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S ECT IO N I-IN T R O DU CT IO N
1.01 T heEm ployeeP erform anceA ppraisalP rocess.T heCity’sappraisalprocessidentifiesthecategoriesandsetsthe

benchm arksthat m ust be attained by aCity em ployee in orderforthe em ployee to secure aparticularjob
perform ance rating.It isam eansto m easure perform ance,set goals,and identify the levelsofproficiency the
em ployee hasorshould attain in thejob.O fparticularim portance isthereview ofpastgoalsand achievem ents
coupled w ith the settingofnew realisticgoalsto be realized duringthe upcom ingreview period. T he appraisal
processcanandshouldactasaneducationaltoolandasaspringboardforopen,honestverbalexchangebetw een
an em ployee and m anagem ent.Itsim pactw illonly be asfarreachingastheeffortboth partiesdem onstrate by
providingcandid,truthfulappraisalinform ation.

1.02 History & P olicy Intent.In2002,2012,2014 (pay expansion)and2017theCity createdandconductedstudiesto
m aintaintheP ay andClassificationS tudy describedinthispolicy.T hepurposeofaP ay andClassificationS tudy is
tw ofold. First, it establishes the internal equity am ong em ployees. S econd, it strives to ensure
external/com petitivenessby com pensatingem ployeesusingm arketdata.Itisintended thatthisP olicy support
theP ay and Classification S tudy and serveasareference toolthatw illassistin conductingem ployeeappraisals.
Itshouldalsobeview edasasupplem enttoperform anceappraisaltrainingopportunities,andasadocum entthat
should be used in concert w ith otherpayrolland personnelinform ation that isdesigned to handle personnel
appraisalandw ageissues.

1.03 Definitions.AsusedinthisP olicy,thefollow ingw ordsandterm sw illhavethefollow ingm eanings:
a. “ A ppraiser” m eansthe person(s) com pleting the Em ployee’sP erform ance AppraisalForm and

conducting the in-person em ployee interview .T he Appraisershould be the em ployee’sim m ediate
supervisororthe im m ediate supervisorw orking in conjunction w ith the em ployee’sDepartm ent
Head.

b. “ CBA ” m eansthe Collective Bargaining Agreem ent entered into by the City and R epresented
Em ployees.

c. “ Departm ent Head” m eansthe City Adm inistrator,CDA Executive Director,DP W Departm ent
Director,Finance Departm ent Director,Fire Chief,L ibrary Director,P arks,R ecreation & Forestry
Departm entDirectorandP oliceChief.

d. “ Em ployee” m eansallem ployeesoftheCity ofBaraboothataresubjecttotheP ay andClassification
S tudy.

e. “ P ay and Classification S tudy” m eansthe study provided to the City by Voorheesin 2002,and
updatedperiodically uponapprovalby theCom m onCouncil.

f. “ P ayroll” m eanstheCity Clerkordesignee.
g. “ P olicy” m eansthisEm ployeeP erform anceAppraisalP rocessandIm plem entationP olicy.
h. “ S pecialGoverning Bodies” m eansthe L ibrary Board,w hich istasked w ith providing the L ibrary

Director’sperform ance evaluation,and the CDA Board,w hich istasked w ith providing the CDA
ExecutiveDirector’sperform anceevaluation.

i. “ R egression” m eansm ovingbackw ards.
j. “ R epresented Em ployee” m eansaCity em ployee that isrepresented by acollective bargaining

association(currently lim itedtocertainP oliceDepartm entem ployeesonly).

1.04 P olicy M odifications.T hisP olicy isalivingdocum entthatw illcontinuetoundergochangeand revision.Assuch,
ithasbeensetupinafashionthatw illallow foreasyreplacem entofspecificsectionsw ithouttheneedtoreplace
theentiredocum ent.M odificationstothisP olicym aybem adebytheCityAdm inistratorunlessitisam odification
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involvingfinancialaspectoftheP olicy.

S ECT IO N II-P A R T ICIP A N T S IN T HEP R O CES S & T HER O L ES T HEY P L A Y
2.01 R oleoftheCom m onCouncil. R atify recom m endationsfrom theFinance/P ersonnelCom m itteeonallem ployee

relatedm attersthatrequireCouncilauthorization.

