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Village of Belleville Public Notice 
Finance & Personnel Committee Meeting 

February 22, 2021, 5:00 p.m.  
Belleville Village Hall – 24 West Main St., Belleville, WI 

 
Virtual Meeting 

 
This meeting may be joined from a computer, tablet or smartphone by using the 

URL below: 
  

https://global.gotomeeting.com/join/285863989 
 

You can also dial in using your phone:   
  

United States (Toll Free): 1 877 309 2073 
United States: +1 (571) 317-3129 

 
Once you dial in, enter the Access Code below: 

Access Code: 285-863-989 
 

AGENDA 
 

1) Call to order 
2) Posting of open meeting notice 
3) Visitors wishing to speak on an item not on the agenda 
4) Visitors wishing to speak on an agenda item 
5) Approval of minutes from January 11, 2021 meeting 

 
ACTION REQUIRING A VOTE  

MAY BE TAKEN ON ANY OF THE FOLLOWING ITEMS 
 

6) Old Business 
a. “Stay at Home” offices and personnel update 
b. Budget 2020 review 
c. Budget 2021 
d. Employee Manual 
e. Parkland Improvement Fee 
f. Fee-in-Lieu-of Parkland Dedication 
g. Village Hall staff job descriptions and hours 

i. Utility/Payroll Coordinator 
ii. Deputy Treasurer 

iii. Deputy Clerk 

https://global.gotomeeting.com/join/285863989
https://global.gotomeeting.com/join/285863989
tel:+18773092073,,285863989
tel:+18773092073,,285863989
tel:+15713173129,,285863989
tel:+15713173129,,285863989
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iv. Office Assistant 
v. Economic Development and Marketing Specialist 

h. Standing committees duties and responsibilities 
i. Finance and Personnel 

ii. Planning Commission 
iii. Police – To be reviewed by Police Committee 
iv. Public Works and Parks –To be reviewed by Public Works and Parks Committee 

i. Supervisor Manual review/update 
j. Employee job satisfaction 
k. 2022 Budget 

7) New Business 
a. Application of project grant money towards repayment of borrowed money for project.  
b. Developer expenses billing for consultants 
c. Approval of amendment to Appendix H of the Employee Manual 
d. Time worked regarding calculation of overtime 

8) Adjourn to Closed Session for: 
a. Review of Utility/Payroll Coordinator compensation and performance per 19.85(1)(c) - 

Considering employment, promotion, compensation or performance evaluation data of any 
public employee over which the governmental body has jurisdiction or exercises 
responsibility. 

9) Reconvene in Open Session for possible action on items discussed in Closed Session 
10) Other Business 

a. Next meeting date – March 8, 2021 
11) Adjournment 

 
 

 

The Village of Belleville complies with the Americans with Disabilities Act (ADA): 
If you need an interpreter, translator, materials in alternate formats or other accommodations to access 
this service, activity or program, please contact the person below at least two business days prior to the 
meeting. 
 
Si necesita un interprete, un traductor, materiales en formatos alternativos u ostros arreglos para acceder 
a este servicio, activdad o programa, comuniquese al numero de telefono que figura a continuacion dos 
dias habiles como minimo antes de la reunion. 
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Finance & Personnel Committee Minutes 
January 11, 2021, 5:00 p.m.  

Belleville Village Hall – 24 West Main St., Belleville, WI 
 

1) Meeting called to order at 5:00 P.M. by Terry Kringle 
a. Members present: Ron Babler, Terry Kringle and Dale Yurs 
b. Village personnel present 

i. Brian Wilson 
ii. Grace Gervasi 

iii. Angie Runde 
iv. Rhea McGee 
v. Teresa Pelton 

vi. Becky Olson 
c. Visitors – Bronna Lehmann 

2) Posting of open meeting notice – Properly posted 
3) Visitors wishing to speak on an item not on the agenda - None 
4) Visitors wishing to speak on an agenda item – All the above 
5) Approval of minutes from October 12, 27 & 28 2020 meetings – Motion by Dale Yurs and 

seconded by Ron Babler to approve the October 12, 27, and 28 minutes. Motion approved with 3 
yes and 0 no. 

