
Human Resources & Information Technology Committee

City of Appleton

Meeting Agenda - Final-revised

100 North Appleton Street 

Appleton, WI  54911-4799

www.appleton.org

Council Chambers, 6th Floor6:30 PMWednesday, August 11, 2021

1. Call meeting to order

2. Roll call of membership

3. Approval of minutes from previous meeting

21-1147 Minutes from 7-28-21

Minutes 7-28-21.pdfAttachments:

4. Public Hearings/Appearances

5. Action Items

21-1088 Request to approve Police department table of organization modification 

to move one Communication Specialist to a newly created Crime Analyst 

position and move reporting structure for two areas.  

 

Police TO modification memo.pdf

Police DRAFT 7.21.21.pdf

Attachments:

21-1146 Request to approve Police to over hire position of Lieutenant for remainder 

of 2021 and into early 2022.  

 

Police LT over hire request 2021.pdfAttachments:

21-1151 Request to approve Fire department to over hire position of Fire Protection 

Engineer.  

 

Fire Protection Engineer Over Hire.pdfAttachments:

21-1145 Request to approve Health Reimbursement Account administrator change 

to MidAmerica.  

 

PEHP recommendation change memo.pdf

2021 AndCo RFP Recommendation letter.pdf

Attachments:
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August 11, 2021Human Resources & Information 

Technology Committee

Meeting Agenda - Final-revised

6. Information Items

21-1179 Health Officer hiring process.

 

Health Officer Hiring Process.pdf

Health Officer State of Wisc letter.pdf

Health Officer email.pdf

Attachments:

21-1148 Changes to Ergonomic Policy

 

Ergonomics Policy 2021.pdfAttachments:

21-1149 Recruitment Status Report 8/5/21

 

RSR thru 8-5-21.pdfAttachments:

7. Adjournment

Notice is hereby given that a quorum of the Common Council may be present during this 

meeting, although no Council action will be taken.

Reasonable Accommodations for Persons with Disabilities will be made upon Request 

and if Feasible.

Questions on agenda contact Director Ratchman at 832-6426.
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100 North Appleton Street 

Appleton, WI  54911-4799

www.appleton.org

City of Appleton

Meeting Minutes

Human Resources & Information 

Technology Committee

6:30 PM Council Chambers, 6th FloorWednesday, July 28, 2021

Call meeting to order1.

Roll call of membership2.

Thao, Fenton, Alfheim and SmithPresent: 4 - 

HartzheimExcused: 1 - 

Approval of minutes from previous meeting3.

21-0958 Minutes from 7/14/21

Minutes 7-14-21.pdfAttachments:

Smith moved, seconded by Alfheim, that the Minutes be approved. Roll Call. 

Motion carried by the following vote:

Aye: Thao, Fenton, Alfheim and Smith4 - 

Absent: Hartzheim1 - 

Public Hearings/Appearances4.

Action Items5.

21-0830 Request to approve Information Technology to overhire position of Help 

Desk Analyst.

Help Desk Overhire Request 2021.pdfAttachments:

Smith moved, seconded by Thao, that the Report Action Item be recommended 

for approval. Roll Call. Motion carried by the following vote:

Aye: Thao, Fenton, Alfheim and Smith4 - 

Absent: Hartzheim1 - 

Information Items6.

Page 1City of Appleton

http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=17708
http://cityofappleton.legistar.com/gateway.aspx?M=F&ID=8fd40d69-efd0-4e22-8a57-b8945b1332d3.pdf
http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=17580
http://cityofappleton.legistar.com/gateway.aspx?M=F&ID=044759fa-3f4d-4e5f-b204-c7c63889db03.pdf


July 28, 2021Human Resources & Information 

Technology Committee

Meeting Minutes

21-1062 Mid year budget report for Information Technology.

IT Department Mid-Year Report 2021.pdfAttachments:

This Report was received and filed

21-1063 Recruitment status report 7/22/21

RSR thru 7-22-21.pdfAttachments:

This Report was received and filed

Adjournment7.

Smith moved, seconded by Alfheim, that the meeting be adjourned. Roll Call. 

Motion carried by the following vote:

Aye: Thao, Fenton, Alfheim and Smith4 - 

Absent: Hartzheim1 - 
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                                                                                            Chief Todd Thomas  

                   Appleton Police Department  
                      222 South Walnut Street 

     Appleton, WI  54911                                       
                                   

Core Values of the Appleton Police Department: “Compassion, Integrity, Courage” 

 

                             

To:  Alderperson Fenton, Human Resources and IT Committee Chairperson 

    

From:  Chief Todd Thomas  

  

Date:   July 21, 2021 

 

Subject: Police Department Table of Organization Modification Request 

 

We constantly review processes, programs, and our organizational structure to make sure we are delivering police 

services in the most efficient way. I am presenting the following three recommendations to you and requesting approval 

for the modifications to our table of organization.  