2.02 R oleofS pecialGoverningBodies.S pecialGoverningBodiesareresponsibleforcarryingoutthosedutiesrelated
to perform ance appraisalasrelegated by statutory orcode requirem ents. Assuch,elem entsofthisP olicy m ay
notstrictlyapplytotheL ibraryDirectororCDA ExecutiveDirector.A S pecialGoverningBodym ayseekinputfrom
and/orw orkw ith the City Adm inistratororthe Finance/P ersonnelCom m ittee to appraise the perform ance of
thosepositionsundertheirauthority.

2.03 R oleoftheFinance/P ersonnelCom m ittee.R eview andrecom m endtoCouncil:
a. P ay planadjustm ent(“ CostofL ivingAdjustm ent” or“ CO L A” )leveleachyearforthe upcom ingyear.If

possible,thisrecom m endationshouldcoincidew iththeCity'sbudgetingprocess.
b. T hecreationofnew City positions.
c. N ew hiresforDepartm entHeadandS tatutory O fficerpositions(seeCh.62,W is.S tats.).
d. Em ployeeandpositionclassificationsandreclassifications.
e. M odificationstothisP olicy.

2.04 R oleoftheEm ployee.
a. W ork to achieve goalsset through the annualappraisalprocessand w ork to m eet perform ance

expectations.
b. Ifdutiesandresponsibilitieschange,areclassificationm ightbeapossibility.Anem ployeew hobelieves

they shouldbereclassifiedshouldspeaktotheirsupervisor,w hoshallw orkw iththeCity Adm inistrator
todeterm ineifareclassificationoranew positionm ay benecessary. S eealsoS ectionIV,below .

2.05 R oleoftheDepartm entHeadorDesignee.
a. M onitorperform anceand accom plishm entsofdepartm entalstaffthroughouttheyearand m eetw ith

theCity Adm inistratorasnecessary todiscussany concernsregardinganem ployee’sperform ance.
b. Appraisebothinw ritingand in-persontheperform anceofdepartm entalstaffatleastonceeachyear.

T hisappraisalshould be com pleted priorto the em ployee’sannualanniversary ofthe date ofhire or
thedateofprom otion.T heappraisalshouldconsistof:

i. Developing goalsforthe em ployee and incorporate the goalsinto the perform ance
appraisal.Goalsasestablished in the City CouncilS trategicP lanning processshould be
utilizedw hereverpossibleaspartofthisprocess.

ii. Forw ard the fully signed Em ployee P erform ance AppraisalForm and proposed Change
N oticeForm totheDepartm entHead(ifAppraiserisnottheDepartm entHead)andthen
theCity Adm inistratorforapproval.

iii. P rovidefollow throughw iththeem ployeetohelpthem attaintheirgoals,i.e.,education,
perform anceim provem ents,developm entofim provedskills,etc.

c. W hendutiesandresponsibilitieschange,considerreclassificationorprom otionfortheem ployee.W ork
w ithCity Adm inistratortocom pletetheJobDescriptionQ uestionnairetoaccom plishthisprocess. S ee
alsoS ectionIV,below .

2.06 R oleoftheCity A dm inistrator:
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a. Actasliaison fortheCity w ith consultantw ho developed theP ay and Classification S tudy,orany new
consultanthiredatthedirectionoftheCom m onCouncil.

b. BringissuesbeforetheFinance& P ersonnelCom m itteeandtheCom m onCouncilasneeded.
c. M onitorperform anceandaccom plishm entsoftheDepartm entHeadsandCityAttorney(exceptL ibrary

Director and CDA Executive Director,w ho are appraised by the L ibrary Board and CDA Board,
respectively),andconductthefollow ing:

i. Appraise,in w riting,the em ployee’sperform ance at least once each year– eitheron the
em ployee’sanniversaryofthedateofhireordateoflastprom otion,asapplicable.U seofthe
standardEm ployeeP erform anceAppraisalForm isperm itted.

ii. Develop goalsaspart of the perform ance appraisalprocessand incorporate into the
perform ance appraisalform atutilizing,aspartofthatprocess,the Council’sGoalS ettingor
S trategicP lan,asapplicable.

