
In accordance with the requirements of Title II of the Americans with Disabilities Act 
(ADA), the City of Neenah will not discriminate against qualified individuals with 

disabilities on the basis of disability in its services, programs, or activities.  If you need 
assistance, or reasonable accommodation in participating in this meeting or event due 

to a disability as defined under the ADA, please call the Clerk’s Office (920) 886-6100 or 
the City’s ADA Coordinator at (920) 886-6110 or e-mail clerk@neenahwi.gov at 

least 48 hours prior to the scheduled meeting or event to request an accommodation. 

CITY OF NEENAH 
FINANCE AND PERSONNEL COMMITTEE MEETING 

Monday, October 7, 2024– 5:30 p.m. 
Hauser Room, Neenah City Administration Building 

211 Walnut Street, Neenah, Wisconsin 
 
 

NOTICE IS HEREBY GIVEN, pursuant to the requirements of Wis. Stats. Sec. 19.84, that a majority 
of the Neenah Common Council may be present at this meeting.  Common Council members may 

be present to gather information about a subject over which they have decision-making 
responsibility.  This constitutes a meeting of the Neenah Common Council and must be noticed as 

such.  The Council will follow the same agenda as the committee but will not take any formal 
action at this meeting. 

 

 
AGENDA 

 
1. Public Appearances 

2. Approval of Minutes from the September 23, 2024 Special Meeting (minutes can 
be found on the City’s website) 

3. Storm Water Utility Rate Analysis (Attachment) (Kaiser) 

4. Police Department Reorganization (Attachment) (Olson) 

5. Fiscal Matters: August 2024 Vouchers (Attachments) (Rasmussen) 

6. Adjournment 

 

mailto:clerk@neenahwi.


CITY OF NEENAH 
FINANCE AND PERSONNEL COMMITTEE MEETING 

Monday, September 23, 2024 at 5:30 pm 
Hauser Room, Neenah City Administration Building 

211 Walnut Street, Neenah, Wisconsin 
 

MINUTES 
 
The special meeting was called to order by Chairman Erickson at 5:30 pm.  
 
Present: Chairman Erickson, Vice-Chair Boyette, Aldermen Steiner and Ellis, Director of Finance 
Rasmussen, Director of Human Resources Fairchild, and City Clerk Nagel. 
 
Also present:  City Attorney Rashid, Aldermen Lendrum and Pollnow Jr., and Information 
Technology Director Schroeder. 
 
Absent/Excused:  Council President Borchardt. 
 
1. Public Appearances:  

None. 
 

2. Minutes: Motion/Second/Carried Ellis/Boyette to approve the minutes from the August 5, 
2024 regular meeting as written.  All voting aye. 
 

3. Annexation 235, Town of Neenah, Breezewood Ln (Attachments) (Schmidt) 
 

4. Director Rasmussen advised there is no financial impact to the city for this annexation, 
therefore, the recommendation is to approve.  
Motion/Second/Carried Ellis/Steiner to recommend Council approve annexation 235, 
all voting aye. 

 
5. Medical Insurance Update – (Attachments) (Fairchild) 

 

Bec Kurzynske from M3 gave a presentation on the proposed health insurance benefits.  
Due to the health insurance coming off of a three-year rate hold, health insurance costs are 
projected to increase substantially.  Despite plan design changes, the city is seeing the 
increase all at once due to the three-year locked in rate. 
 
M3 looked at several different options including a variety of health insurance companies, 
self-insured, and plan alternatives, to craft a proposal to best meet the employees needs 
while keeping costs reasonable.   
 
By moving to a self-insured plan, there are cost savings in administrative costs.  There is an 
opportunity to reduce deductible and improve the overall plan design by eliminating the 
health reimbursement plan and going with copays. United Healthcare Choice Plus offers an 
employee and family plan which best fits the employees needs with as minimal increase as 
possible. There was discussion on the stop loss coverage with this plan as well. 
 
Motion/Second/Carried Ellis/Steiner to recommend Council approve Self-Funded 
Healthcare Plan with UMR/OptumRx Projections with a $1,750 deductible which is a 
26.85% cost increase, all voting aye. 
 

6. Dental and Vision Insurance Update – (Attachments) (Fairchild) 
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Staff presented a 3.7% increase in dental insurance and a 5% increase with a three year 
rate hold for vision.   
 
Motion/Second/Carried by Ellis/Boyette to recommend Council approve the vision 
and amended dental proposal for 2025 as presented by staff, all voting aye. 
 