6) Old Business 
a. “Stay at Home” offices and personnel update – Dane County has made a few changes in their 

orders pertaining to groups. 
b. Personnel Manual review of completed update – The updated manual needs to go to legal 

and from there it will go to the Village Board 
c. Budget 2020 review – Nothing at this time 
d. Budget 2021 – Nothing at this time 

7) New Business 
a. Police Union Contract – Ron Babler moved and seconded by Dale Yurs to recommend to the 

Village Board adoption of the Memorandum of Understanding containing the salary 
increases and language stating salary increases for longevity will take place on the 
anniversary date of hire instead of at the first of the year. Motion approved with 3 yes and 0 
no. 

b. Village Hall staff job descriptions – There was a great deal of discussion about the different 
village hall positions and number of staff needed. 
i. The Economic Development and Marketing Specialist job description needs a little more 

work. 
ii. Other staff positions need some clarification. 

iii. We need to move ahead with replacing the front desk staff position. 
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d. Standing committees duties and responsibilities – We didn’t spend much time with any of the 
positions. We will be asking the Public Works and Police Committees to review their 
individual committee Duties and Responsibilities and have them ready to present at 2nd 
Village Board March meeting. 

e. Parkland Improvement Fee – Briefly discussed. There is likely some clarification needed for 
how this money is used. We will work on this at the next meeting. 

f. Parkland Fee-in-Lieu-of Parkland Dedication – Briefly discussed. There is likely some 
clarification needed for how this money is used. We will work on this at the next meeting. 

g. Supervisor Manual review/update – Review at the next meeting 
h. Employee job satisfaction – A brief discussion on what the Village can do to be competitive 

with other municipalities for employee retention. 
i. 2022 Budget 

i. We need to think long term 
ii. We want to make sure we maintain what we have 

iii. We want to level out budget revenue and expenses from one year to the next. 
8) Other Business 

a. Next meeting date – February 22, 2021, 5:00 p.m. 
9) Adjournment – At 6:49 Ron Babler moved and seconded by Dale Yurs to adjourn. Motion 

carried with 3 yes and 0 n0. 
 



FEE-IN-LIEU-OF-PARKLAND & PARK IMPROVEMENT FEE 
DISCUSSION POINTS 

 
Two items on our February 22 F&P meeting are the “Fee-In-Lieu-of-Parkland” and the “Park 
Improvement Fee”. Both of these revenues are the result of a new development being 
accepted by the Village. The “Fee-In-Lieu-of-Parkland” is paid when the Village Board accepts 
the new development and the “Park Improvement Fee” is paid when a new building permit is 
taken out. Although each will be acted on separately we will jointly discuss both. 

1. First we will need to decide how the revenue from those two items will be used. As of 
2021 from what I can decipher the revenues from these to two items have been used to 
balance the budget. The 2021 budget contains $35,000 of anticipated revenue. I 
question if this is an appropriate use. 

a. Should these revenues be used to offset expenditures anywhere in the budget? 
b. Should these revenues be used to offset expenditures only in the Parks Budget? 
c. Should these revenues be used only for park improvements in any of the Village 

parks? 
d. Should these revenues be used only for parks in the developments from which 

they have been derived? 
2. If we decide that these revenues should be only used for park improvements should 

those improvements be specified in the budget? 
3. If these revenues are used only for new park improvements how might we be able to 

make sure the funds are used only for new park improvements since it may take a few 
years to accumulate enough funds to do anything with? 

a. If we use the funds only for new park improvement I suggest these funds be 
handled by: 

i. In each budget we have a line item “New Park Improvement” and the 
revenue for each year be set at $0. By setting this revenue at $0 the 
revenue earned from these two items will not being used to balance the 
budget. 

ii. At the end of each budget year any revenue in this line item be 
transferred to a special account that can be used only for park 
improvement of new parks. It may be possible to even break this down to 
park improvement that is to take place in or near the development from 
which these revenues were derived. 

4. Can any of the previous years budget revenues from these two items be “recovered” - 
2018 ($26,623.99), 2019 ($44,178), 2020 ($71,427) and 2021 (?)? Each of these years 
had/have a specified expected revenue for the two items we are discussing.  



Duties and Responsibilities of the Belleville Finance 
and Personnel Committee 
 
I. How Constituted and Terms 
 
There shall be a Committee known as the Finance and Personnel Committee to consist 
of three (3) Village Board members.  Appointment to the Committee is done by the 
Village President, and approved by the Village Board prior to the first day of May, and 
terms shall be for one year.  The Village Clerk/Treasurer, Public Works Director, Police 
Chief, Librarian, Attorney, Auditor, Assessor and Building Inspector/Zoning 
Administrator are non voting ad hoc members of the Finance and Personnel Committee. 
 
II. Organization 
 
The Chairman for the Committee will also be named by the Village President with 
approval of the Village Board.  Other officers as deemed necessary by the Committee 
shall be appointed by the Committee. 
 