 

1. Move one Police Communication Specialist (PCS) position to a Crime Analyst (CA) in the Investigative Services 

Unit.  

 

This is the culmination of a process we have been undertaking for several years.  Our APD Staffing Plan included doing a 

feasibility study during 2018 and 2019, to evaluate creating a full time Crime Analyst position. Prior to this, we were not 

able to identify crime patterns, frequent offenders, or habitual nuisance addresses as quickly and effectively as we 

should because we did not have that specialist.  We worked with other local police agencies who have full time crime 

analyst, mainly Oshkosh, Green Bay and WI DOJ, to develop our program.  During the pilot period it has been a part time 

duty for one of our current PCS employees. We are requesting to make that position a full time Crime Analyst and 

remove it from the PCS unit. This will not impact the services of our PCS unit at all because we have adjusted the hours 

and work shifts of the unit members.    

  

It is anticipated that this new position will eventually be at a pay grade above the PCS position, but that would not occur 

until after the position has been in place for one full year and Human Resources does an analysis.  There will be no 

financial impact at this time.  

 

2. Move the Community Resource Unit under the Downtown District Command.   

3. Rename the Operations Coordinator Lieutenant to Professional Development Coordinator and move it under 

the Northern/Southern District Command.   

 

This is switching who these positions report to so that the workload for the District Commander’s is balanced and they 

are supervising the areas that they have more knowledge and experience in.  There will be no financial impact, it is a 

lateral switching of the supervision of units.   

 

We will constantly review programs, processes, and our organizational structure. We also know that it takes time for 

changes to take hold so that we can truly determine if the anticipated benefits outweigh the unintended consequences. 

I will review the impact of any change that is approved and report back to the Council if there are any concerns.    

 

Respectfully Submitted,  

 

Chief Todd Thomas 

 



DRAFT 7/21/21

1.0 - POLICE CHIEF

 

1.0 – Executive Assistant 
to Chief 

 
1.0 – Assistant Police Chief

 

Northern/Southern 
District

 1.0 - Captain

Downtown & OPS

1.0 - Captain 

5.0 - Lieutenant

30.0 – Officer

Investigations
and Support Services

1. 0 - Captain

1.0 - Fiscal 
Resources Manager

 

1.0 - Administrative 

Support Specialist
 

ISU

1.0 – Lieutenant
 10.0 – Officers

ID Unit
3.0 – Forensic Evidence 

Specialist

 
1.0 - Administrative 

Services Supervisor

 

1.0 – Lead Admin Support 

Specialist
10.0 - Administrative Support 

Specialist

SRO

1.0 – Lieutenant
12.0 – School Resource 

Officer

Special Investigations Unit
1.0 – Lieutenant

6.0 - Officer

Support Services
1.0 – Lieutenant

1.0 – Officer

1.0 – Admin Support 
Specialist

5.0 – Lieutenant
29.0 – Officer

OPS Coord

1.0 – Lieutenant 

1.0 – Officer
1.0 – Lead CSO

*12 - CSO

1.0 – Lead Communication 

Specialist
5.0 6.0– Communication Specialist

CRU 

1.0 – Lieutenant
3.0 - Officer

PDC

1.0 – Lieutenant

1.0 – Crime Analyst  



                                                                                            Chief Todd Thomas  

                   Appleton Police Department  
                      222 South Walnut Street 

     Appleton, WI  54911                                       
                                   

Core Values of the Appleton Police Department: “Compassion, Integrity, Courage” 

 

 

To:  Alderperson Fenton, Human Resources/IT Committee Chairperson 

    

From:  Chief Todd Thomas  

  

Date:   July 21, 2021 

 

Subject: Police Department “Over hire” for 2021 

 

 

I am requesting an “over hire” for 2021.  This is not the addition of a new position or a new hire, it is the 

early promotion of an officer on our current promotional list to the rank of Lieutenant in anticipation of 

the pending retirement of a current Lieutenant in early 2022.  