iii. Inconjunctionw iththew rittenappraisal,conductanindividualface-to-faceappraisalsession.
iv. P rovidefollow throughtohelptheem ployeeachievetheirgoals,i.e.education,perform ance

im provem ents,developm entofim provedskills,etc.
v. P repare and processsalary/w age paperw ork(ChangeN otice Form )and subm itto P ayrollto

effectsalary/w agechange.
vi. R etainsignedappraisalform inalockedpersonnelfileorsecuredelectronically.
vii. P rovide the em ployee w ith acopy ofthe com pleted and signed appraisalform so the

em ployeehasadocum entintheirpossessionthatliststheirgoalsfortheupcom ingappraisal
period.

d. DutiesR elatedtoEm ployeesw hoR eporttoDepartm entHeads(S ubordinateS taff):
i. S end noticesto Departm ent Headsto alert them asto the tim ing ofappraisalsfortheir

subordinate staff approxim ately 60 daysin advance of the effective date – either the
em ployee’sanniversary ofthedateofhireordateoflastprom otion,asapplicable.

ii. AttherequestoftheDepartm entHeadorAppraiser,ifdifferentfrom theDepartm entHead,
review allsubordinate staffP erform ance AppraisalForm sand the proposed Change N otice
Form w ith the Departm ent Head orAppraiserpriorto the Departm ent Head orAppraiser
conductingtheface-to-facesessionw iththeem ployee.

a. After session held w ith em ployee,the Departm ent Head w illsend the signed
P erform anceAppraisalForm andtheChangeN oticeForm totheCity Adm inistrator.

b. Afterreview and approvalofthe P erform ance AppraisalForm and Change N otice
Form ,City Adm inistratoristo subm it the Change N otice Form to P ayrolland shall
keepthesigned form sinalocked personnelfile.T heCity Adm inistratorw illprovide
acopy ofapproved the P erform ance AppraisalForm to the Departm ent Head,and
theDepartm entHeadw illprovideacopy totheem ployee.

iii. Ifareclassificationisrequestedby eithertheem ployeeortheem ployee’ssupervisor,review
andprocessasdeem edappropriate.S eealsoS ectionIV,below .

S ECT IO N III-T HEEM P L O YEEP ER FO R M A N CEA P P R A IS A L

3.01 T im ing.
a. Allem ployees,unionandnon-union,m usthave,atam inim um ,anappraisalconductedonceeachyear.

T hetim ingiscontrolledby oneoftw odates:
1. Ifan em ployee hasundergone areclassification during the course ofhis/herem ploym ent w ith

theCity,theHIR EDAT Eshallbetheannualanniversary datefortheappraisal.
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2. Ifanem ployeehashadaprom otionorprom otions,theDAT EO FT HEM O S T R ECEN T P R O M O T IO N
shallbetheannualanniversary datefortheappraisal.
• N O T E: T he City ofBaraboo P ay P lan statesthateach em ployee’sannualappraisaldate shall

becalculatedaseitherthehiredate(w herenoprom otionshaveoccurred)orthem ostrecent
prom otiondate.Ifadateisindispute,contacttheCity Adm inistratorim m ediately.

b. Allrequired paperw ork (P erform ance AppraisalForm and Change N otice) shallbe com pleted,the
review w ith the City Adm inistratorconducted,the face-to-face session w ith the em ployee held,all
signatureson allpaperw ork secured,and the Change N otice in P ayroll’shandsin tim e to m eet the
payrollclosestto,ornextfollow ing,thedatereflectedineither1 or2 above.

c. A noticew illbesentbytheCityAdm inistratorordesigneetotheDepartm entHeadorS pecialGoverning
Body atleast60 daysin advanceoftheannualappraisaldate so thatthe Departm entHead orS pecial
GoverningBodyhasam pletim etodoallthatisrequiredtoinsurethatchangesinanem ployee’sw ages,
asdictated by the appraisal,w illbe reflected on the payrollclosest to,ornext follow ing,the date
determ inedastheannualappraisaldateforthatem ployee.