III. Rules 
 
The Committee will be governed under the Wisconsin Open Meeting Law 
requirements.  Notices of meetings will be posted at least 48 hours prior to the meeting 
time.  The Village Trustees may make any other rules as they deem necessary for the 
government of the Committee and the manner in which business of the Committee shall 
be conducted. 
 
IV. Quorum, Record, Report 
 
A majority of the Committee shall constitute a quorum for conducting Committee 
business.  The Committee shall keep a record of all proceedings, which shall be open at 
all reasonable times to the inspection of any elector of the Village, and shall make a 
report to the Village Board at it's regularly scheduled meeting. 
 
V. Committee Duties and Powers 
 
A. The Committee may require any village representative, trustee, contractor, consultant 
or employee to confer with it and supply information in connection with matters pending 
before it. 
 
B. Develop a Budget Calendar with the Administrator/Clerk/Treasurer each fiscal year 
by August 1st.  
 
C. Submit an itemized budget, as drafted by the Administrator/Clerk/Treasurer, for all 
Village Funds for discussion by the Village Board as determined in the Budget 
Calendar. Police and Public Works draft departmental budgets will be reviewed by the 
respective committees. 



 
D. The Committee shall, under direction of the Village Board, insure that each 
department stay within the budget guidelines set up and approved by the Village 
Board.  The Committee shall review monthly budget printouts with the Village Treasurer. 
 
E. To coordinate and recommend policy and procedure changes with the 
Administrator/Clerk/Treasurer to any the following: 
 
 

• Compliance with accounting requirements 
• Collection of taxes 
• Collection of water and sewer revenues 
• Vendors bills payment and signature verification 
• Investment of extra monies in sound money markets 

 
F. Recommend borrowing long and short term. 
 
G. Prepare and recommend special assessment policies and schedules. 
 
H. Advise board on related cost of projects, debt financing, and increases/reduction to 
taxes. 
 
I. Review insurance needs for the Village as necessary and make recommendations to 
the Board. 
 
J. Develop policies and procedures for approval of payroll and bills. 
 
K. Review finalists and recommend to Village Board hiring of all other positions, as 
recommended by the Administrator/Clerk/Treasurer. 
 
L. Review annual Financial Statements prior to Board approval. 
 
M. Review annually a Capital Improvement Plan for approval of Village Board, as 
prepared by the Public Works Committee. 
 
N. Review annually long-term financial management plans in June. 
 
O. The Committee, at the direction of the Village Board shall investigate any matters 
relating to the Village of Belleville employees that cannot be resolved through 
Administrator/Clerk/Treasurer review. 
 



P. The Committee oversees disciplinary actions for Department Supervisors as 
implemented by the Administrator/Clerk/Treasurer and stated in the  Policy Manual. 
 
Q. The Committee and Administrator/Clerk/Treasurer shall review and update the Policy 
Manual as needed.  Changes should be reviewed by the Public Works Director, Police 
Chief and Librarian before adoption by Village Board. 
 
R. Review Village Clerk’s Office Job Descriptions. 
 
VI. Chairperson Duties and Powers 
 
A. Committee Chair is responsible to set the dates of meetings and draft agendas.  The 
meeting agenda should be e-mailed to the Clerk’s Office by Wednesday, the week prior 
to the meeting.  Email all Agendas to info@villageofbelleville.com. 
 
B. Committee Chair is responsible to type meeting Minutes.  Minutes should be e-
mailed to Clerk’s Office by the Wednesday before the Board Meeting to be included in 
the Board packet. 
 
C. Committee Chair is responsible to inform the Administrator/Clerk/Treasurer of any 
Committee recommendations needing Village Board approval so that the items are on 
the Village Board Agenda. 
 
VII. Personnel Oversight 
 
A. Village Board is responsible for completion of an annual evaluation of the Village 
Administrator/Clerk/Treasurer. 
 
B. Committee Chair is responsible for employee grievance resolution when the 
grievance is against the Village Administrator/Clerk/Treasurer as stated in the Policy 
Manual.  If the matter cannot be settled, or the decision is appealed, it will be referred to 
the Village Board. 
 
C. Committee Chair works in cooperation with the Administrator/Clerk/Treasurer 
regarding Clerk’s office employee disciplinary actions as stated in the Policy Manual. 
 
D. Administrator/Clerk/Treasurer may impose oral or written warnings or reprimands on 
Department Supervisors as stated in the Policy Manual. 
 
