City of Fond du Lac

Department of Public Works Employee Work Policies
(Supplement to City of Fond du Lac Personnel Handbook)
Revised, June 3, 2013

The purpose of this document is to define procedures and policies that meet the specific needs of the
various divisions within the Public Works Department. This is a supplement to the official City of Fond
du Lac Employee Handbook and all provisions of the Handbook supersede these policies.

1. ORGANIZATION
The City of Fond du Lac Department of Public Works is divided into the following Divisions and
Sub-Divisions:

Construction & Maintenance
C&M Section
Fleet Section
Solid Waste Section

Water
Water Plant Section
Meter Shop Section
Construction Section
Wastewater
Operations Section
Maintenance Section
Laboratory Section
Administration Section
Electrical
Parks

Engineering
Transit

The structure of the Department of Public Works is designed to promote the efficient and
effective accomplishment of the Department’s mission. The Department also maintains a chain
of command policy consistent with the above organization as well as the City’s chain of
command policy set forth in the Employee Handbook.

Public Works Director: The Department of Public Works is headed by the Public Works
Director. The Director reports directly to the City Manager and frequently presents information
to the City Council. The Public Works Director is generally responsible for supervision,
direction, and coordination of all City public works functions.

Division Managers: Each of the Divisions within the Department of Public Works is headed by a
Division Manager. Division Managers report directly to the Public Works Director, and
occasionally present information to the City Council at the Public Works Director’s request.
Each of the Division Managers are responsible for supervising, directing, and coordinating the
functions assigned to his/her division by the Public Works Director, City Manager, or City
Council. Currently the City has six Division Managers in charge of Construction & Maintenance,
Engineering, Parks, Transit, Water Utility, and Wastewater Utility.




Foremen/Section Managers: Each division contains various frontline supervisors who directly
supervise the day to day tasks assigned to the subdivision. Foremen/Section Managers report
directly to the Division Managers within the Chain of Command.

Temporary Supervisors: The City expects that occasionally employees will take on additional
responsibilities. This may include filling a supervisory role when circumstances warrant.
Serving as a temporary supervisor serves two important functions. First, it ensures that the City
mission continues to be carried out even when a regular supervisor is unexpectedly unavailable.
Second, it provides employees a chance to expand their working knowledge of City operations
and gain valuable experience in a position they may seek on a permanent basis in the future.
Within the Department of Public Works there are generally two types of temporary supervisors:
Crew Leader and Acting Foreman.

a. Crew Leader

1. The position of crew leader is considered a temporary appointment under the City’s
Employee Handbook.

2. Employees may serve as a crew leader for any length of time. However, generally
appointment as a crew leader will not exceed six months.

3. Appointment as a crew leader may include an increase in pay while serving in that
capacity. Prior to making an appointment the Division Manager will recommend to
the Public Works Director whether a particular appointment to crew leader warrants
additional pay. Employees will be notified at the time of appointment whether they
will receive additional compensation for serving as a crew leader.

b. Acting Foreman
1. Various divisions in the Department will appoint Acting Foremen to fill in for and

supplement the other supervisors. The intent of this act is to develop current staff

into a pool of qualified candidates to fill future supervisory positions. Additionally,

the intent is to expand and enhance the existing Crew Leader roles, to include on-call
duties, participation in daily and weekly staff meetings, and offer input toward
preparation of the annual budget.

The City posts an invitation to apply for the position of Acting Foreman.

Acting Foremen will maintain their original position, job description and pay rate.

4. The employee will perform as an Acting Foreman when designated by a supervisor
and receive the pay increase set forth in the above referenced invitation during that
period for hours worked.

5. Acting Foremen should be in that role for no less than four hours at a time, and
should be notified of this designation at least one day in advance. Filling minor
supervisory roles for a shorter time period is considered a normal part of one’s duties.

6. In some Divisions, the Acting Foremen will take turns in the On-Call rotation,
completely filling the role of supervisor.

7. The Acting Foreman will be responsible for documenting performance quality and
incidents potentially leading to discipline, performing accident investigations and
determining post-accident drug testing, all to be implemented after a reasonable
training period.

8. Off-shift hours worked as Acting Foreman will not count toward balancing at the end
of the year.

9. Employees will not automatically fill the Acting Foreman role simply because the
supervisor is absent. They should be actively overseeing the work of others and
completing out-of-the-ordinary duties.
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2. OVERTIME
The Department of Public Works follows the City’s policy regarding overtime and compensatory
time off as set forth in the Employee Handbook. Due to the unique nature of work performed by
the various Divisions of Public Works Department employees, and at the discretion of the
Division Head, the following provisions outline procedures for overtime, or more accurately, off-
shift assignments:

a. For the purpose of balancing off-shift hours, the Divisions of the Department of Public
Works will be divided into the following Sub-Divisions:

Construction & Maintenance —

The sub-divisions will be combined for the purpose of off-shift hours balancing.
C&M
Fleet
Solid Waste

Water Utility —
The sub-divisions will not be combined for the purpose of off-shift hours balancing.
Water Plant
Meter Shop
Construction
Wastewater —
The sub-divisions will not be combined for the purpose of off-shift hours balancing.
Operations
Maintenance
Laboratory
Administration
Electrical
Parks

Engineering
Transit

b. All employees within a Division are automatically on a list to work off-shift hours within
their respective Division. In the event of an operational emergency, such as a snow
storm, all employees are expected to be available. Off-shift hours should be offered first
to employees within the sub-division who are not on sick leave. If contacted, an
employee on vacation has the option to accept off-shift hours. The employee will be
compensated for hours worked or vacation used, but not both. If an employee is called in
from vacation during normal work hours, he will receive pay in lieu of using that
vacation. If an employee is called in from vacation after normal hours, he may choose
whether to use eight hours of vacation and get paid for the extra hours worked, or to
reduce his vacation used by the hours worked.

c. A seniority based list will be established for those employees wishing to work off-shift
hours in other Divisions. In order to remain active on an out of Division list, an
employee will need to respond to an offer of work on a frequent, but not every time basis.

d. Hours offered off-shift will be divided as equally as possible among qualified employees.
Qualification of an employee is determined by the supervisor.

e. Employees will begin to be paid when they report for work, and in most cases, punch in
for duty.

f. Employees who perform work outside of their division on an overtime basis are not
eligible to accept those hours as compensatory time off.



3. CALL-IN PAY

a.

Employees who are called in to work, and physically report to work, during off-shift
hours will be entitled to a minimum of two (2) hours pay at the applicable rate if the
hours had been worked.

Employees who are called during off shift hours to resolve a problem and are able to do
so without physically reporting to work will be entitled to one (1) hour pay. The one
hour will count toward the forty (40) hour work week for purposes of overtime pay when
the forty (40) hours is met. (Example: Water Plant Operator receives a call from the
SCADA computer system and can satisfactorily resolve the situation via remote access.)
Call-in pay provisions do not apply to hours worked consecutively prior to, or subsequent
to, the employee’s normal work schedule.

4. EMERGENCY RESPONSE SHIFT DIFFERENTIAL PAY

a.

Any non-exempt employee who responds to a call or alarm to come to work during the
hours of 7:00 p.m. to 5:00 a.m., Monday through Friday, or anytime on Saturdays or
Sundays, will receive an additional $3.00 per hour in shift differential pay.

Pre-scheduled work (defined as an employee having been notified no later than at the end
of their previous normal work shift) during these times is not eligible for shift-differential
pay.

This shift differential pay shall not apply in those call-in situations where overtime pay
(defined as one and one-half time regular pay earned after an employee works 40 hours in
a week) or holiday pay is being paid for those hours of work.

This shift differential pay only applies when called back to work, and shall not apply
when employees remain at work after the end of their normal shift.

5. ON-CALL PAY

a.

Employees designated to be on-call during off shift hours will be compensated $1.75 per
hour for every hour on-call. The on-call hours will not count toward the forty (40) hour
work week for purposes of overtime pay. The on-call employee must notify a supervisor
if he/she is sick and unable to perform the duties, and the employee will be relieved. If
an employee is out of work due to sickness he/she is not eligible to be on-call that day.
The on-call employee will not be paid for on-call time not worked due to absence, illness
or other emergency. The on-call pay will not be received during the hours that an
employee works after being called in.

Employees designated to be on-call in the Wastewater Treatment Plant (WCTS) division
of the Public Works Department are subject to the following provisions:

The on-call work period for Wastewater Treatment Plant Operators will be divided
into two segments. The first will begin at the end of the scheduled workday on
Friday, and end at the beginning of the scheduled workday the following Monday.
The second will begin with the end of the scheduled workday on Monday, and
continue until the beginning of the workday the following Friday. While on-call,
the Operator will be required to respond to an alarm call within 30 minutes of the
plant and live within a 15-mile radius of the plant.

For the purpose of the WCTS on-call the operators will receive a letter
designation; ex. A, B, C.

Starting on a Friday, Operator A will be assigned. In ascending order, the eligible
employees will work as follows:
e Operator A will work 3 days; Operator B will work 4 days, etc.



C.

e After completion of the cycle, the rotation will begin with Operator B
starting the rotation and working 3 days, Operator C working 4 days, etc.

All eligible Operators will participate in the on-call program. Operators on the list
may trade on-call assignments among themselves by notifying, in writing, the
Sanitary Engineer a minimum of 48 hours in advance. In the case of an
emergency of the absence of an on-call Operator, the Sanitary Engineer may
schedule any Operator, whether they are on the on-call list or not, to cover for a
scheduled on-call Operator. The on-call Operator will not be paid for on-call time
not worked due to absence, illness, or other emergency.

The on-call Operator will also work the weekend/holiday hours required during his
or her rotation. If the on-call Operator declines to work those days, the hours will
be filled using the overtime equalization list. Operators should provide two weeks
notice for non-emergency variations from this schedule. Operators will not
receive on-call pay for hours worked on weekends and holidays.

When an on-call Operator receives a call and is required to physically report to the
plant, the employee is then subject to the Call-In section of this policy.

Employees designated to be on-call in the Construction & Maintenance (C&M), Parks
Division and Water Utility are subject to the following provisions:

The on-call work period for C&M, Parks and Water Utility employees will be 7:00
AM Monday to 7:00 AM the following Monday. There will be one C&M/Park
employee on duty each week and one Water Foreman.

On-call employees, after suitable training, will respond to emergency calls for
service for their Division of responsibility, call in other staff as necessary and
consult with senior management for support as appropriate.

While on-call, the Employee will respond to request for service, or an alarm,
within 30 minutes and live approximately within a 15 mile radius of their place of
work.

6. VACATION SELECTION
Employee seniority status will be the basis of vacation selection from January 1 to February 28
each year. Between January 1 and January 31 employees may sign up for a maximum of ten (10)
days paid leave (vacation, floating holidays and/or comp time) to be taken throughout the year.
Seniority continues to determine selection from February 1 to February 28 as employees may sign
up for their remaining paid leave. Time requested after February 28 will be granted on a first
come, first serve bhasis.

7. REIMBURSEMENTS

a.

Tools: The City will reimburse up to $225 per year to individuals employed in the
classification of mechanic, mechanic’s helper and fabricator/welder for tools used in City
employment and up to $125 per year to the Park Caretaker Il for tools used in City
employment. Employees will receive the reimbursement after the employee submits a
copy of the receipt for the tool purchased and the appropriate form to the Division
Manager. These payments are intended to reimbursements. However, they may be
subject to taxation if required by state or federal law.



b.

Safety Glasses: The City will provide a pair of non-prescription safety glasses with
frames to all Public Works employees. If safety glasses with prescription lenses are
required to perform your City employment as determined by your supervisor, the City
will pay fifty percent (50%) of the total cost up to one hundred dollars ($100.00) of the
lenses and frame for the original pair of prescription safety glasses. The eye examination
and fitting will be the expense of the employee. The employee will receive the
reimbursement after the employee submits a copy of the receipt for the safety glasses
purchased to the supervisor. These payments are intended to be reimbursements.
However, they may be subject to taxation if required by state or federal law.