7. Central Square and BenTek System Integration (Attachment) (Schroeder) 
 
Director Schroeder advised the Committee that a Naviline – BenTek integration would provide 
an easy way to transfer payroll impact benefits elections to the payroll system. This automated 
transfer will eliminate the need for manual data entry and reduce the risk of mis-keyed 
information, improving HR staff efficiency. Benefits such as health insurance options and 
Flexible Spending Arrangement (FSA) contributions would be automatically transferred to 
thepayroll system in Central Square. This integration is key to reaping the full benefits of the 
BenTek system and would be implemented in time for transferring 2025 benefits elections 
data. 
Director Schroeder advised the final integration quote came back slightly lower than the 
original at a total of $8,720.   
 
Motion/Second/Carried Steiner/Ellis to recommend Council approve Central Square 
and BenTek System Integration with a total cost $8,720, all voting aye. 
 

8. Discussion on Joint Municipal Court Deficit Repayment (Attachment) (Rasmussen) 
 
Since its inception, the court has been running with a deficit, a deficit that was 20 years in 
the making. At the end of 2023 the City of Neenah paid off its entire share of fiscal years 
2002 - 2023 deficits. It should be noted that both cities were paying of 4 - 5% interest on the 
deficit.  
 
In 2024 Menasha paid-off a small portion of the deficit in the amount of $9,000 and 
proposed to pay off the remaining balance by the end of 2026; half paid in 2025, the 
remaining half in 2026.  
 
Moving forward, the deficit will be zeroed out every year after the September audit.  This 
assures going forward each municipality’s deficit will be cleared off the books.  Both mayors 
are on board with the forward plan.   
 
This item was for discussion only, no action taken. 
 

9. Fiscal Matters: June 2024 Vouchers (Attachments) (Rasmussen) 
Motion/Second/Carried Ellis/Boyette to accept and place on file the June 2024 Vouchers. All 
voting aye. 
 

10. Fiscal Matters: July 2024 Vouchers (Attachments) (Rasmussen) 
Motion/Second/Carried Ellis/Boyette to accept and place on file the July 2024 Vouchers. All 
voting aye. 
 

11. The Committee will convene into closed session pursuant to Wis. Stat. Sec. 19.82(2) 
to confer with City Attorney who will render advice concerning strategies with respect 
to pending or impending litigation involving the City. 
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Motion by Boyette, seconded by Ellis for the Committee to enter into closed session 
pursuant to Wis. Stat. Sec. 19.82(2) to confer with City Attorney who will render 
advice concerning strategies with respect to pending or impending litigation 
involving the City.  The Committee may reconvene into open session to consider 
action on the City Attorney’s report of pending or threatened litigation, all voting aye. 
The Committee entered into closed session at 6:33pm. 
 

12. The Committee may reconvene into open session to consider action on the City Attorney’s 
report of pending or threatened litigation. 
 
The Committee did not reconvene into open session and adjourned in closed 
session. 
 

6. Adjournment 
Motion/Second/Carried Ellis/Steiner to adjourn the meeting 6:55 pm. All voting aye. 

   
Respectfully submitted,  

  
Charlotte Nagel 
City Clerk 
 



Department of Public Works 
211 Walnut St.  P.O. Box 426  Neenah WI  54957-0426 

Phone 920-886-6241  e-mail: gkaiser@neenahwi.gov 

GERRY KAISER, P.E. 
DIRECTOR OF PUBLIC WORKS 

 
 

M E M O R A N D U M  

DATE: September 20, 2024 

TO: Mayor Lang and Members of the Finance & Personnel Committee 

FROM: Gerry Kaiser, Director of Public Works 

RE: Storm Water Utility Rate Analysis 

 

This memo presents analysis and recommendations regarding the Storm Water Utility rate 
review. 

Background 

The City of Neenah Storm Water Management Utility is a dedicated fund used to operate and 
maintain the City's storm water management system. This provides storm water infrastructure 
and related services to collect and manage storm water. All parcels in the City contribute to 
this fund through the user charge using equivalent runoff units (ERUs).  The Utility established 
the ERU as being 3,138 square feet of impervious surface.  Since 2018, all single-family 
residential properties are charged 1 ERU. 