E. Committee Chair will initial all Clerks’ office bills after they are approved by the 
Village Administrator/Clerk/Treasurer 
 

Approved:  5/1/06; Revision Approved 12/07/09 

mailto:info@villageofbelleville.com
mailto:info@villageofbelleville.com


Belleville Plan Commission 
 
The Belleville Plan Commission has seven members, including citizens and trustees. It 
meets the second Wednesday of each month. Plan Commission oversees 
implementation of Belleville’s Master Plan. This plan contains recommendations for the 
future physical development of the Village and is an aid to the Plan Commission and the 
Village Board in the performance of their duties. 
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VILLAGE OF BELLEVILLE 
 

DEPARTMENT SUPERVISOR MANUAL 
 
 
Original Adoption: November 23, 2015 
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SECTION 1 
 

HIRING PROCESS 
 
 
1.1 INTERVIEW PROCESS 
 
The general process for interviewing candidates for employment with the Village is set 
forth below.  The Village reserves the right, however, to modify this process when it deems 
it appropriate for the requirements of the position.   
 
An employment interview is part of the selection process for the final applicants; it is used 
to discover knowledge, skills, abilities, experience or qualities that may not be reflected in 
application forms, resumes or test results.   
 
Oral interviews of applicants seeking a supervisory position will be conducted by the Board 
and Administrator/Clerk/Treasurer. Generally the Department head and Committee 
member(s) will conduct oral interviews of applicants for a non-supervisory position. 
 
All applicants should generally be asked the same questions as part of the interview 
process. Interviewers should never write on the application. Certain other rules must be 
observed to insure the process is conducted in a way that conforms with federal and state 
laws: 
 

 Questions must be work related and designed to measure job knowledge, 
experience, education, or to elicit responses that reflect personal qualities that are 
work related. 

 
 Questions which pertain to race, sex, religion, marital status, disability or other 

protected class or status, or other inquiries that directly or indirectly tend to 
disclose such information, are not permitted. 

 
  
 Inquiries about the applicant’s ability to perform the duties of the position are 

permitted. General inquiries leading to disclosure of a disability or health 
condition are not permitted. 

 
The employment application submitted by each applicant and proposed interview questions 
may be provided to members of the interview panel. 
 
Members of an interview panel should score each applicant. Following the last interview, 
the panel will be expected to reach consensus in identifying and, to the extent possible, 
rank ordering the three to five applicants deemed to be best qualified for the position. 
 

Commented [AL1]: At times it could also be the 
Committee chair as appropriate. 
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1.2 REFERENCE CHECK AND BACKGROUND INVESTIGATION 
 
In conducting reference checks and background investigations, the Village will generally 
follow the provisions set forth in this section and all applicable state and federal laws. The 
Village may elect at its sole discretion to deviate from its own procedures set forth below 
when deemed appropriate to do so. 
 
Before an offer of employment, a reference check will generally be completed to verify 
claims of educational attainment, previous employment, and other information provided 
by the applicant. Some or all parts of the reference check may be conducted by the affected 
Department Supervisor, Village Administrator/Clerk/Treasurer or both on behalf of the 
Village. 
 
Some positions may require a background investigation by the Belleville Police 
Department, another law enforcement agency or a qualified individual. Drug, 
psychological, and physical tests may also be required for certain positions. State and 
federal laws may apply to background checks. 
 
 
1.3 OFFER OF EMPLOYMENT 
 
Once a reference check and a background investigation are completed, a hiring decision 
may be made. The appointing board will notify the applicant selected, and request that the 
offer be accepted or rejected within the number of days set by the appointing board. 
 
If an offer of employment is not accepted, the appointing board may offer the position to 
another qualified applicant or, if necessary, reopen recruitment to fill the position. 
 
Some positions may require the applicant to successfully pass a medical and/or 
psychological exam prior to performing duties for the Village.  For those positions, any 
offer of employment will be contingent upon passing such tests.   
 
 
1.4 MEDICAL EXAMINATION 
 
Applicants selected for employment may be required to undergo a medical examination 
before being permitted to begin work. The Americans With Disabilities Act prohibits 
requiring an applicant to undergo a medical examination before receiving an offer of 
employment; if an examination is required, any offer of employment will be made 
contingent upon successful completion of the examination. In some cases, psychological 
testing also may be a part of the selection process. If an examination is required, it must be 
required for all candidates for similar positions. 
 