3.02 P erform anceA ppraisalForm .
a. T he P erform ance AppraisalForm isthe em ployee and Appraiserstoolto m easure perform ance asit

relatesto the em ployee’sjob perform ance pertheirjob description. A typicalappraisalprocessw ill
requirethatboththeem ployeeand theAppraisercom pletethespecified sectionsoftheP erform ance
AppraisalForm .T heem ployee'sappraisalcom m entsarevery im portantandw illhelpcontributetothe
developm entofoverallgoalsthatw illbe setw ith the Appraiser.An em ployee'spersonalappraisalof
his/herselfoftenservesasaninsightfultoolindevelopingathoroughanalysisineachofthecategories
thatarebeingassessed.

b. T heP erform anceAppraisalForm notm eanttobeatim eforsurprises.
i. Ifthere are problem areasoccurring throughoutthe appraisalperiod,the Appraisershould

usetheP erform anceAppraisalForm asavehicletodocum entanddiscussw iththeem ployee
theperform anceareasofconcern.

ii. Infairnesstotheem ployeeand tom anagem ent,every attem ptshouldbem adetow orkout
perform ance areasthat do not m eet an acceptable levelby setting up aplan ofaction to
rem edy perform anceareasthatareproblem atic.

3.03 In-P ersonA ppraisal. O ncetheem ployeeandtheAppraiserhavecom pletedtheP erform anceAppraisalForm ,an
individualface-to-face appraisalsession m ust be conducted.T hisisaconstructive processduring w hich the
participantsopenly and honestly addressthecontentsoftheappraisaldocum ent.T hism ay alsobeview edasan
appropriate tim e forthe Appraiserto m ention any plansforthe Departm ent,noting especially the role the
em ployee m ay have in those plans. T he City Council’sS trategic P lan should also be incorporated into this
discussionasitappliestotheindividualbeingappraised.

3.04 Disagreem ents. Itispossiblethattherem ay beinstancesw heretherew illbedisagreem entabouttheappraisal
receivedby theem ployee.T heem ployeeandAppraisercom m entssectionallow sforthedocum entationofareas
ofdisagreem ent. An em ployee m ay disagree w ith any elem ent ofthe appraisal.Ifrequired,the next levelof
m anagem entand/ortheCity Adm inistratorm ay beasked by theAppraiserortheem ployeetoparticipatem ore
directly in the em ployee’sappraisalprocess.T he em ployee’ssignature on the AppraisalR eview Form doesnot
m eantheem ployeeagreesw iththeappraisal.
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3.05 ChangeN oticeForm . T heAppraiserisrequiredtosubm itaChangeN oticeForm totheDepartm entHeadand/or
City Adm inistrator,asapplicable,forapproval.S pecialGoverningBodies,signed by theirgoverningbody,are to
providetheChangeN oticeForm directly toP ayroll.Any salary changeontheChangeN oticeForm w illbesubject
tobudgetavailability.

S ECT IO N IV -T HEEM P L O YEER ECL A S S IFICAT IO N P R O CES S

4.01 R eclassificationsv.P rom otions. R eclassificationsare notprom otions. P lease referto these definitionsto help
understandthedifference:

W hatisaprom otion?

 Anem ployeem ovesto new ly created positionthathad notpreviously existed and isatahigherpay
gradethantheem ployee’scurrentposition,O R

 An em ployee changesto anotherexisting position in the organization that isatahigherpay grade
thantheem ployee’scurrentposition.

 An em ployee isin an existingposition thatthe City significantly restructuresthatresultsin itbeing
m ovedtoahigherpay gradeandiftheexistingem ployeerem ainsinthatrestructuredposition.

W hatisareclassification?

 Anem ployeestaysinthesam eposition,butthedutiesofthepositionchangeovertim eresultingin
the position,w ith theem ployee in it,beingreclassified (m ay include atitle change,agrade change,
orboth)usingtheCity’sofficialreclassificationpolicy.

4.02 P ositionEvaluationForm .
a. T he P osition Evaluation Form isacriticalelem entin the reclassification process,and isavailable from

theCity Adm inistrator.Itm ustaccom pany thejobdescriptionw hentheCity considersareclassification
ofaposition,andshouldbecom pletedby theem ployeerequestingorundergoingareclassification.

b. After com pletion of the P osition Evaluation Form by the em ployee,the em ployee’sim m ediate
supervisorshould review the contentsofthe form and provide com m entson the last page. T he
supervisorshould not alterany ofthe em ployee'sstatem ents,but m ay com m ent on them in the
S upervisor R eview section of the Form . T he supervisor m ust then forw ard the Form the City
Adm inistrator,w hoshallprocesstheform inaccordancew iththeP ay & ClassificationS tudy.

c. T houghtheem ployee'sjob descriptionisanim portantelem entinareclassificationconsideration,itis
advantageousfortheem ployeetoknow thattheotherm anagers,theCom m onCouncilandanoutside
consultingfirm analyzingthepositionw illalsothoroughly review theP ositionEvaluationForm inorder
tofam iliarizethem selvesw iththedutiesandresponsibilitiesofthepositionfrom theperspectiveofthe
persondoingthew ork.

S ECT IO N V -P A Y P L A N & S T EP A DJU S T M EN T S

5.01 P ay P lan. O ne ofthe prim ary purposesofestablishing apay plan isto be internally equitable and externally
com petitive and set the m inim um and m axim um "w orth" ofaposition to the organization.T hishelpsthe City
predict and controlpayrollexpensesand createsrealisticcom pensation expectationsforthe em ployee. It is
im portant to know w here an em ployee fitsin,in term sofgrade and step levelsto insure that tim ely and
appropriatem ovem entw ithinagradeoccursbasedontheperform anceoftheem ployee.
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5.02 P ay andClassificationS tudy P ay S cale-U pdates.Atm inim um ,every fiveyearstheCom m onCouncilw illupdate
theP ay& ClassificationS tudyandthecorrespondingannualP ayS cale,asrecom m endedbytheCityAdm inistrator
oroutsideconsultant.P ayrollw illberesponsibleforupdatingtheP ay S caleeachyear,basedontheCostofL iving
Adjustm entasapproved by Council.P ayrollw illprovideDepartm entHeadsand S pecialGoverningBodiesw itha
currentP ay S caleonanannualbasis.

5.03 P ay S teps.
a. S tepAdjustm ent-M aterials. A “ stepadjustm ent” istheCity’sm ethodtocom pensateanem ployeefor

theirjob perform ance and aw ay to keep pace w ith the m arketplace foraparticularposition.All
Departm ent Headsand S pecialGoverning Bodiesare recipientsofthe P ay S cale and have received
educationfrom theCity Adm inistratoronhow toaccom plishthedirectivesoftheP ay andClassification
S tudy.N ew Departm entHeadsw illbegivenacopy ofthedocum ent(orhaveacopy m adeavailableto
them ),and trained in how to use the plan. Aspartofthem aterialsneeded to com pletethe appraisal
of each em ployee,Departm ent Headsand S pecialGoverning Bodiesw illalso be given a listing
containingthew ageinform ationforeachem ployeew ithintheirDepartm ent.

b. City’sS teps.T herearem ultiplestepsforCity em ployees,asdesignatedby theP ay S cale.
c. S tepAdjustm ent-Guidelines.

i. S tep adjustm entsm ay occur on an annualbasisin conjunction w ith the P erform ance
Appraisalprocess.T he em ployee m ay be increased afullorhalf-step based on the annual
perform anceevaluationandw iththeconcurrenceoftheCityAdm inistrator.T obeeligiblefor
astep adjustm ent,the em ployee m ustm eet“ AchievesExpectations” on theirP erform ance
EvaluationForm .

ii. R arely,anexceptionm ay w arrantastepadjustm ent,oratem porary stepadjustm ent,thatis
nottim ed totheem ployee’sannualreview . Anexam pleisifanem ployeetem porarily takes
overtheresponsibilitiesofanem ployeeinahigherpaystep(e.g.,suchastheAssistantL ibrary
Directortem porarily taking on the dutiesofthe L ibrary Directordue to the absence ofthe
L ibrary Director). Any exception orvariation m usthave sufficientjustification and approval
from theCity Adm inistrationorS pecialGoverningBody,asapplicable.

d. P oor P erform ance. Em ployeesfailing to m eet expectationsaspart of their annualperform ance
evaluationm ay beplacedonaP erform anceIm provem entP lan(“ P IP ” )and/orm ay havearegressionin
theirP ay S tep,subject to approvalby the City Adm inistrator.A regression in theirP ay S tep shallnot
occurw ithoutacorrespondingP IP .P IP sm ay alsobeissued atany tim esubjectto theperform anceby
anem ployee.

