer to the required federal

and state language re: employee usage of FMLA
o Redefine the 12-month period from the current definition of a calendar year to a 12-

month look-back period.
 Employees will still be entitled to take up to 12-weeks of Family Medical Leave

in any 12-month period, but eliminates the possibility of an employee taking off
the last 12-weeks of a calendar year plus the first 12-weeks of the following
calendar year (resulting in up to a total of 24 consecutive weeks off).

 Section 3.08, Holidays
o Addition of Martin Luther King Jr. Day as a paid City Holiday.

Note: ( one) [X ] Not Required [ ] Budgeted Expenditure [ ] Not Budgeted
Comments:

NOW, THEREFORE, BE IT RESOLVED by the Common Council of the City of Baraboo, Sauk County,
Wisconsin:

That the City’s Employee Personnel Policy and Procedure Handbook is updated as follows:

 Section 3.04, Family and Medical Leave Act (“FMLA”)
o Eliminate unnecessary language and instead incorporate and refer to the required federal and

state language re: employee usage of FMLA
o Redefine the 12-month period from the current definition of a calendar year to a 12-month

look-back period.

 Section 3.08, Holidays
o Addition of Martin Luther King Jr. Day as a paid City Holiday.

Offered by: Finance/Personnel Committee Approved:
Motion:
Second: Attest:
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EMPLOYEE HANDBOOK SECTION 3.04
DRAFT CHANGES – 1/17/2020

3.04 Family and Medical Leave Act (“FMLA”) 1

A. Policy. This policy is intended to conform to, and not exceed, the requirements of the federal and state

Family and Medical Leave Acts (“FMLA”). This policy does not specifically repeat every provision of the

federal or state FMLA statutory or regulatory requirements, but does incorporate the federal and

state laws fully herein as required by law.2 Family and medical leave (“FML”) taken under this policy

may be covered by federal law, by state law, or both. When FML is governed by both federal and state

law, the more generous provision will control in the event of a conflict. However, when FML is governed by

state or federal law, but not both, the applicable law will control under this policy. In this regard,

employees should note that certain FML may be covered by both state and federal law for only a

portion of the leave.

Posters summarizing the benefits required to be provided under federal and state law can be found with

other employment related postings.

B. Procedure.
1. Eligibility Requirements.

a. To be eligible for FML under federal law, an employee must have been employed by the City
for at least 12 months and have worked at least 1,250 hours during the 12-month period
immediately preceding the commencement of the requested leave.

b. To be eligible for FML under state law, an employee must have been employed for more than
52 consecutive weeks and have been paid for at least 1,000 hours.

c. The kind and amount of FML available to an employee under this policy, as well as an
employee's rights during FML, depends on whether the employee meets one or both of these
requirements. Exceptions to these requirements will be made only by separate written policy
of the City.

2. Types of Leave Available. It is City policy to treat use of FML under this policy as simultaneous use
of state and federal leave entitlements whenever appropriate and permitted by law.

3. Circumstances When Applicable. The City provides FML for eligible employees under the
following circumstances.
a. Birth of the eligible employee's child and to care for a newborn child;
b. Placement with the eligible employee of a child for adoption and, under federal law, foster

care;
c. Care administered to an eligible employee's spouse, son, daughter, parent, parent-in-law and

domestic partner (§103.10(1)(ar), Wis. Stat.), with a serious health condition;
d. Inability of the eligible employee to perform the functions of his/her job because of a serious

health condition;
e. Care for a service member – up to 26 workweeks (Form WH-385) (see 29 CFR 825.127(c));
f. Leave because of a qualifying exigency (Form WH-384) (see 29 CFR 825.126);
g. When receiving continuing treatment (see 29 CRF 825.115): Employee is treated 2 or more

times within 30 days (of the first day of incapacity) and employee is treated on at least one
occasion within 7 days (of the onset of the condition) and requires continuing treatment.

1 First adopted on 01/11/1994, Resolution 94-05; Revised on 09/12/2000, Resolution 2000-90
2 29 CFR 825 and §103.10, Wis. Stat.
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EMPLOYEE HANDBOOK SECTION 3.04
DRAFT CHANGES – 1/17/2020

h. BONE MARROW AND ORGAN DONATION LEAVE: The Wisconsin Bone Marrow and Organ
Donation Leave Act provides qualifying employees with the right to take up to six weeks in a
12 month period of job-protected leave, with continued medical benefits, when they need
time off from work for the purpose of serving as a bone marrow or organ donor. To qualify
for Bone Marrow and Organ Donation Leave an employee must have worked for the City of
Baraboo for more than 52 consecutive weeks and have worked at least 1,000 hours during
the preceding 52-week period. If an employee intends to take leave for the purpose of serving
as a bone marrow or organ donor, the employee must do the following:

i. Make a reasonable effort to schedule the bone marrow or organ donation
procedure so that it does not unduly disrupt the City’s operations, subject to the
approval of the health care provider of the bone marrow or organ done.

ii. Give the City advance notice of the bone marrow or organ donation.
iii. Submit a request for Family Medical Leave.

4. Amount of Leave Available.
a. Under federal FMLA, an eligible employee is entitled to a total of 12-weeks of leave during a

12-month period.
b. Under state FMLA, an eligible employee is generally entitled to:

i. In a 12-month period, six weeks of FML for:
1. The birth of the employee's natural child if the leave begins within 16 weeks

of the child's birth.
2. The placement of a child with the employee for adoption or as a precondition

to adoption under §48.90(2), Wis. Stat., but not both, if the leave begins
within 16 weeks of the child's placement.

ii. In a 12-month period, two weeks of FML for to care for the employee's child, spouse,
domestic partner, or parent, if the child, spouse, domestic partner, or parent has a
serious health condition.

iii. In a 12-month period, no employee may take more than eight weeks of FML for any
combination of reasons.

c. The 12-month period utilized by the City in applying this policy is a “rolling” 12-month period
measured backward from the date an employee uses any FML. The City “looks back” over the
last 12-months, adds up all the FML time the employee has used during the previous 12-
months and subtracts that total from the employee’s 12-week federal FML allotment and/or
applicable state leave allotment. When calculating an employee’s available FML leave, the
employee’s remaining available balance is 12-weeks (or applicable state FML available
balance) minus whatever portion of FML leave the employee used during the 12-months
preceding that day.

5. Manner in which Leave can be taken. FLA available under this policy may be taken in full,
intermittently (e.g., one week at a time) or on a reduced leave schedule (e.g., consecutive hours
at a time) under certain circumstances.

6. Compensation during Leave. Generally, FML is unpaid leave. However, the FMLA permits an
eligible employee to choose to substitute accrued paid leave for FML. If an employee does not
choose to substitute accrued paid leave, the City may require the employee to substitute accrued
paid leave for unpaid FML. See 29 CFR 825.207 and § 103.10(5)(b), Wis. Stats.

7. Continuation and Accrual of Benefits.
a. Employees will remain eligible for health insurance benefits under the City’s group health plan

during FML under the same conditions as coverage would have been provided if the employee
had been continuously employed during the entire leave.

b. During FML, the City will pay any portion of the premiums for coverage that it was responsible
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EMPLOYEE HANDBOOK SECTION 3.04
DRAFT CHANGES – 1/17/2020

for paying immediately prior to the leave. The employee must continue to pay his/her share
of health coverage as provided in the City health plan. If paid leave is not substituted for unpaid
leave, the employee must pay his/her share of premiums to the City Treasurer by the same
time payment would have been made for such premiums through payroll deduction. If paid leave
is substituted for unpaid leave, the employee's share of the premiums will be paid by the same
method used during paid leaves of absence, i.e., by payroll deduction. Employees should check
with the City Clerk concerning arrangements for making employee payments for health
insurance during leaves.

c. The City reserves the right to require employees to place up to eight (8) weeks of premiums
in escrow prior to FMA, pursuant to state law, or to discontinue coverage if premiums are
received from employees more than thirty (30) days late, pursuant to federal law, to the
extent permitted by law.

d. Employees will not accrue seniority or any other employment benefit during FLA, except that
such benefits will accrue if employees elect to use other leaves provided by the City pursuant
to Section 3, Benefits, of this Handbook, and if such benefits would normally accrue during
that leave.

8. Required Advance Notice.
a. Employees must provide the City with notice in a reasonable and practicable manner before

taking FML if the need for leave is foreseeable, e.g., an expected birth, placement or adoption
or foster care, or planned medical treatment for a serious health condition of the employee or
of a family member. When requesting partial or intermittent FML in connection with child
birth or adoption, the employee must provide at least as much notice as the City requires for
making other non-emergency or non-medical leave, as well as a definite schedule for the
leave. When advance notice is not practicable due to uncertainty as to when leave will be
required to begin, a change in circumstances, or medical emergency, notice must be given as
soon as practicable. Employees are encouraged to provide a written request for FML, the
reasons for the requested leave, and the anticipated beginning date and duration of the leave.

b. When planning medical treatment, the employee should consult with the HR Director and
make a reasonable effort to schedule the leave so as not to disrupt unduly the City's
operations, subject to the approval of the employee's health care provider. Employees are
ordinarily expected to consult with the HR Director in order to work out a treatment schedule
which best suits the needs of both the City and the employee.

c. When an employee is absent for three (3) consecutive days or more, the HR Director must be
notified by the employee’s supervisor so that the employee can be given the opportunity to
apply for FML.

9. Medical Information Required. The City requires that an employee's request for leave to care for
the employee's seriously ill spouse, domestic partner, son, daughter, or parent, or due to the
employee's own serious health condition that makes the employee unable to perform the
functions of the employee's positions, be supported by certification issued by the health care
provider of the employee or the employee's ill family member. The City reserves the right to require
certification consistent with the Department of Labor form related to certification of leave and
definition of a serious health condition (Certification of Physician Form). That form is available
from the HR Director.
a. An employee's failure to make a timely and responsive certification may result in denial of the

leave requested until such certification is provided. Further, failure to provide such
certification may be the basis for denial of continued leave or qualification of the leave as
FMLA leave. The City will be entitled to receive re-certification to the extent permitted by law.

b. An employee on FML will report, orally or in writing, to the HR Director every thirty (30) days
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EMPLOYEE HANDBOOK SECTION 3.04
DRAFT CHANGES – 1/17/2020

concerning his/her status and intention to return to work.
10. Bonuses. See 29 CFR 825.215(c)(2).
11. Light Duty. See 29 CFR 825.220(d).
12. Employer Notice Requirements. See 29 CRF 825.300.

a. Notices.
i. General Notice (WH Publication 1420). Must be accessible to applicants and employees,

and distribution to employee must be via handbook or each new hire (can be electronic).
ii. Eligibility and Rights and Responsibilities Notice (WH-381). Must be given within 5

business days of an employee request for leave for an FMLA qualifying reason. The

appropriate certification form should be sent with the notice.

iii. Designation Notice (WH-382). The designation must indicate that the leave is FMLA

qualifying or does not qualify and specify the reasons for not qualifying, and must also

specify the amount of leave that will be FMLA, and must state whether a fitness for duty

certification will be required.

iv. Medical Certification Forms (WH-380E and WH-380F). See 29 CRF 825.305 and

825.307(a) for the employer’s right to contact the employee’s health care professional.

b. Second/Third Opinions: See 29 CFR 825.307

c. Recertification: See 29 CRF 825.308.

13. Fitness for Duty Certification. See 29 CFR 825.312.
14. Definitions Used in the Policy. See 29 CFR 825.102 and §103.10, Wis. Stats.

15 of 18



EMPLOYEE HANDBOOK SECTION 3.08
DRAFT CHANGES – 1/17/2020

3.08 Holidays

A. Policy. Employees working less than full-time are eligible for holiday pay equal to a proration of their
annual hours worked. All regular full-time employees eligible under the State of Wisconsin Retirement
System (WRS) will receive 8 hours of pay for the following holidays:

New Year's Day Friday before Easter Memorial Day Independence Day
Labor Day Thanksgiving Day Friday after Thanksgiving Day before Christmas
Christmas Day Floating Holiday (requires Supervisor’s approval) Martin Luther King Jr.

Day

B. Procedure.
1. In the event a holiday falls on a Saturday, the holiday will be taken the preceding Friday. In the

event the holiday falls on a Sunday, the succeeding Monday will be taken as the holiday.
2. Because the City observes both Christmas Eve and Christmas Day as holidays, having one or both

of these holidays occurring on a weekend presents a situation that requires clarification in terms
of which days of the week will be used to observe these holidays:
a. When Christmas Eve falls on a Friday and Christmas Day falls on a Saturday the City will

observe them as follows: Christmas Eve will be observed on Thursday; Christmas Day will be
observed on Friday.

b. When Christmas Eve falls on a Saturday and Christmas Day falls on a Sunday, or when
Christmas Eve falls on a Sunday and Christmas Day falls on a Monday, the City will observe
them as follows: Christmas Eve will be observed on Friday; Christmas Day will be observed on
Monday.

c. Any holiday occurring during an employee's vacation will not be considered as a day of
vacation.

d. Police Department employees covered by a collective bargaining agreement shall refer to
their agreement for additional information.

3. New employees shall not be entitled to holiday pay the first thirty calendar days after hire.
4. Except as expressly allowed by the City Administrator, employees may not take personal holiday

time that has not been earned and included in their time off bank.
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Parking Citation Rate Study
Conducted: 1/22/2020
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