The purpose of the utility is to manage storm water infrastructure and to bring Neenah into 
compliance with EPA and WDNR requirements for stormwater quantity and quality parameters 
as defined in the State administrative code (NR151) or in the Total Maximum Daily Load 
(TMDL) assignments for the Lower Fox River and Lake Winnebago.  The City has storm water 
outfalls to three water bodies – Neenah Creek, the Fox River, and Lake Winnebago.  About 77% 
of the City’s land area flows to Neenah Creek, 15% to the Fox River and 8% to Lake Winnebago.  

The TMDL establishes the maximum amount of suspended solids and total phosphorus that can 
be discharged to each of those water bodies.  Two storm water management plans have been 
prepared to provide direction to meet those compliance requirements with the most recent 
plan being developed in 2013.  An update to that plan should be prepared in the next several 
years to make sure that progress to achieving compliance is maintained. 

The Utility currently uses best management practices (BMPs), including 20 wet detention ponds, 

several biofilters, and high-efficiency street sweeping in the City.  While the progress toward 
meeting the goals for Neenah Creek are proceeding well, the limited opportunities to place BMPs 
in the Fox River or Lake Winnebago drainage basins will make achieving compliance more 
difficult for those basins. 

Current Rates and Rate History 

The City of Neenah Storm Water Management Utility was created in January 2003.  At that 
time, the rate was set at $56 per ERU annually.  Following a rate analysis in 2008, the rate 
was increased to $70 per ERU in 2009 and then to $84 per ERU in 2010.  It has remained at 
that rate since.  This rate puts our charge at the lowest in the Fox Valley.  There is a fair bit of 



variation in these charges, which relate to the unique needs of each community for storm 
water treatment and flood control, physical and system constraints, costs that they assign to 
their utility, and the level of aggressiveness in their approach to achieving the TMDL 
requirements. 

Local Community Storm Water Charges 

Community ERU Size (SF) 
Annual Rate 

per ERU 

Appleton  2,368 $     175.00 

Buchanan 3,623 $       96.00 

Fox Crossing  4,177 $     140.00 

Grand Chute  3,283 $       99.84 

Green Bay  3,000 $     136.44 

Kaukauna  2,944 $     126.00 

Kimberly  3,350 $     126.24 

Little Chute 2,762 $       99.00 

Menasha 2,980 $     125.40 

Neenah, Town 4,040 $     100.00 

Oshkosh  2,817 $     237.72 

Average 3,213 $     136.26 

Neenah 3,138 $       84.00 

Fund Balance 

While it has been discussed at annual audit reviews, Council has never acted on a formal 
approach to establish the desired fund balance for the Storm Water Utility.  The Utility Fund 
balance at the end of 2023 was $2,873,492 and is projected to be $2,229,623 at the end of 
2024.  The fund balance is a combination of general utility revenue and proceeds from 
borrowing for capital projects.  That projected fund balance should be reduced by about 
$200,000 to account for encumbered capital projects, so for analysis purposes, a starting fund 
balance of $2,000,000 will be used. 

In the 2008 rate analysis report, it was stated that the goal of the Utility “is to keep a fund 
balance of at least $1,000,000”; however, no supporting rationale for that statement was 
provided.  Fund balance amounts are best calculated as a percentage of expenditures rather 
than as a fixed amount.  Three months of expenditures is a common rule of thumb for fund 
balance levels.  That level will be used in this analysis to calculate the minimum fund balance.  
Using the estimated 2024 expenditures of $3,700,000 places our desired minimum fund 
balance around $925,000, so a $1,000,000 target will be used.  That target is appropriate for 
this utility given the limited potential for damage to the infrastructure requiring emergency 
repair/replacement, the current method of capital project borrowing, and the stable user 
revenue due to the assignment of charges based on ERUs.  

Assumptions Used in Analysis 

The following assumptions have been used in this analysis: 

 A fund balance of a minimum of $1,000,000 shall be maintained in every year. 

 The baseline for expenditures is the average of expenditures for 2022-2024 with the actual 
expenditures for 2022 and 2023 projected to 2024 using a 3% per year inflation rate. 



 An inflation rate of 3% has been used for expenditures from the baseline to succeeding years. 

 Borrowing for BMPs will proceed at the pace seen in past several years. 

 Grant funding revenue will not be used for future planning or facility construction.  This assumption 
essentially provides for a standard state revenue situation. 

 User revenue is based on ERUs as of August 1, 2024. 

 Revenues not related to User Fees and Interest do not change. 

 Interest revenue is based on a 2% return on the Fund Balance. 

 No additional DNR mandates, such as nitrate removal, are incorporated into the expenditures. 