 

The Police Department currently operates with a Table of Organization that includes 12 Patrol 

Operations Lieutenants.  This year we have three new Lieutenants who are working the late afternoon or 

night shift.  The Lieutenant who provided his retirement notice is the most senior Lieutenant we have 

who has extensive supervisory experience and knowledge that we need to transfer to our new 

supervisors. He provided this unusual early notice because he understands the importance of this over 

hire. With his retirement, we will have 4 of our 12 Patrol Supervisors with less than a year of 

experience.  This is 33% of our patrol supervisory staff, but more significantly it is 100% of our late 

afternoon and night shift supervision.   

 

These supervisors are exclusively the only city supervisors working during the evening and overnight 

hours, the decisions they make impact not only the police department but the services and liability of the 

entire city.     

 

For us to have a successful transition and development of this new supervisor, and to aid in the 

mentoring of our other young supervisors, I believe the city would greatly benefit from having this over 

hire for this position for the remainder of 2021.   

 

The financial impact of this change will be approximately $7,345. This will be covered from salary 

savings from the three prior promotions this year.  Those promotions replaced senior Lieutenants with 

Lieutenants paid at a new supervisor rate. This savings was over $12,000, which covers the $7,345 cost 

of this move.  

 

Please contact me with any questions.  

 

Respectfully Submitted,  

 

Chief Todd Thomas  
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MEMORANDUM 

August 4, 2021 

To: Alderperson Fenton and Members of the Human Resources & Informa"on Technology Commi&ee 

From: Jeremy Hansen, Fire Chief 

Cc: Ryan Weyers, Deputy Chief 

Re: Fire Protec"on Engineer 

 

The Appleton Fire Department’s current Table of Organiza"on includes one civilian Fire Protec"on Engineer.  We 

recently received no"fica"on that our Fire Protec"on Engineer is planning to re"re January 3, 2022. 

 

The Fire Protec"on Engineer posi"on is responsible for several key func"ons in the Fire Preven"on Division.  One 

responsibility is to review fire protec"on plans.  This cri"cal func"on ensures a high level of customer service for 

development within the city.  The Fire Protec"on Engineer reviews more than 75 plans annually to ensure compliance 

with the Interna"onal Building Code.  It is crucial that the transi"on be seamless to avoid delays or nega"ve impacts on 

projects throughout the city.  Another responsibility is to coordinate school fire drills in the 53 public and parochial 

schools within the city.  This helps to ensure the safety of students during the school day.  Finally, a responsibility of this 

posi"on is to serve on several City commi&ees and boards.  Providing 90 days overlap will allow the incumbent to be 

introduced to these commi&ees and boards with no lapse in service.  

 

In order for us to have a successful transi"on of the du"es and projects, I believe the city would greatly benefit from 

having the incumbent transfer their significant ins"tu"onal knowledge over a 90 day period.  The financial impact for 

this proposal is approximately $30,000.  Sufficient 2021 salary dollars will be available to accommodate this overlap 

based on the lower salary of the new hire. 

 

Job descrip"on a&ached. 

 

Please direct addi"onal ques"ons to Fire Chief Jeremy Hansen 920-832-1710. 

  

View our current job openings at governmentjobs.com/careers/appletonwi 

CITY OF APPLETON 

FIRE DEPARTMENT 

(920) 832‐5810 (920) 832‐5830 
700 N. Drew Street 

Appleton, WI 54911 
jeremy.hansen@appleton.org 



 

Page 2 of 4 

 

 

Fire Protection Engineer 

 

Bargaining Unit: Non-Union Exempt 

Class Code: 

250-6 (CC-3) 

CITY OF APPLETON 

Revision Date: May 28, 2015 

SALARY RANGE 

$28.83 - $43.25 Hourly 

$59,966.40 - $89,960.00 Annually 
  

 

NATURE OF WORK: 

This is a professional position responsible for the development, delivery, and administration of Fire Protection 

engineering issues related to local, state, and national fire and life safety codes and standards in the community.  The 

position requires use of a considerable amount of judgment and includes interpretation and analysis of performance-

based fire protection designs and systems within buildings.  The work involves ensuring concept, site, architectural and 

engineering plans submitted for buildings and other development projects are reviewed for compliance with 

appropriate fire and life safety code requirements. The incumbent works under the direction of the Battalion Chief of 

Prevention and Public Education.                                                                                     

  

 

JOB FUNCTIONS: 

 

ESSENTIAL JOB FUNCTIONS 

• Develops standards and practices for technical fire protection/detection system plan reviews, conducts the 

reviews and oversees the associated inspection follow-up. 

• Conducts routine and special fire inspections of public, commercial, residential, assembly, and target hazard 

occupancies, i.e., schools, day cares, hospitals, high-rises, nursing homes, care facilities, hazardous processing, 

storage, etc. ensuring compliance with local and state codes, and nationally recognized good practices and 

standards. 