S ECT IO N VI-AN N U A L L U M P S U M M ER IT P A YM EN T FO R EL IGIBL EEM P L O YEES
6.01 A nnualL um p S um M erit P aym ent. Asproductive em ployeesadvance through the pay steps,they w ill

eventually get to the end ofthe steps(to the m axim um am ount)and no longerbe eligible forannualpay
increases.W hen thishappens,these em ployeesw illnot receive an annualpay increase untilthe m arket
m ovesbeyond w here theem ployee iscurrently beingpaid.Inorderto provide forsom e econom icincentive
forthese em ployees,theCity provideseligible em ployeesw ith upto a2% annuallum p sum m eritpaym ent.

6.02 Eligibility.An em ployee w illbe eligible to earn an annuallum p sum m eritP aym entif:
a. T he em ployee hasreached theend oftheirstepsfortheirclassification,and
b. T he em ployee receives an “ Exceeds Expectations” perform ance rating on their annual

P erform ance AppraisalForm .
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6.03 Conditions.T he annuallum p sum m eritpaym entshallbe aw arded to eligible em ployeesasadollaram ount
in the form ofalum p sum paym ent,but not added to their base pay. Additionally, em ployeeshave to "re-
earn"them eritpaym entevery year,based oneligibility.

6.04 A m ount.Em ployeeseligible foran annuallum p sum m erit paym ent w illbe given up to a2% lum p sum
paym entsubjectto the term sin thisS ection and the availability ofm oney in aprescribed m eritpoolthatis
set by the City Adm inistratoraspartofthe annualbudget. AllCity em ployeeseligible forthe paym ent in a
givenyearshallreceivethe sam e percentage.

S ECT IO N VII-R EP R ES EN T ED EM P L O YEES (P O L ICEDEP A R T M EN T )

7.01 R epresented Em ployees. R epresented Em ployeesare subjectto thisP olicy except asotherw ise stated in and
differentiated by thisS ection orin the currentCBA.In the eventthere isaconflict betw een thisP olicy and the
currentCBA,theCBA shalltakeprecedence.

7.02 P ay P lan. R epresented Em ployeesare subject to the pay provisionsaslisted in the current CBA w ith the City.
P rogressionintheplanshallbestrictly governedby theCBA.

7.03 R eclassificationsand P rom otions.R epresented Em ployeesare eligible forreclassificationsand prom otionsas
providedforintheCBA.

7.04 A nnualP erform anceEvaluation.
a. R epresented Em ployeesare subjectto yearly evaluationsasdefined in 3.02 ofthisP olicy,how everall

evaluationsw illbecom pletedinDecem berofeachyear.
b. T heAppraiserfortheR epresentedEm ployeeshallbetheem ployee’sm ostcurrentsupervisor,although

iftheem ployeew orked w ith othersupervisorsduringthecourseoftheprecedingyear,the Appraiser
w illconferw iththeothersupervisor(s)w hencom pletingtheevaluation.

c. A R epresented Em ployeew ho disagreesw ith an evaluationm ay taketheirdisagreem entup thechain
of com m and,term inating w ith the Chief of P olice. T he Chief shalltake into consideration the
em ployee’sconcerns,alongw ith any otherrelevantfactorsasdeterm ined by the Chief,inm akingthe
finaldeterm inationontheem ployee’sperform anceevaluation.

d. R epresented em ployeesw ho scorebelow expectationsasdefined inS ection5.03(d)ofthispolicy m ay
besubjecttoaP erform anceIm provem entP lan,althoughthedeterm inationtoplacetheem ployeeon
aP erform ance Im provem ent P lan w illnotbe based solely on the score received by the em ployee on
his/herannualevaluation.

e. Any Grievance asdefined in the CBA shallbe handled isthe approved m annerw ith the appropriate
tim elinesasdefinedinthecurrentCBA.