Proposed Rates  

Proposed rate schedules to meet the criteria listed were developed.  Two approaches were taken – a 
rapid reduction to reach the minimum fund balance target and a gradual reduction to reach the 

minimum fund balance target.  Setting rates to provide a gradual reduction of the fund balance will 
avoid the need for a sharp and substantial increase in the rate at the time that the minimum fund 

balance target is reached. 

Rapid Reduction: Based on the projected revenues and expenditures, the current $84/ERU rate can 
be held through 2026.  At that point the rate will need to be increased by $7/ERU to $91/ERU and 

then by an additional $16/ERU in 2028 to $107/ERU. 

Gradual Reduction: For purposes of this analysis, the gradual reduction to the fund balance minimum 

was arranged to take place over the number of years necessary to avoid a rate increase of more 
than $5/ERU from year to year.  Based on the projected revenues and expenditures, this can be 

accomplished with a $4/ERU increase annually until 2030 when the increase is $5/ERU.  By 2030, 

the balance has been reduced to an estimated $1,020,681, so rates in the subsequent years would 
be set to maintain the minimum fund balance. 

Conclusions 

Staff recommends that the storm sewer rate be increased using the gradual fund balance reduction 

option to enable the Storm Water Management Utility to cover expenses and debt payments.  The 
fund balance should be maintained for unanticipated expenses. 

Staff also recommends that the storm water utility rate be reviewed at least every other year to 
assure that the assumptions and financial projections are still valid. 

The appropriate motion would be to recommend that Council approve an increase in the storm water 
utility rate from $84/ERU to $88/ERU commencing January 1, 2025. 



CITY OF NEENAH

STORM SEWER RATE ANALYSIS

» Using 2022-2024 Average Expenditures as Baseline
» Rapid reduction to Fund Balance target Adjusted

Average 2025 2026 2027 2028 2029 2030
2022-2024

Fund Balance, January 1 $2,000,000 $1,696,285 $1,315,187 $1,018,707 $1,019,365 $1,013,124

REVENUES
User Fees 049-0000-591.20-00 1,988,280 1,988,280 2,153,970 2,532,690 2,603,700 2,698,380
Permit Fee 049-0000-532.20-00, 532.21-00 15,000 15,000 15,000 15,000 15,000 15,000
Interest 049-0000-551.01-00, 551.34-00 40,000 33,926 26,304 20,374 20,387 20,262
Def. Sewer Hook-Up Charge/ Mains 049-0000-591.36-00, 591.40-00 15,000 15,000 15,000 15,000 15,000 15,000
Proceeds from Borrowing 049-0000-432.24-00 1,346,000 1,094,000 1,360,000 1,484,000 1,300,000 1,300,000
WDNR Grant 0 0 0 0 0 0

Miscellaneous Revenues 15,000 15,000 15,000 15,000 15,000 15,000

Total Revenue 3,419,280 3,161,206 3,585,274 4,082,064 3,969,087 4,063,642

EXPENDITURES
Storm Sewer Operations 049-3901 130,141 134,045 138,067 142,209 146,475 150,869 155,395
TV Sewers Insp/Sealing 049-3902 1,087 1,119 1,153 1,187 1,223 1,260 1,298
Neenah Creek Control 049-3903 1,883 1,940 1,998 2,058 2,120 2,183 2,249
Street Cleaning 049-3904 181,060 186,492 192,087 197,849 203,785 209,898 216,195
Snow Hauling 049-3906 76,565 78,862 81,228 83,665 86,175 88,760 91,423
Erosion Control Inspection 049-3907 33,337 34,337 35,367 36,428 37,521 38,647 39,806
Detention Pond 049-3908 89,550 92,237 95,004 97,854 100,790 103,813 106,928
Leaf Collection 049-3909 191,221 196,958 202,866 208,952 215,221 221,677 228,328
Capital Expense 1,291,929 1,346,000 1,094,000 1,360,000 1,484,000 1,300,000 1,300,000
Other Misc. 0 0 0 0 0 0 0
Transfer to General Fund:
  Utility Monthly Billings 049-3905 78,071 80,414 82,826 85,311 87,870 90,506 93,221
  PW Support/Overhead 049-9910-999.09-99 515,698 531,169 547,104 563,517 580,423 597,836 615,771
Debt Service Payment 922,384 1,039,422 1,070,605 1,102,723 1,135,804 1,169,879 1,204,975