Drug tests required by the Omnibus Transportation Employee Testing Act of 1991, for 
applicants expected to operate commercial vehicles, will be conducted after an offer of 
employment is made 
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1.5 APPOINTMENT 
 
An appointment confirmation letter will be sent to the applicant selected outlining the terms 
of employment. The letter will be prepared by the Village Administrator/Clerk/Treasurer 
in cooperation with the affected supervisor. 
 
Once an applicant accepts the terms of employment and has been appointed, the Village 
Administrator/Clerk/Treasurer will notify all other applicants seeking the position that they 
were not selected. 
 
Within 20 days after a new employee begins work, the Village is required to provide the 
Wisconsin Department of Workforce Development with certain information: 
 

• The employee's name, address, date of birth and Social Security Number. 
 

• The date the employee was hired. 
 

• The municipality's name, payroll address and Federal Employer Identification 
number. 

 
 
1.6 APPLICANT EXPENSES 
 
Unless specifically approved by the Board, an applicant will not be reimbursed for travel 
or other expenses incurred as part of the testing and selection process.  Moving expenses 
for newly appointed supervisors may be reimbursed; the maximum amount to be 
reimbursed will be set by the Board.  Relocation costs incurred by other new employees 
will not be reimbursed.   
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SECTION 2 
 

POST-HIRING POLICIES AND PROCEDURES 
 
 
2.1 EMPLOYEE ORIENTATION 
 
The Village Administrator/Clerk/Treasurer (or designee) will conduct an orientation, 
during which the Administrator/Clerk/Treasurer will review the fringe benefits, federal and 
state new employee required forms, vacation time, sick leave time, hourly pay, Oath of 
Office, and Confidentiality and Conflict of Interest Acknowledgement.  Every effort will 
be made to conduct the orientation on or before the date the new employee is to begin work.  
The orientation process should be continued by the Department Supervisor who should 
provide a general description of activities and operations, inform the employee of health 
and safety procedures,  procedures for recording hours worked, provide an introduction to 
the job position,  hours of work, reporting injuries, and review any specific department  
policies and procedures.   
 
Each employee will be given a copy of the current position description, a copy of the 
Employee Manual, and a copy of the appropriate collective bargaining agreement. Written 
evidence the orientation was conducted and a copy of the receipt establishing that the 
manual was provided should be made part of the employee's personnel file. 
 
2.2 POSITION DESCRIPTIONS 
 
A comprehensive, up-to-date position description serves as a basis for: 
 

o Establishing the qualifications applicants for employment or promotion must 
meet. 

 
o Deciding what tests may be appropriate in screening applicants for 

employment or promotion. 
 

o Screening applications submitted by applicants for employment or promotion 
to insure only qualified applicants receive consideration. 

 
o Evaluating the performance of employees. 

 
There is no prescribed format for position descriptions, but each should have certain 
minimum elements, including: 

 
o Job Title 

 
o Identification of whom the individual in a position is responsible to report 

to. 
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o A brief description of the position, including the level and type of 
supervision required. 

 
o Minimum qualifications an individual must have to be considered for 

employment in the position. 
 
o Knowledge, skills and abilities essential in performing functions and duties 

assigned to the position. 
 
o Key functions and duties assigned to the position. 

 
o Other functions or duties, while not necessarily key, that might be 

performed by an individual in the position. 
 
o The physical environment in which a person in the position usually works, 

as well as special environmental or physical conditions the person may 
encounter. 

 
 

 
2.3 POSITION TERMINATION 
 
When an employee resigns or is terminated from his or her position, the department 
supervisor or Administrator/Clerk/Treasurer as appropriate shall conduct an exit interview 
with the departing employee to obtain feedback about the organization and department. 
The results may be shared with the appropriate committee, and/or Village Board.  



Classification < 3yrs 3-5 yrs 6-10 yrs 11-15 yrs 16-20 yrs 21-25 yrs >25 yrs

Public Works Operator 1 (PWO1) $19.22 $19.99 $20.76 $21.53 $22.29 $23.06 $23.83

Public Works Operator 2 (PWO2) - $20.50 $21.27 $22.04 $22.81 $23.58 $24.34

Public Works Operator 3 (PWO3) - $21.27 $22.04 $22.81 $23.58 $24.34 $25.11

Increase Percentage = 3.00%

Classification < 3yrs 3-5 yrs 6-10 yrs 11-15 yrs 16-20 yrs 21-25 yrs >25 yrs

Public Works Operator 1 (PWO1) $19.80 $20.60 $21.38 $22.18 $22.96 $23.75 $24.54

Public Works Operator 2 (PWO2) - $21.12 $21.91 $22.70 $23.49 $24.29 $25.07

Public Works Operator 3 (PWO3) - $21.91 $22.70 $23.49 $24.29 $25.07 $25.86



Classification < 3yrs 3-5 yrs 6-10 yrs 11-15 yrs 16-20 yrs 21-25 yrs >25 yrs

Public Works Operator 1 (PWO1) $19.80 $20.59 $21.38 $22.18 $22.96 $23.75 $24.54

Public Works Operator 2 (PWO2) - $21.12 $21.91 $22.70 $23.49 $24.29 $25.07

Public Works Operator 3 (PWO3) - $21.91 $22.70 $23.49 $24.29 $25.07 $25.86

Increase Percentage = 4.25%

Classification < 3yrs 3-5 yrs 6-10 yrs 11-15 yrs 16-20 yrs 21-25 yrs >25 yrs

Public Works Operator 1 (PWO1) $20.64 $21.46 $22.29 $23.12 $23.93 $24.76 $25.59

Public Works Operator 2 (PWO2) - $22.01 $22.84 $23.67 $24.49 $25.32 $26.14

Public Works Operator 3 (PWO3) - $22.84 $23.67 $24.49 $25.32 $26.14 $26.96
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5.3 OVERTIME AND THE GRANTING OF COMPENSATORY TIME 

(Non-Exempt Employees) 

Non-exempt employees are expressly prohibited from working hours in excess of the number 
authorized, unless a Department Supervisor has approved such additional work hours before the 
additional hours are worked.  Upon approval of their Department Supervisor to work excess hours, 
all non-exempt employees shall receive time and one half (1.5) their regular hourly rate for all hours 
worked in excess of forty (40) hours per calendar week. In calculating overtime pay, the numbers of 
hours worked each week in the bi-weekly pay period must stand alone.  For purposes of calculating 
overtime, only actual hours worked and holidays will be considered hours worked. The Fair Labor 
Standards Act requires that paid vacation and sick leave are NOT considered “hours worked”. 
Supervisors must sign or initial time cards to indicate the overtime has been authorized. 

Employees must request earned overtime as either compensatory time saved or overtime pay or a 
combination of each on the timesheet for the pay period in which it is earned.  The Department 
Supervisor reserves the right to determine, in accordance with applicable law, when use of 
compensatory time may be permitted. The Village may compel the use of compensatory time as 
appropriate. Compensatory time off will accumulate at the rate of 1 ½ hours for each hour of 
overtime worked.  

Using compensatory time requires approval of the Department Supervisor. A Department Supervisor 
need not approve requests to use compensatory time if the Department Supervisor reasonably 
anticipates that an employee's absence will impair a department's ability to meet its responsibilities to 
the public.   

Exempt employees are not eligible for overtime or comp time. Employees who are exempt are 
expected to work 40 hours per week at minimum, and typically work in excess of 40 hours. They 
may flex their schedule, based on hours worked beyond 40 hours per week worked on a straight-time 
basis. Generally, if an exempt employee expects to be off work hours for four or more hours, 
vacation or sick time should be used. They may be granted an occasional personal day to attend 
personal business in order to compensate them for extraordinary hours worked over forty hours per 
work week. It is not intended to replace vacation or sick leave. This time will not be carried over 
to the following year nor paid out at termination.  

Public Works Department employees may be scheduled to work weekends and holidays; each 
weekend on call or holiday work period. "On call" is defined as from 3:00 p.m. Friday until 7 
a.m. on Monday. On call employees will be paid $15 per day. If called in to work, they will be 
paid actual time worked rounded up to the nearest half hour, at time and a half regular pay. The 
on-call employee shall remain located within 30 minutes of the Village and must have his cell 
phone with him. If the employee is unable to work his scheduled weekend, it is his responsibility 
to find a replacement and notify the Village office of any changes made to the schedule. 

Municipal employers are governed by the Fair Labor Standards Act and rules of the Department 
of Labor in matters related to overtime and compensatory time worked. Except for public safety, 
emergency response and seasonal employees, municipal employees are not permitted to  
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accumulate more than 240 hours in overtime credits (160 hours worked multiplied by 1.50). 
When the prescribed limit is reached, an employer is required to make a cash payment to 
employees for hours accumulated in excess of 240 hours. Unused comp time is paid to the 
employee at the rate of one and one-half time the employee’s regular pay rate at the time of 
payment. Employees may request a cash payment for any overtime credits they have earned even 
if the number of hours is less than 240. 

Employees engaged in public safety, emergency response and seasonal kinds of activities may 
accrue up to 480 hours of compensatory time credits. 

Any accrued compensatory time remaining at the end on December 1 of each calendar year shall 
be paid to the employee at their current wage in the second pay period of December.  If an 
employee has accrued compensatory time and terminates employment, the employee will be paid 
for the accrued time at his or her then-current rate of pay or the average regular rate of pay 
received by the employee during the last 3 years prior to termination, whichever is higher.   

 
 

5.4 YEARS OF SERVICE 

The Village Administrator/Clerk/Treasurer will note in each employee's personnel record the date he 
or she began Village service. Years of service will be used to determine longevity, vacation and other 
benefits. The date of entry into service as a Village employee for a former employee who is rehired 
or reinstated will be adjusted to reflect the break in service. 

 

5.5 LONGEVITY PAY SCHEDULE – Recreated Effective January 1, 2013 

Beginning in the sixth year of employment (after completion of five years), an annual longevity 
payment will be made to all regular full time and regular part-time Village employees on the first 
payroll after November 1. The amount of payment will be determined by the employee’s years of 
service completed on November 1 multiplied by the number of years completed during that calendar 
year at the rate below. The payment will be prorated by percentage of full time hours worked for 
employees working fewer than 40 hours per week. 

For example, a full time employee who has completed 13 years of service will receive a payment of $455.00. 
A 13-year employee who works part-time (50% of full time) would receive a payment of $227.50. 

The employee must be employed on November 1 to receive that year’s longevity payment. The Village 
reserves the right to determine annually by December 15 of the previous year whether longevity increases 
will be made, provided the Village’s decision is applied equally to all eligible employees. 

LONGEVITY       
Years Completed 5-9    $      25  per year 
Years Completed 10-19    $      35  per year 
20+ Years Completed    $      45  per year 
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Questions and Answers About the Fair Labor
Standards Act (FLSA)

WAGES, PAY AND BENEFITS

When are pay raises required?

Pay raises are generally a matter of agreement between an employer and employee (or the employee's representative). Pay raises
to amounts above the Federal minimum wage are not required by the FLSA.

Is extra pay required for weekend or night work?

Extra pay for working weekends or nights is a matter of agreement between the employer and the employee (or the employee's
representative). The FLSA does not require extra pay for weekend or night work. However, the FLSA does require that covered,
nonexempt workers be paid not less than time and one-half the employee's regular rate for time worked over 40 hours in a
workweek.

How are vacation pay, sick pay, holiday pay computed and when are they due?

The FLSA does not require payment for time not worked, such as vacations, sick leave or holidays (Federal or otherwise). These
benefits are matters of agreement between an employer and an employee (or the employee's representative).

How is severance calculated and when is it due?

The FLSA requires payment of at least the minimum wage for all hours worked in a workweek and time and one-half an employee's
regular rate for time worked over 40 hours in a workweek. There is no requirement in the FLSA for severance pay. Severance pay is a
matter of agreement between an employer and an employee (or the employee's representative).

The Employee Benefits Security Administration (EBSA) may be able to assist an employee who did not receive severance pay
required in his or her employment contract.

When must breaks and meal periods be given?

The FLSA does not require breaks or meal periods be given to workers. Some states may have requirements for breaks or meal
periods. If you work in a state which does not require breaks or meal periods, these benefits are a matter of agreement between the
employer and the employee (or the employee's representative).

In general, the FLSA does not require breaks or meal periods be given to workers. However, all employers covered by the FLSA must
comply with the Act's break time for nursing mothers provision. Please refer to the Wage and Hour Division's Nursing Mothers
website to obtain additional information on this topic. Some states may have additional requirements for breaks or meal periods. If
you work in a state which does not require breaks or meal periods, these benefits are a matter of agreement between the employer
and the employee (or the employee's representative).

What must an employer provide to workers who want to express breast milk in the workplace?

E�ective March 23, 2010, employers are required under the FLSA to provide unpaid break time and space for nursing mothers to
express breast milk for one year a�er the child's birth. Where employers already provide compensated breaks, an employee who
uses that break time to express milk must be compensated in the same way that other employees are compensated for break time.
See WHD Fact Sheet # 73, Break Time for Nursing Mothers under FLSA. In addition, the FLSA’s general requirement that the
employee must be completely relieved from duty or else the time must be compensated as work time applies. See WHD Fact Sheet
#22, Hours Worked Under FLSA. Please refer to the Wage and Hour Division's Nursing Mothers website to obtain additional
information on this topic.

Are periodic performance evaluations required?

The FLSA does not require performance evaluations. Performance evaluations are generally a matter of agreement between an
employer and employee (or the employee's representative).

U.S. DEPARTMENT OF LABOR

Wage and Hour Division

https://www.dol.gov/agencies/whd/fact-sheets/14-flsa-coverage
https://www.dol.gov/elaws/esa/flsa/screen75.asp
https://www.dol.gov/ebsa/
https://www.dol.gov/agencies/whd/state
https://www.dol.gov/compliance/guide/minwage.htm
https://www.dol.gov/agencies/whd/fact-sheets/73-flsa-break-time-nursing-mothers
https://www.dol.gov/agencies/whd/nursing-mothers
https://www.dol.gov/agencies/whd/nursing-mothers/faq
https://www.dol.gov/agencies/whd/fact-sheets/73-flsa-break-time-nursing-mothers
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/whdfs22.pdf
https://www.dol.gov/agencies/whd/nursing-mothers
https://www.dol.gov/
https://www.dol.gov/agencies/whd
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Topics For Workers For Employers Resources Interpretive Guidance State Laws News

Wage and Hour Division

An agency within the U.S.
Department of Labor

OVERTIME AND WORK HOURS

When is overtime due?

For covered, nonexempt employees, the FLSA requires overtime pay at a rate of not less than one and one-half times an employee's
regular rate of pay a�er 40 hours of work in a workweek. Some exceptions to the 40 hours per week standard apply under special
circumstances to police o�icers and fire fighters employed by public agencies and to employees of hospitals and nursing homes.

Some states have also enacted overtime laws. Where an employee is subject to both the state and Federal overtime laws, the
employee is entitled to overtime according to the higher standard (i.e., the standard that will provide the higher rate of pay).

How many hours per day or per week can an employee work?

The FLSA does not limit the number of hours per day or per week that employees aged 16 years and older can be required to work.

How many hours is full-time employment? How many hours is part-time employment?

The FLSA does not define full-time employment or part-time employment. This is a matter generally to be determined by the
employer. Whether an employee is considered full-time or part-time does not change the application of the FLSA.

When can an employee's scheduled hours of work be changed?

The FLSA has no provisions regarding the scheduling of employees, with the exception of certain child labor provisions. Therefore,
an employer may change an employee's work hours without giving prior notice or obtaining the employee's consent (unless
otherwise subject to a prior agreement between the employer and employee or the employee's representative).

When is double time due?

The FLSA has no requirement for double time pay. This is a matter of agreement between an employer and employee (or the
employee's representative).

Is extra pay required for weekend or night work?

Extra pay for working weekends or nights is a matter of agreement between the employer and the employee (or the employee's
representative). The FLSA does not require extra pay for weekend or night work. However, the FLSA does require that covered,
nonexempt workers be paid not less than time and one-half the employee's regular rate for time worked over 40 hours in a
workweek.

RECORDKEEPING AND NOTICES

Are pay stubs required?

The FLSA does require that employers keep accurate records of hours worked and wages paid to employees. However, the FLSA
does not require an employer to provide employees pay stubs.

What notices must be given before an employee is terminated or laid o�?

The FLSA has no requirement for notice to an employee prior to termination or lay-o�. In some situations, the WARN Act provides
for notice to workers prior to lay-o�. Some states may have requirements for employee notification prior to termination or lay-o�.

https://www.dol.gov/agencies/whd/topics
https://www.dol.gov/agencies/whd/workers
https://www.dol.gov/agencies/whd/employers
https://www.dol.gov/agencies/whd/resources
https://www.dol.gov/agencies/whd/interpretive-guidance
https://www.dol.gov/agencies/whd/state-laws
https://www.dol.gov/agencies/whd/news
https://www.dol.gov/
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/whdfs23.pdf
https://www.dol.gov/agencies/whd/fact-sheets/8-flsa-police-firefighters
https://www.dol.gov/agencies/whd/fact-sheets/31-flsa-nursing-care
https://www.dol.gov/agencies/whd/state
https://youthrules.dol.gov/
https://www.dol.gov/agencies/whd/fact-sheets/21-flsa-recordkeeping
http://www.doleta.gov/programs/factsht/warn.htm
https://www.dol.gov/agencies/whd/state
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200 Constitution Ave NW 
Washington, DC 20210
1-866-4-US-WAGE 
1-866-487-9243
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