
    
 Our intention is to have in-person meetings going forward. For the time being, we will hold the City 

Committee Meetings, Plan Commission, Council and most others at the Community Room at 933 Michigan 
Avenue. This in-person location will meet the legal requirement for our open meetings. 

 
 We will have a virtual option available, but the technology for the hybrid style meeting may not be reliable all 

of the time. 
       

PERSONNEL COMMITTEE
February 14, 2022 - 6:35 PM

(or immediately following previously scheduled meeting)
    

Community Room
933 Michigan Avenue, Stevens Point, WI

  OR
 Zoom Teleconferencing

      

Meeting ID: 856 7607 0538 |  Passcode: 506759
By Computer: 

https://us02web.zoom.us/j/85676070538?pwd=QkpCZkY1dW13c3ptNWJhNTBiN29Mdz09
**By Phone: +1-312-626-6799 (US Chicago)

 
(A quorum of the City Council may attend this meeting)

AGENDA

Discussion and Possible Action on:
 

1. Roll Call.
  

2. Amendments to Administrative Policy 2.06 and 2.07.
  

3. Reorganization of Records Area in the Police Department.
  

4. Reorganization of the Community Development Department.
  

5. Adjournment.
  

Meeting Rider
Any person who has special needs while attending this meeting or needing agenda materials for this meeting should 
contact the City Clerk as soon as possible to ensure a reasonable accommodation can be made. The City Clerk can 
be reached by telephone at (715) 346-1569, TDD # 346-1556 or by mail at 1515 Strongs Ave., Stevens Point, WI  
54481.

Copies of ordinances, resolutions, reports and minutes of the committee meetings are on file at the office of the City 
Clerk for inspection during normal business hours from 7:30 a.m. to 4:00p.m. 
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______________________________________________________________________________

* * CITY OF STEVENS POINT * *
ADMINISTRATIVE POLICY

Policy Title:        Promotions and Transfers Policy No. 2.06

Date of Issuance:   December l8, l989                 

Revision Date:     Feb.19, 1990, March l8, l996, Nov. 16, 2015       
______________________________________________________________________________

Description:  The policy of the City is to fill position vacancies by promotion or transfer 
whenever practical and in the best interests of the City.  This explains the City's policy on 
promotions and transfers for employees whose position is on the City’s Pay Plan. 

1. When a vacancy exists for management level positions, candidates seeking promotion 
and/or transfer must have satisfactorily completed their evaluation period and possess the 
qualifications and skills needed in the vacant position.        

2. Requests for promotion for management level positions (except Police and Fire) must be 
submitted by the applicant's supervisor to the Mayor and Personnel Committee for 
approval. The request for promotion should include information relative to the employee’s 
qualifications to fill the vacancy. Promotions for hourly employees will be approved by the 
Department Head.  Requests for promotion of Police and Fire Personnel to management 
level positions shall go to the Police and Fire Commission

3. Promotions or transfers are considered final after a six month evaluation period has been 
satisfactorily completed in the new position. 

A promoted employee who does not successfully complete the required evaluation period 
may be given the opportunity to return to his/her former position, or a comparable one.  If 
a position is not available, the employee must wait for a vacancy or may see employment 
elsewhere.

4. The starting salary upon promotion shall be the first step in the grade the position resides 
that provides the employee an increase of a minimum of 5%.  If there is not a step in the 
grade that provides the employee an increase of at least 5%, then the increase will be 2% 
above the employee’s current pay rate.

In situations where recruitment difficulties exist or in the instance an internal 
candidate is identified that possesses exceptional qualifications directly related to the 
requirements of the position the department head can request for review by the 
internal subcommittee.  Approval for placement up to Step 3 would require 
approval of an internal subcommittee comprised of the Mayor, 
Comptroller/Treasurer, affected Department Head, Personnel Committee 
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Chairperson and Human Resource Manager.  

Recruitment difficulties shall be evidenced by the absence of qualified candidates for 
a specific recruitment.  Exceptional qualifications must include prior actual work 
experience with job duties equivalent to those of the position at the City of Stevens 
Point. 

Assistant Chief’s in the Police and Fire Departments shall start at a minimum of Step 3.  
The Police and Fire Commission may also request a higher starting step.  Such request 
shall go to the Personnel Committee.

    In the case of a transfer to a position in the same grade as the employee’s current position, 
the salary shall remain the same, and the progression in the pay plan (time until next step) 
shall also remain the same.
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______________________________________________________________________________

* * CITY OF STEVENS POINT * *
ADMINISTRATIVE POLICY

Policy Title:        Pay and Classification Plan        Policy No. 
2.07

Date of Issuance:   December l8, l989                

Revision Date:     March 18, 1986, September 15, 2008, January 21, 2013, August 17, 2015,
     September 21, 2015, January 18, 2021                     

______________________________________________________________________________

Description:  A Pay Plan encompassing management and hourly positions was adopted by the 
Common Council in November, 2013.  The Pay Plan consists of grades and steps which 
periodically will be adjusted to reflect market changes. 

1.    Pay Plan

      The pay plan consists of seventeen grades with assigned values.  Each position 
was assigned a grade based on the following criteria:  Formal Preparation and Experience, 
Decision Making, Thinking Challenges and Problem Solving, Interactions and 
Communication, and Work Environment.  The integrity of the salary structure is 
maintained by adjusting the ranges according to economic trends.  Adjustments to the pay 
plan matrix are approved by the City Council as part of the budget process.

      New employees will be placed in Step 1 2 of the grade to which their position is 
assigned.  A salary above the minimum may be granted in situations where recruitment 
difficulties exist or if a potential employee possesses exceptional qualifications directly 
related to the requirements of the position.  Approval for placement up to Step 3 would 
require approval of an internal subcommittee comprised of the Mayor, 
Comptroller/Treasurer, affected Department Head, Personnel Committee Chair Person and 
Human Resource Manager.  Requests for placement above Step 3 would require the 
approval of the Personnel Committee and City Council.

Recruitment difficulties shall be evidenced by the absence of qualified candidates for a 
specific recruitment.  Exceptional qualifications must include prior actual work 
experience with job duties equivalent to those of the position at the City of Stevens Point.

2.   Pay Increases

      Progression is based on attaining a performance rating of “Fully Competent” during 
the annual evaluation process.  Employees are eligible for movement to Steps 2 – 6 on an 
annual (calendar year) basis.  Movement to Steps 7 – 9 occur at two year intervals; 
movement to Steps 10 – 11 occur at three year intervals.

Employees whose pay rate is above the top step of their grade may be eligible to receive 
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the same increase that the matrix is adjusted by as established by the City Council during 
the budget process if they have achieved a performance rating of “Fully Competent”.

3. Temporary Assignment – Hourly Employees (Street / Parks, Utility)

Employees who are assigned by their supervisor to work in a position that is in a higher 
grade than their position may be eligible for an additional wage lift.

In order to be eligible for an additional wage lift, the employee must be assigned to the 
higher grade/classification by a supervisor for at least two (2) consecutive hours.

The wage lift will be the first step in the grade of the position they have been assigned that 
provides the employee an increase of a minimum of 5%.  If there is not a step in the grade 
that provides an increase of at least 5%, then the wage lift will be 2% above the employee’s 
current pay rate.

The absence of a specific employee or supervisor does not, on its own, trigger eligibility 
for an additional wage lift.

Timesheets that include such wage lifts must be initialed by the supervisor in order for the 
employee to receive the wage lift.

4. Temporary Assignment – FLSA Exempt

Employees who are called on to assume the additional work duties and responsibilities as 
a result of a resignation, extended medical leave of absence, or other approved leave of 
absence of a direct supervisor anticipated to be at least six (6) weeks in duration will be 
temporarily reclassified to the salary grade of the supervisor.

The employee on temporary assignment will be compensated at the rate of pay 
corresponding to the first step in the grade of the position they have been assigned that 
provides the employee an increase of a minimum of 5%.

At the time the temporary assignment ceases, the employee will revert to their prior salary 
grade and step.  Upon return to their grade / step, the employee would be eligible for a 
step progression, if that occurred during their temporary assignment.
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Thomas J. Zenner, Chief of Police

Stevens Point Police Department 
933 Michigan Avenue        “Innovative Policing through
Stevens Point, WI  54481     Partnerships with the Community”
Phone: 715-346-1500  /  Fax: 715-346-1684

DATE: February 3, 2022

TO:  City Personnel Committee
Human Resource Manager Jakusz

FROM: Thomas Zenner
Chief of Police

REF: Reorganization of Records Bureau of the Police Department

I am requesting permission to reorganize the Records Bureau in the PD.  This reorganization addresses a 
succession of leadership deficiency within the work group as well as additional work assignments 
requiring specialized training.  Expectations within the current assignment have exceeded the pay grade 
placement and job description of Administrative Assistant.  The request will convert one Administrative 
Assistant position (Grade G) to an Administrative Assistant II position (Grade I).

Baker Tilly has completed a review of the updated job description and has placed the position in Grade I 
of the pay plan matrix.  The anticipated annualized cost of the reclassification is $3,084.75 (wages and 
fringe benefits).  This increased cost will be absorbed within the current police department budget.    
Thank you for your consideration.

Sincerely,

Thomas Zenner
Chief of Police
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