Total Expenditures $3,512,928 $3,722,995 $3,542,304 $3,881,754 $4,081,406 $3,975,328 $4,055,588

Excess Revenues Over (Under) Exp. ($303,715) ($381,099) ($296,480) $658 ($6,241) $8,054

Ending Fund Balance as 12/31 $2,000,000 $1,696,285 $1,315,187 $1,018,707 $1,019,365 $1,013,124 $1,021,178

ERUs as of 8/1/2024: 23,670 84$             84$             91$             107$           110$           114$           

Inflation Rate: 3%

Interest on Fund Balance: 2%

2024 Storm Water Utility_Rate calculation; 22-24 Base_rapid



CITY OF NEENAH

STORM SEWER RATE ANALYSIS

» Using 2022-2024 Average Expenditures as Baseline
» Gradual reduction to Fund Balance target Adjusted

Average 2025 2026 2027 2028 2029 2030
2022-2024

Fund Balance, January 1 $2,000,000 $1,790,965 $1,601,120 $1,428,709 $1,271,877 $1,128,666

REVENUES
User Fees 049-0000-591.20-00 2,082,960 2,177,640 2,272,320 2,367,000 2,461,680 2,580,030
Permit Fee 049-0000-532.20-00, 532.21-00 15,000 15,000 15,000 15,000 15,000 15,000
Interest 049-0000-551.01-00, 551.34-00 40,000 35,819 32,022 28,574 25,438 22,573
Def. Sewer Hook-Up Charge/ Mains 049-0000-591.36-00, 591.40-00 15,000 15,000 15,000 15,000 15,000 15,000
Proceeds from Borrowing 049-0000-432.24-00 1,346,000 1,094,000 1,360,000 1,484,000 1,300,000 1,300,000
WDNR Grant 0 0 0 0 0 0

Miscellaneous Revenues 15,000 15,000 15,000 15,000 15,000 15,000

Total Revenue 3,513,960 3,352,459 3,709,342 3,924,574 3,832,118 3,947,603

EXPENDITURES
Storm Sewer Operations 049-3901 130,141 134,045 138,067 142,209 146,475 150,869 155,395
TV Sewers Insp/Sealing 049-3902 1,087 1,119 1,153 1,187 1,223 1,260 1,298
Neenah Creek Control 049-3903 1,883 1,940 1,998 2,058 2,120 2,183 2,249
Street Cleaning 049-3904 181,060 186,492 192,087 197,849 203,785 209,898 216,195
Snow Hauling 049-3906 76,565 78,862 81,228 83,665 86,175 88,760 91,423
Erosion Control Inspection 049-3907 33,337 34,337 35,367 36,428 37,521 38,647 39,806
Detention Pond 049-3908 89,550 92,237 95,004 97,854 100,790 103,813 106,928
Leaf Collection 049-3909 191,221 196,958 202,866 208,952 215,221 221,677 228,328
Capital Expense 1,291,929 1,346,000 1,094,000 1,360,000 1,484,000 1,300,000 1,300,000
Other Misc. 0 0 0 0 0 0 0
Transfer to General Fund:
  Utility Monthly Billings 049-3905 78,071 80,414 82,826 85,311 87,870 90,506 93,221
  PW Support/Overhead 049-9910-999.09-99 515,698 531,169 547,104 563,517 580,423 597,836 615,771
Debt Service Payment 922,384 1,039,422 1,070,605 1,102,723 1,135,804 1,169,879 1,204,975

Total Expenditures $3,512,928 $3,722,995 $3,542,304 $3,881,754 $4,081,406 $3,975,328 $4,055,588

Excess Revenues Over (Under) Exp. ($209,035) ($189,845) ($172,411) ($156,832) ($143,211) ($107,985)

Ending Fund Balance as 12/31 $2,000,000 $1,790,965 $1,601,120 $1,428,709 $1,271,877 $1,128,666 $1,020,681

ERUs as of 8/1/2024: 23,670 88$             92$             96$             100$           104$           109$           

Inflation Rate: 3%

Interest on Fund Balance: 2%

2024 Storm Water Utility_Rate calculation; 22-24 Base_gradual



CITY OF NEENAH 

POLICE DEPARTMENT 
Aaron L. Olson    2111 Marathon Avenue 
Chief of Police    Neenah, Wisconsin 54956 
 

 
www.neenahpd.org   Phone: (920) 886-6000 
police@ci.neenah.wi.us  Fax: (920) 886-6054 
 

 Memo 
 

To: Chair, