
Human Resources & Information Technology Committee

City of Appleton

Meeting Agenda - Final

100 North Appleton Street 

Appleton, WI  54911-4799

www.appleton.org

Council Chambers, 6th Floor6:30 PMWednesday, April 24, 2019

1. Call meeting to order

2. Roll call of membership

3. Approval of minutes from previous meeting

19-0281 Minutes from 2/13/19

 

Minutes 2.13.19.pdfAttachments:

4. Public Hearings/Appearances

5. Action Items

19-0588 Request for Public Works to change 4 Operator positions to 4 Operator I 

positions.

 

DPW reorg Operator to Op 1.pdfAttachments:

19-0532 ORGANIZATIONAL MATTERS

Elect a Vice-Chair

Set meeting date/time

Designate a contact person

 

 

6. Information Items

Page 1 City of Appleton Printed on 4/19/2019

http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=13421
http://cityofappleton.legistar.com/gateway.aspx?M=F&ID=5076ac3e-2571-41b2-9c7e-fb560285b3ff.pdf
http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=13727
http://cityofappleton.legistar.com/gateway.aspx?M=F&ID=a1542376-a519-484a-8cd0-5e694c09f6bb.pdf
http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=13671


April 24, 2019Human Resources & Information 

Technology Committee

Meeting Agenda - Final

19-0589 I.T. Department updates on:

IT Department Responsibilities

ERP 

Fiber/Jones Park - Memorial Park

Migration to new servers

MDC upgrades

PC Upgrades

 

19-0280 Responses from questions at the February committee meeting.  

 

February meeting responses.pdfAttachments:

19-0522 2019 Employee Glance Chart

 

2019GlanceChart_4_3_19.pdfAttachments:

19-0529 2018 Pay for Performance data. 

 

2019 P4P adjustment for all departments.pdfAttachments:

19-0590 Changes to Conditions of Employment policy

 

CONDITIONS OF EMPLOYMENT.pdfAttachments:

19-0591 Changes to Privacy Policy

 

PRIVACY POLICY.pdfAttachments:

19-0301 Recruitment status report 4-19-19

 

RSR thru 4-18-19.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 Matz at 920-832-6426
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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

6:00 PM Council Chambers, 6th FloorWednesday, February 13, 2019

Call meeting to order1.

Roll call of membership2.

Alderperson Spears arrived at 6:12pm

Konetzke, Spears, Baranowski and RaaschPresent: 4 - 

BakerExcused: 1 - 

Approval of minutes from previous meeting3.

18-1670 Request to approve minutes from 10/24/18 and 11/7/18 meetings.

Minutes 10-24-18.pdf

Minutes 11-7-18.pdf

Attachments:

Baranowski moved, seconded by Raasch, that the minutes be approved. Roll 

Call. Motion carried by the following vote:

Aye: Konetzke, Baranowski and Raasch3 - 

Excused: Baker1 - 

Absent: Spears1 - 

Public Hearings/Appearances4.

Action Items5.

19-0146 Request to approve Legal Services Department to eliminate position of 

Elections Clerk and replace it with an Adminstrative Support Specialist.

Clerk Re-org. Memo 2019.pdf

Legal Services TO draft 2-1-18.pdf

Attachments:

Raasch moved, seconded by Baranowski, that the Report Action Item be 

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

Aye: Konetzke, Baranowski and Raasch3 - 
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Absent: Spears and Baker2 - 

19-0147 Request approval of the Police Department reorganization to remove 

one Communication Specialist and add a Forensic Evidence Spcialist 

along with the approval of changes to divisional titles and restructuring of 

divisions.

Police Table of Org Modification Request Feb 2019.pdf

Police TO draft 2-7-19.pdf

Attachments:

Raasch moved, seconded by Baranowski, that the Report Action Item be 

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

Aye: Konetzke, Baranowski and Raasch3 - 

Absent: Spears and Baker2 - 

Information Items6.

19-0149 I.T. updates on projects:

* ERP

* Granicus

* Fiber - Jones Park

* Camera systems

* Hardware upgrades

This update was presented

18-1678 Appleton Housing Authority Memorandum of Understanding agreement.

Appleton Housing Authority Insurance MOU 2018.pdfAttachments:

This MOU was presented

19-0210 Connecting Care Clinic 2018 annual report

CCC Q4 2018.pdfAttachments:

This annual report was presented

19-0208 2018 Human Resources end of year budget report

HR 2018 EOY Report.pdfAttachments:

This EOY budget was presented

19-0209 Transition of Greg Biese of Associated Benefits and Risk Consulting to 

new agent.

This information was presented
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18-1667 Changes to the Bloodborne Pathogens policy.

Bloodborne Pathogens Policy 2018 Strike  Bold.pdfAttachments:

This policy was presented

18-1668 Changes to the Telecommuting policy.

Telecommuting Policy.pdfAttachments:

This policy was presented

18-1669 Changes to the Electronic Communication policy.

Electronic Communicaton Policy 11-2018.pdfAttachments:

This policy was presented

19-0148 Recruitment Status Report 2-8-19

RSR thru 2-7-19.pdfAttachments:

This report was presented

Adjournment7.

Baranowski moved, seconded by Spears, that the meeting adjourn at 6:46 be 

approved. Roll Call. Motion carried by the following vote:

Aye: Konetzke, Spears, Baranowski and Raasch4 - 

Absent: Baker1 - 
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Department

2019 Adjust less than 

1.50%

2019 Adjustment 

1.5%-2.5%

2019 Adjustment 

2.5-3.5%

2019 Adjustment 

3.5-4.5%

Hired Late in 

Year, No Eval 

Score

Mayor 0 3 0 0

Legal Services 0 8 0 0

Finance 0 12 2 0

Comm Econ Dev 0 17 0 0

Health 0 13 0 0

I.T. 0 9 0 0

Valley Transit 1 3 2 0

PRFM 2 25 2 0

Public Works 24 106 23 0 1

Police 1 39 4 0 1

Fire 0 11 0 0

Utilities 0 30 2 0

Library 9 38 7 0

Human Resources 0 7 0 0

Directors 0 5 6 0

City Total 37 326 48 0 2

Lump Sum Adjustments given = 4

Lump Sum due to employee at top of pay grade = 28

Union 1/1/2019 Increase 7/1/2019 Increase

APPA Contract 1.00% 1.00%

Fire Union Contract 1.00% 1.00%

VT Teamster Contract 1.00% 1.00%

Data provided to HR/IT Committee: 4/24/2019

2018 PAY FOR PERFORMANCE DATA
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CITY OF APPLETON  

PERSONNEL POLICIES 

 
TITLE: 

CONDITIONS OF EMPLOYMENT 
 
ISSUE DATE: 

July 18, 2002 

 
LAST UPDATE: 

July 2002;  

April 24, 2006;  

November 4, 2010;  

August 2012;  

June 2014 (clarification to “at will 
statement”);  

January 2017; February 2019 

 
SECTION: 

Human Resources 
 
 

 
POLICY SOURCE:       

Human Resources Department  

AUDIENCE: 

All employees. 

All employees (last section as noted 

applies only to employees not 

covered by a CBA) 

 
TOTAL PAGES: 5 

 

 
Reviewed by Legal Services Date:  

June 2002 

October 2010 

 

 
Committee Approval Date:  

July 10, 2002 

December 12, 2011 

February 20, 2017 

 
Council Approval 

Date: July 17, 2002 

December 21, 2011 

March 1, 2017 

 

I. PURPOSE 

The purpose of this policy is to outline the Conditions of Employment for City of Appleton 

employees. 

 

II. POLICY 

It is the policy of the City of Appleton to treat employees consistently and fairly in matters affecting 

the conditions of their employment. 

 

 A Collective Bargaining Agreement with more specific language than what is in the policy shall be 
the language applied. 

 

III. DISCUSSION 

The City of Appleton shall enforce all conditions of employment as outlined in this policy.  Failure 

to comply with this policy may result in corrective action up to and including discharge. 

 

Hours of Work                                                

The normal work week for City employees shall be forty hours per week, except in those 

departments where the nature of work requires more than forty hours. Each Department Director/ 

or designee shall determine the hours based on the needs of the department.  
                                                                   

Paid Breaks and Clean up time                             
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Paid Breaks:  Employees may be allowed up to 30 minutes for break(s) per 8 hour shift based on 

supervisory approval. Breaks not taken are lost.  Breaks cannot be accumulated or used to shorten 
the work day, unless approved by a supervisor in advance and on an infrequent basis..   

Break times are to be arranged between the employee and their supervisor or Department Director 

provided time permits.  It is the Department Director’s responsibility to assure that adequate staff 

coverage is provided if breaks are scheduled.  

 

Clean up time may be approved based on the needs of the department and supervisory approval.  

                        

Review Period                                         

Original appointments to regular positions will normally be made with a review period of 3 and 
5 months, and annually thereafter.  Employees may be subject to periodic reviews and goal 

setting after the completion of the initial review period.   

 

 Auto Insurance                                              

The City does not provide insurance coverage for an employee’s privately owned vehicle, with 

the exception that all Valley Transit employees are covered by Transit Mutual Insurance when 

using personal vehicles while conducting Valley Transit business.  Employees who use non-

City-owned vehicles for City business should confirm that their personal auto insurance policy 

provides coverage for this use. 
 

All employees who drive non-City-owned vehicles for City business shall be required to 

purchase (at their own expense) and maintain auto insurance at a level that meets one of the 

following minimum standards: 

                                                                  

(a) Single limit of liability - $200,000 for bodily injury and property damage.                      

    

                          
OR                                        

                                                                  

(b) Split limit of liability with limits of; $100,000 each person bodily injury, $300,000  

      each accident bodily injury, $50,000 property damage  

                                                                   

Inclement Weather                                           

If, during periods of inclement weather, conditions begin to reach the stage where travel may 

become extremely hazardous, the Mayor may deem it appropriate to allow non-essential 

personnel to return home for their own safety.  The time lost for any employee who chooses to 
leave or not come in to work shall be without pay. An employee may use compensatory time, 

paid leave such as vacation, PTO or floating holiday pay, or may request approval of their 

department director to make the time up within the payroll period.   

 

Lay-Offs                                                     

Lay-off plans shall be approved by the Human Resources Director before they are implemented 

and shall be based on the needs of the organization. Any layoffs for budgetary reasons shall 
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first go through the committee of jurisdiction and are subject to final council approval before 

they are implemented.  Lay-offs as a result of elimination of grant funding will be reported as 
information to the Committee of Jurisdiction. 

 
Complaint Procedure 
 
Employees who have work-related concerns are encouraged to discuss them with their supervisor 

as soon as possible after the event(s) that cause the concern.  If the concern is not resolved with 

the employees’ supervisor, the employee may bring the issue to Human Resources.  Human 

Resources will mediate and facilitate towards a workable solution.  Any complaint of harassment 

or discrimination shall be covered under the City’s Harassment and Discrimination in the 

Workplace policy and complaints involving employee discipline, employee termination and 

workplace safety shall be covered under the City’s Grievance Procedure policy. 

 
Position Elimination 

 
No position will be eliminated from the table of organization without the approval of Council.  
Individual(s) in the eliminated position will remain in service until the change to the table of 
organization is approved by Council.   

 

Corrective Action 

The purpose of corrective action is to correct job behavior and performance problems of 
employees.  Employees shall be informed of standards of conduct and performance by their 
respective departments and such rules and standards shall be consistently applied. All copies of 
documented verbal reprimands, written reprimands, suspensions, demotions, and terminations 
shall be provided to the employee, employees’ supervisor, Department Director and Human 
Resources Director, and kept in the employee’s Personnel File located in Human Resources. 
Demotions and suspensions shall be discussed with the Department Director and Human 
Resources Director before such action is taken. Terminations shall be discussed with the 
Department Director, Human Resources Director and the City Attorney.   In the event that 
immediate action is required and the Human Resources Director or City Attorney cannot be 

reached, the employee can be placed on administrative leave with pay pending investigation.  
Employees shall have access to the City’s grievance procedure provided the issue is related to 
discipline, termination or safety reasons.  A complaint procedure will be available for issues not 
covered by the grievance procedure. 

                                     
Return of City Equipment                                     

Employees leaving City employment must return uniforms, cell phones, pagers, keys, key cards, 
credit cards or procurement cards, tools and equipment on or before their last day of work.  It will 
be the supervisor’s responsibility to ensure that all City property is returned.  
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Outside Forms of Compensation 

 
All fees, gratuities, witness fees, honorarium or any other form of compensation for outside 
service’s performed while being paid by the City shall be turned over to the City and any such 
activities for which such compensation is paid shall be reported to their Department Director.  
This subsection shall not be construed to apply to situations which result from a non work related 
situation, while an employee is on a bona fide vacation, PTO day, taking floating or other 
holidays, or to part-time employees except during those times when they are actually performing 
services to the City, and it shall not apply to the reimbursement of actual and necessary expenses 
occurring under such circumstances.   

 

 

Police and Fire Protective employees reaching age 55 
 

Protective employees who reach age 55 are required to complete an annual physical, determined 
by the City with the City’s Occupational Health provider. The NFPA physical for Fire employees 
shall suffice for this requirement provided they are deemed Fit for Duty by the City’s 
Occupational Health provider. 

 

THE SECTIONS LISTED BELOW APPLY TO ALL EMPLOYEES WHO ARE NOT 

COVERED BY A COLLECTIVE BARGAINING AGREEMENT. 

 

Outside Services or Employment                                           

The City's policy on outside duties or employment shall be as follows:                                       
(a)  City employees may not engage in outside employment which conflicts with or affects the 

performance of their duty with the City.            

(b)  No person shall hold more than one full or part-time City position at the same time 
without the Department Director and Human Resources Director approval.  

 

 Severance Pay 
 

The Human Resources Director, City Attorney and Mayor shall be responsible for developing and 
offering severance packages if applicable.  The accepted package shall be reported to the Human 
Resources Committee in a closed session.  

 

Transfers                                                     

Employees may apply for transfer to another vacant City position for which they are qualified.  
Such application should be made to the Human Resources Department.   If the employee is 
selected and if the work performance of the transferred employee is not regarded as satisfactory, 

the Department Director involved may agree to the return of the employee to their former 
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department if a vacancy is available.  

                                    

Resignations   

                                                  

Employees in pay grades B-J of the Compensation Plan wishing to leave City employment shall 
submit a resignation in writing to their Department Director at least two weeks in advance of their 
planned departure.  Employees in pay grades K through T of the Compensation Plan shall submit 
a resignation in writing to their Department Director or the Mayor whichever is appropriate at 
least four weeks in advance of their planned departure. All other employees shall submit a 
resignation in writing to their Department Director at least two weeks in advance of their planned 
departure.  All notices shall be exclusive of any accrued paid time off taken unless for unavoidable 
circumstances, or if prior approval is obtained from the Department Head.  Employees who give 

the above noted notice shall be paid out for accrued benefits owed them. It is expected that 
employees will give as much notice as possible in order to facilitate recruitment and orientation of 
new staff members.  

 
Last Day of Work 
 
Employees retiring or resigning from their position may not extend their final date of employment 

using unused paid time off (ie: vacation, PTO, Floating Holiday, Sick).  The employee’s last day 
of employment shall be defined as the last day the employee is physically at work unless special 
circumstances exist where the employee is unable to return to work due to an FMLA qualifying 
event or other medical condition.                               

 

At-will Status 

 
Employment with the City is strictly “at-will” unless you are a non-probationary employee 
covered under a collective bargaining agreement, department director or the terms of your 
employment are subject to a written contract or other express legal authority.  As an at-will 
employee, you may terminate your employment at any time for any or no reason at all.  Likewise, 
the City has the right to terminate your employment at any time, with or without notice, and for 

any or no reason at all. 
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CITY OF APPLETON  

PERSONNEL POLICIES 

 

TITLE: 

PRIVACY 

ISSUE DATE: 
 

LAST UPDATE: 
20122019 

SECTION: 
Human Resources 

POLICY SOURCE:  Human 
Resources Department 

AUDIENCE: 
All City of Appleton Employees  

TOTAL PAGES:  3  

Reviewed by Attorney’s Office 
Date: August 2000 
          May 2007 
          October 2008 
          July 2012 

Committee Approval Date: 
August 31, 2000 
June 27, 2007 
December 10, 2008 
September 24, 2012 

Council Approval Date: 
September 6, 2000 
July 5, 2007 
December 17, 2008 
October 3, 2012 

I. PURPOSE 

To respect the privacy rights of the City of Appleton and its employees while maintaining a safe 
and professional workplace. 

 
II. POLICY 

All City of Appleton facilities and equipment are to be used for City related business.  All 
information or materials stored on City of Appleton premises is presumed to be related to City 
business. The City reserves the right to inspect and monitor any documents, computer data/history, 
electronic media or devices, social media or third party applications, voice mail messages, 
facsimiles, mail, packages, desks, offices, lockers, general working areas and City provided 
vehicles and equipment at any time and without notice.  Employees found to be in violation of this 
policy will be subject to disciplinary action up to and including discharge. 
  

III DISCUSSION 

A. The City of Appleton may search/inspect facilities, desks, lockers, or equipment without 
prior notice or work-related justification. 

B. The City of Appleton reserves the right to use video equipment to monitor areas of its 
facilities.  Images, electronic media or devices may be monitored as a security measure to 
ensure employee compliance with City policies. 

C. Employees should not have any expectations of privacy with respect to passwords, 
combinations, desk drawers, key locks, lockers, etc.  Employees will be required to 
provide supervisors with passwords and keys upon request.  Employees may only use 
personal locks on City of Appleton property if approved by their department’s 
supervisor/department head. 

D. Employees will be required to immediately comply with a request from management to 
inspect or access any City facility or City property. 

E. The City of Appleton Human Resources Department will maintain personnel files for all 
employees. Supervisors may have access to such records only on a “need-to-know” basis. 
Any supervisor who has access to these files will maintain this information in confidence. 
Information in the City of Appleton personnel and medical files may be used for business 
purposes subject to any limitations by applicable Federal or State law. As outlined in the 
Privacy Act of 1986, information contained in an employee’s medical file will be strictly 
confidential and will not be used in any manner which could discriminate towards an 
employee.  
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The City has an obligation to comply with State laws protecting access to records of library 
use by patrons.  Access to library records should be requested through Library 
Administration. 

F. Personal belongings such as wallets, purses, cell phones and electronic devices, pockets, 
coats, etc. will be subject to inspection if reasonable suspicion exists. Employees should 
limit the amount of personal belongings that are carried or kept on City of Appleton 
premises. 

 
G. All personal mail and e-mail should be directed to the employee’s residence or private 

accounts unless an emergency exists.  Employees will be allowed to make and receive a 
reasonable amount of personal phone calls or e-mails during breaks and standby times. 

 
H. A supervisor may access any documents, computer data/history, electronic media or 

device, social media or third party applications, voice mail messages, facsimiles, mail, 
packages, desks, offices, lockers, general working areas or City provided 
vehicles/equipment to locate work related materials needed, including during an 

employee’s absence.  

 
IV. PROCEDURE 

A. An inspection or search may be initiated due to an investigation or may simply occur if a 
supervisor is attempting to locate materials related to City business that are believed to be 
in the area being searched.  A supervisor may also periodically inspect locker rooms, work 
areas and materials, or electronic files.   

B. The City has an obligation to comply with open records requests.  This means information 
regarding an employee may have to be disclosed pursuant to Wisconsin Statute section 
19.35.  Employees who share City related files in a personal hard drive/home computer or 
any other personal electronic device (e.g. cell or Smartphone) may be subjecting their 
personal computers/devices to an open records request inspection. 

C. Refusal to cooperate in a search or inspection, or obstructing or preventing access to 
facilities, equipment or property, may lead to disciplinary action up to and including 
discharge, or the involvement of the appropriate authorities. Employees will be offered an 
opportunity to explain their actions.  

D. To protect the privacy interest of individuals who use a locker room, only authorized 
investigators may enter and remain in the locker room to interview or seek information 
from any individual in the locker room. 

E. When others are present, audio recording devices may be used in the locker room when 
conducting an investigation.  If no person other than the investigators are present, then  
audio/visual recording devices may not be used.   

 

F. No person may use a cell phone or recording devices to capture, record or transfer images 
in the locker room. 

 

G. Supervisory Responsibilities 
1. Periodically complete a visual inspection of work areas and materials. 
2. Contact Human Resources or the City Attorney’s Office prior to beginning a search of 

any documents, computer data/history, computer disks, voice mail messages, 
facsimiles, mail, packages, desks, offices, locker rooms/lockers, general working areas 
or City provided vehicles/equipment. 
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H. Employee Responsibilities 
1. Cooperate fully in any request to inspect or search any documents, data/history, 

computer disks, voice mail messages, facsimiles, mail, packages, desks, offices, 
lockers, cell phones/electronic devices, general working areas, or City provided 
vehicles/equipment. 

2. Provide combinations, keys, and pass codes for City electronic systems to their 
supervisors or Information Services staff upon request.  If a password is so provided or 
compromised in any fashion, it should immediately be reported to Information 
Services. 

3. Contact Human Resources if this policy has not been followed in the course of a search 
or inspection. 

 



 

 

RECRUITMENT STATUS REPORT 

 

UPDATES THRU 04/18/19 

 

STAFF 

PERSON 

 

POSITION 

 

DEPT. 

 

Date of Vacancy 

# of 

Openings 

 

STATUS 

KIM Bus Driver VT Multiple 5 
Testing 4/24/19 and 4/26/19. 

Application deadline 7/28/19. 

 Part-Time Bus Driver VT N/A 1 
Testing 4/24/19 and 4/26/19. 

Application deadline 7/28/19. 

 Part-Time Service Person (.5FTE) VT 1/14/19 1 Application deadline 4/21/19. 

 Communication Technician VT 1/21/19 1 Application deadline 4/28/19. 

 Operator DPW 3/4/19 2 
Josh Wranosky start date 4/22/19. 

Daniel Rothbauer start date 4/29/19. 

 Operator I - Parking DPW 3/8/19 1 Background pending on top candidate. 

 Engineering Technician DPW 4/3/19 1 Panel interviews 4/22/19. 

 Part-Time Service Person (.5 FTE) DPW 1/24/19 1 Extended application deadline to 4/28/19. 

JAY Police Officer Police NA 3 + Elig list 

Cole Kantner start date 5/20/19. 

Conditional offer extended to two candidates. 

Chief panel interviews 4/18/19. 

Fitness testing/panel interview/chief interview for the next group 4/23/19. 

 BC-Fire Prevention & Public Education Fire 3/15/19 1 PFC interview 5/6/19. 

 Emergency Management Coordinator Health New Position 1 Second interview being held on 4/29/19. 

 Library Assistant (Full Time) Library 4/14/19 1 Background and References pending on top candidate. 

 

TOTAL POSITIONS OPEN = 19 TOTAL ELIGIBILITY LISTS = 1 

 

 
POSITIONS ON HOLD 

STAFF 

PERSON 

POSITION DEPT Date(s) of 

Opening(s) 

# of 

Openings 

Person Vacating Position/Status 

JAY Systems Analyst IT 7/6/15 1 Using part-time temporary staffing to fill current need 

 Administrative Support Specialist Police 2/27/19 1 Department re-evaluating structure/responsibilities of this position. 

 

TOTAL POSITIONS ON HOLD = 2 

 

 

 

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