• Recommends prevention plans and strategies to address general and specific fire and life safety problems in the 

community based on national standards and state/local fire and building codes. 

• Recommends code and ordinance changes to enhance fire and life safety in the community. 

• Provides technical assistance to property owners, architects, contractors, and others in interpreting and 

complying with fire and life safety codes and standards. 

• Enforces code requirements and, where necessary, issues corrective notices and/or citations. 

• Inspects multifamily residential properties and other public buildings both during construction and after 

occupancy is granted. 

• Prepares position statements regarding variance requests to fire prevention codes and standards for review and 

approval by the Battalion Chief of Fire Prevention and Public Education. 

• Works with other City Department managers on new developments, plats, licenses, ordinances, etc.  

• Develops training for department employees to develop and enhance prevention and inspection skills. 

• Maintains regular punctual and predictable attendance, works overtime and extra hours as required. 

 

OTHER JOB FUNCTIONS 

• Provides advice, guidance, and direction to fire personnel in maintenance tasks relating to fire and life safety. 

• Maintains records and answers correspondence regarding false alarms and fire prevention codes. 
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• Maintains effective records and documentation of actions and assessments related to fire prevention in new 

and existing buildings and developments.           

• Recommends changes to policies and SOP's as may be necessary to ensure safe and effective operation of the 

Department.        

• Performs various clerical functions including typing, computer entry and communication with the public. 

• Performs support functions at emergency and non-emergency incidents as required. 

• Other job tasks as assigned. 

 

REQUIREMENTS OF WORK: 

Bachelor's degree in Fire Protection Engineering or related field, one to three years fire prevention and building plan 

review experience, certified fire inspector, or any combination of experience and training which provides the following 

knowledge, skills and abilities:             

• Considerable knowledge of fire science, fire behavior and fire protection engineering/technology. 

• Considerable knowledge of codes, laws and ordinances, Wisconsin Revised Statutes and specific fire conditions 

of the City. 

• Ability to obtain and maintain commercial building inspector certification.                           

• Thorough knowledge and understanding of departmental and City safety policies, practices and procedures. 

• Ability to prioritize and oversee multiple projects and staff. 

• Thorough knowledge of departmental and City policies, SOP's and labor agreements.      

• Ability to analyze City's fire prevention needs and identify target hazards.                         

• Ability to read and interpret complex written materials.        

• Ability to prepare concise and accurate oral and written presentations and reports.            

• Ability to establish and maintain effective working relationships with superiors, co?workers, the public, elected 

officials, the business community, and other city departments.                                 

• Ability to operate and utilize all personal protection equipment, tools and other equipment associated with the 

job expectations. 

• Ability to conduct thorough site inspections while projects are under construction, climb ladders and stairs, 

negotiate uneven terrain, and work in a variety of atmospheric conditions that may be encountered.        

• Ability to recognize situations that need action and then take appropriate action as necessary.        

• Ability to resolve conflict at lowest levels.                 

• Ability to work with limited supervision. 

• Wisconsin P.E. Registration or the ability to obtain it is preferred. 

• Valid driver's license and good driving record.                

 

 

COMPETENCIES 

Communication 

Self-directed/Autonomous/Accountable 

Problem Solving 

Technical/Professional/Strategic Skills 

Creative/Innovative 
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JOB TASK ANALYSIS: 

 

 
 





 
 
 
 
 
 
 

 
AndCo Consulting  |  531 W Morse Blvd  |  Suite 200  |  Winter Park, FL 32789  |  (844) 44-ANDCO  |  AndCoConsulting.com 

Clients first. 

MEMORANDUM 
 
To:   Jay Ratchman, City of Appleton Human Resources   
From:   Paul Murray, AndCo Consulting 
Date:   July 30, 2021 
Subject:  HRA Plan Recordkeeper Recommendation 
 
Following the City of Appleton’s engagement of AndCo to provide independent investment consulting 
services to the City’s 457(b) Plan, the City decided to move the Health Reimbursement Account Plans to 
Voya’s HRA plan partner, TASC.  TASC has failed to meet the basic needs of administering the plans, so 
the City asked AndCo to assist with issuing a formal Request for Proposal (RFP) to select a replacement 
for TASC.     
 
Based on information AndCo gathered from discussions with Human Resources about the objectives and 
plan requirements, AndCo developed a comprehensive Request for Proposal and distributed it to three 
qualified vendors that are capable of providing the required services. All three vendors responded with 
comprehensive proposals, competitive pricing and capabilities - so none of the proposals were rejected. 
 
Based on the review of the questions in the RFP and our previous experience in working with these 
providers, we think that any of the providers would do a fine job for the City.   
 
Based on our review and evaluation of the RFP responses and knowledge of the respondents’ 
general administrative and service capabilities, we feel that the best route for the City is to move 
the HRA Plans to Mid America.  The key points of our recommendation include: 
 
AviBen (aka Educators Benefit Consultants) located in Minnesota 

• Prefers use of general Account from The Standard, currently crediting 2.2% 
• No other investment requirements – open architecture  
• Small firm / book of business - $150 million / 80 plans 
• They offer Visa benefit card, replacement card cost $10 
• Initial set up fee $1,250 
• Admin fees of 56 bps, plus ‘System Fee’ of $12 once claims eligible 

ICMA-RC (rebranding as Mission Square) located in DC  

• 1600 plans / 800 different employers  
• They have 7,000 public Defined Contribution plan clients  
• Good employee materials  
• Proprietary funds required.  S3 share class expenses range from 0.59%  to 

1.25%.  Fund performance is average. 
• NO DEBIT CARD 

 



 

AndCo Consulting  |  531 W Morse Blvd  |  Suite 200  |  Winter Park, FL 32789  |  (844) 44-ANDCO  |  AndCoConsulting.com 

 

 

Mid America located in Lakeland, FL 

• Very flexible fund offering – see modeling exhibit (all in expenses = 0.57%)  
• HRA Plan Admin = 43% of their business 
• Partners with AUL for the Fixed Interest Account and Fund platform, crediting 1.8% now 
• 1800 Plans in 33 states / 300-500 clients in WI 
• 581 HRA Plans / $ 663 million 
• They only serve public sector clients 
• Partnered with Groom Law Firm in Washington DC (top notch firm) 
• Debit Cards available 
• $2 per month admin fees for participants not yet claims eligible 
• $1 per month platform fees for participants that are claims eligible  
• Can convert in 60 days or less 
• Best employee materials 

Based on our review, we feel that Mid America is the most consultative firm and they offer the 
most comprehensive services.  We would take out ICMA for not offering debit cards, high fees 
and fund performance.  While AviBen offers open investment architecture, they are a 
significantly smaller firm and just do not have all of the integration that Mid America offers. 

AndCo appreciates the opportunity to assist the City with this search and evaluation. We are confident that 
moving the plans from TASC to Mid America will improve the plan experience for both the plan participants 
as well as the City’s HR staff.    
 
We look forward to continuing to serve the City of Appleton.    
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Melody Rank

From: Jay Ratchman

Sent: Tuesday, August 10, 2021 12:16 PM

To: Melody Rank

Subject: Fw: [NCI] Health Officer Vacancy

Attachments: Interim Health Officer for HR.pdf; Appleton Health Officer Letter May 11 2021.pdf

 

 

From: Culotta, Christopher D - DHS <ChristopherD.Culotta@dhs.wisconsin.gov> 

Sent: Tuesday, August 10, 2021 10:26 AM 

To: Jay Ratchman <Jay.Ratchman@Appleton.org>; Jake Woodford <Jake.Woodford@Appleton.org> 

Cc: Rombalski, Jennifer J - DHS <jennifer.rombalski@dhs.wisconsin.gov> 

Subject: [NCI] Health Officer Vacancy  

  

Mayor Woodford and Mr. Ratchman, 

  

My understanding is there are questions regarding the process to identify an interim health officer at the City of Appleton and 

the coordination with the Wisconsin Department of Health Services, Division of Public Health.  The City of Appleton Leadership 

has been in communication with the Division of Public Health Northeast Region and has provided updates on the hiring 

progress. 

  

A little about me and the Division of Public Health Northeast Region – we work with local health departments and tribes in a 17 

county area that includes 19 local health departments and 3 tribes. 

  

The pandemic has been difficult for staff and public health leaders and currently of the 85 local health departments in Wisconsin 

we have 30+ newer or interim health officers statewide. 

  

To put in perspective for the NE Region – there have been 7 new health officers of the 19 local health departments since 

November 2020. 

  

A review of documentation relating to this situation identifies the following key facts. 

  

Mr. Eggebrecht the former city health officer retired June 4, 2021.   

  

May 11, 2021 I sent the attached letter to the City of Appleton Mayor that discussed the interim appointment and the health 

officer qualifications under Wisconsin Statute 251.05. Copied on the letter include the State Health Officer and Division of Public 

Health Admininstrator and the Office of Policy and Practice Alignment Director. 

  

May 18, 2021, Mr. Ratchman, Mr. Eggebrecht and Mayor Woodford and I had a phone call to discuss health officer qualifications 

and the hiring process. 

  

Mr. Ratchman on June 4, 2021 provided me the resume and interim health officer appointment letter for the City of 

Appleton.  Ms. Jensen has served as the Appleton Health Department Nursing Supervisor since March 2013 and also leads other 

regional public health groups.   
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I have served as the Division of Public Health Northeast Region Director since December 2013 and I have supported/assisted 

many jurisdictions hiring new health officers and my assessment is the City of Appleton has provided updates on the hiring 

progress for a full-time health officer and is making a good faith effort to identify and hire the next health officer. 

  

Please contact me with any questions. 

  

Chris 

  

Christopher Culotta, MPAChristopher Culotta, MPAChristopher Culotta, MPAChristopher Culotta, MPA 

Northeast Region Director & 140 Review Program Supervisor 

Office of Policy and Practice Alignment 

Division of Public Health, Green Bay/Northeast Region 

Wisconsin Department of Health ServicesWisconsin Department of Health ServicesWisconsin Department of Health ServicesWisconsin Department of Health Services 

Christopherd.culotta@wisconsin,gov | (920) 448-5220 

Cell (920) 450-4578 

  

    

NOTICE: This email and any attachments may contain confidential information. Use and further disclosure 

of the information by the recipient must be consistent with applicable laws, regulations and agreements. 

If you received this email in error, please notify the sender; delete the email; and do not use, disclose or store the 

information it contains. 

  

  

  

  

  

Attention: This message was sent from a source external to the City of Appleton. Please use caution when opening attachments 

or clicking links.  
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CITY OF APPLETON 

POLICY 
 

TITLE: 

Ergonomics Policy/Program 

 
ISSUE DATE: 

July 2001 

 
LAST UPDATE: 

December 18, 2002 

April 5, 2007 

February 2011 

April 2017 

May 2021 

 
SECTION: 

Safety 

 
POLICY SOURCE: Human 

Resources Department 

POLICY APPLICATION:    

All City Employees  

 
TOTAL PAGES: 4 

 
Reviewed by Attorney’s Office  

Date: June 2001 

          June 2011 

           May 2017 

 

 
Committee Approval 

Date: June 26, 2001 

          August 22, 2011 

          July 26, 2017 

 
Council Approval Date: 

July 18, 2001 

September 17, 2011 

August 2, 2017 

I. PURPOSE 

The purpose of this policy is to increase employee awareness of ergonomic issues and to 

proactively address the musculoskeletal disorders that employees may experience as a result 

of workplace conditions and job demands. 

  

II. POLICY 

The City is committed to providing a safe and healthy workplace free from recognized 

hazards or harmful conditions and to incorporate employee involvement in the prevention 

relating to safety and ergonomics in the workplace. 

 

III. DISCUSSION 

The City shall make every effort to increase ergonomic awareness and lessen the risk of injury 

due to design of equipment, tools or work motions. 

 

IV. DEFINITIONS 

A. Ergonomics:  The science of fitting workplace conditions and job demands to the 

capabilities of the work force. 

B. WMSD:  Work Related Musculoskeletal Disorder. 

C. Ergonomics Program:  Systematic process for anticipating, identifying, analyzing, and 

controlling WMSD hazards. 

D. Process:  Activities, procedures and practices set up to control WMSD hazards. 

E. MSD:  Musculoskeletal Disorders.  These are disorders of the muscles, nerves, 

tendons, ligaments, joints, cartilage, or spinal discs that are not typically the result of 

any instantaneous or acute event (such as a slip, trip, or fall) but reflect a more gradual 

or chronic development.  Musculoskeletal disorders include those with several distinct 

features, such as carpal tunnel syndrome, as well as those defined primarily by the 

location of the pain, as with low back pain. 
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F. WMSD Management – The process of ensuring that employees with work related 

musculoskeletal disorders receive effective evaluation. 

G. Symptoms Survey Form – the form used to initiate perform an ergonomic assessment (Exhibit 

IAttachment A). 

 

V. PROCEDURES 

A. Policy Responsibilities 

1. Human Resources (H.R.) shall:  

a. Develop, evaluate and periodically review the policy and program. 

b. Coordinate training. 

c. Respond promptly to reported MSD problems. 

d. Perform and/or coordinate ergonomic evaluations as needed. 

e. Research new products in the field of ergonomics. 

f. Maintain records relating to the ergonomics program. 

g. Review all injury reports. 

h. Solicit employee input for possible solutions to ergonomic problems. 

i. Provide input for solutions to ergonomic problems. 

j. Check with the Parks, Recreation and Facilities Management Department 

Facilities department to explore workstation structural changes when 

necessary. 

 

2. Department Directors/Supervisors shall:  

a. Solicit employee input for possible solutions to ergonomic problems. 

b. Prohibit practices that discourage employees from participating in the 

policy/program and making reports or recommendations. 

c. Report any problem areas to the H.R. Generalist  Provide input for possible 

solutions to ergonomic problems. 

d. Address any potential ergonomic problems.  Consult with H.R., as 

necessary. 

e. Review the Symptoms Survey form completed by their department 

employees. 

f. Implement and follow recommendations made by H.R. or outside 

consultant. 

c.g. Attend ergonomics training and ensure employees attend scheduled 

training. 

 

3. Department Safety Coordinator or Central Safety Committee Member 

shall: 

a. Review the Symptoms Survey form completed by their department 

employees. 

b. Report any problems to the H.R. Generalist. 

c. Address any potential ergonomic problems. 

d. Provide input for possible solutions to ergonomic problems. 

e. Implement and follow recommendations made by the H.R. Generalist 

or outside consultant. 

f. Attend applicable training involved with the ergonomics 

policy/program. 

4.3.Employees shall: 

a. Complete a Symptoms Survey Form if requested. 
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b. Attend all applicable training involved with the ergonomics 

policy/program.Attend applicable ergonomics training and apply the 

knowledge and skills acquired to actual jobs, tasks, processes, and work 

activities. 

c. Provide input for possible solutions to ergonomic problems. 

d. Assist with ergonomic evaluations as needed. 

e. Notify the Supervisor or H.R. Generalist, as early as possible, of any 

problems related to ergonomics. 

f. Implement and follow the recommendations provided through the 

ergonomic assessment. 

 

B. Program ResponsibilitiesSections 

1. Records Retention: 

a. Completed Symptoms Survey Forms shall be sent to the H.R. Generalist 

who will keep them on file. 

b. Accident/Injury records will be reviewed by the H.R. Generalist and/or the 

Risk Manager to note any trends in incidents or any possible cumulative 

trauma or musculoskeletal related injuries. 

 

2. Ergonomic Evaluations: Various methods may be used to evaluate 

workstations or tasks posing ergonomic issues including, but not limited to, the 

following: 

a. Observational assessments 

b. Ergonomic checklists 

c. Employee interviews 

d. Detailed worksite evaluations, including a formal job hazard analysis 

e. Surveys and questionnaires (e.g., symptoms survey analysis) 

 

3. Ergonomic Control Methods:  Once the workstation has been evaluated and the 

potential ergonomic issues identified, the following control methods may be 

recommended: 

a. Engineering controls – focuses on the physical modifications of jobs, 

 workstations, tools, equipment, or processes. 

b. Administrative controls – worker education, job rotation, etc. 

c. Personal protective equipment – ex: knee pads, anti-vibration gloves, etc. 

 

After implementing any of these control methods, the appropriate H.R. Generalist 

will follow up to determine if the changes have improved the condition.  This 

follow-up might include a verbal interview with the employee(s) performing the 

work task, performing a re-evaluation of the workstation, work area or tool and/or 

observing the work task being performed.  If it is determined that the changes have 

not improved the work situation, then further internal ergonomic evaluations will 

be performed and/or obtaining outside ergonomic professional assistance. 

2.4. Symptoms Survey Analysis Form follow-up: 

a. Supervisors, department Safety Coordinators or H.R. Generalist should ask 

employees having WMSD concerns the following: 

 

• Are they experiencing signs or symptoms of MSDs? 
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• Are they having difficulty performing the physical work activities 

of the job? 

• Can they describe which physical work activities they associate 

with the problem? 

• Have they observed employees performing the jobs in order to 

identify factors that need to be evaluated?          

• Have they evaluated those job factors to determine which ones are 

reasonably likely to be causing or contributing to the problem? 

• Have they controlled the cause of the problem? 

 

 C. Training 

1. Training will be provided upon hire and periodically either by in-person 

training by Human Resources or by on-line training.  This training will include 

information on what ergonomics is, what to watch for, reporting ergonomic 

issues and methods to minimize or eliminate problem areas if they are found. 

Initially upon hire, and periodically thereafter the H. R. Generalist will provide 

training to include what ergonomics is, what to watch for and steps to 

eliminate problem areas if they are found. 

 

 D. Program Evaluation 

1. After implementing changes in tools, work areas or workstations, the H.R. 

Generalist will follow up on any changes to determine if the changes have 

improved the condition.  

a. Follow up shall include a verbal interview with person(s) performing the 

work task. 

b. Re-evaluation of the workstation, work area or tool. 

c. Observing the work being performed. 

 

2. If it is determined that the changes have not improved the work situation then 

further evaluations shall be performed following the same process and/or 

obtaining outside ergonomic professional assistance.        

 

 D. Attachments  

  1. Attachment A - Symptoms Survey Form 

  2. Attachment B – Suggested Ergonomics for Telecommuters 
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Attachment A 
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Attachment B 
 

Suggested Ergonomics for Telecommuters 
 

 

 

 

Keep computer items in front of you. 
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Questions? 
 

If you have any questions or are experiencing discomfort related to your remote workstation or 

are interested in a virtual ergonomics consult, please contact Human Resources. 



Note:  Part time non-benefited positions do not (per Recruitment Policy) require authorization outside the department.  The Mayor has asked departments to scrutinize. 

 

 

RECRUITMENT STATUS REPORT 

UPDATES THRU 8/5/2021 

STAFF 

PERSON 
POSITION DEPT. 

DATE OF 

VACANCY 

# OF 

OPENINGS 
STATUS 

KIM Operator II - Street DPW 4/3/21 1 Panel Interviews: 8/9/21. 

 Part Time Service Person DPW 6/7/21 1 Panel Interviews: 8/23/21. 

 Operator II – Water Construction (PM Shift) DPW 5/27/21 1 Panel Interviews: 8/23/21. 

 Arborist DPW 7/9/21 1 Panel Interviews: 8/5/21. 

 Inspector - HVAC DPW 9/1/21 1 Panel Interviews: 8/12/21. 

 Administrative Support Specialist (DPW) DPW 7/29/21 1 Application Deadline: 8/8/21. 

 HVAC Technician PRFM 1/5/21 1 Panel Interviews: 8/20/21. 

 Recreation Programmer PRFM 7/29/21 1 
Resignation. 

Determining next steps. 

ALLISON Bus Driver VT Multiple 8 
Application Deadline: 9/26/21. 

Internal Transfer. Transfer date, 8/23/21. 

 Part-Time Bus Driver VT N/A N/A 

Application Deadline: 9/26/21. 

Medical pending on 1 candidate. 

*Working with DPW/PRFM employees who may be interested in 

PT opportunity. 

 Transit Operations Supervisor VT 8/23/21 1 
Internal Transfer. 

Application Deadline: 8/22/21. 

 Police Officer Police N/A 2 +Elig. 
Backgrounds pending on 3 candidates. 

New Process Application Deadline: Open/Continuous. 

 Community Service Officer (CSO) Police 1/19/21 N/A Application Deadline: Open/Continuous. 

 Library Clerk – Regular Part Time Library 8/9/21 1 Job offer accepted, start date 8/9/21. 

 Library Page Library N/A N/A Application Deadline: 8/15/21. 

 Health Officer Health 6/5/21 1 
Application Deadline: Open/Continuous. 

Second Panel Interview: 8/26/21. 

 Account Clerk I Finance 7/5/21 1 Panel Interviews: 8/6/21. 

 Help Desk Analyst IT 7/31/21 1 Application Deadline: 8/15/21. 

 HR Generalist HR 7/22/21 1 Application deadline 8/8/21. 

 Administrative Support Specialist - HR HR 8/13/21 1 
Resignation. 
Application Deadline: 8/15/21. 

TOTAL POSITIONS OPEN = 28 TOTAL ELIGIBILITY LISTS = 1 
 



Note:  Part time non-benefited positions do not (per Recruitment Policy) require authorization outside the department.  The Mayor has asked departments to scrutinize. 

 

 

 

 

 

POSITIONS ON HOLD 

STAFF 

PERSON 
POSITION DEPT 

Date(s) of 

Opening(s) 

# of 

Openings 
Vacating Position/Status 

ALLISON Systems Analyst IT 9/6/19 1 Using part-time temporary staffing to fill current need. 

 Information Technology Director IT 5/5/21 1 Determining next steps. 

 Fire Protection Engineer Fire 1/4/22 1 Pending RTF and over hire approval. 

TOTAL POSITIONS ON HOLD = 3 
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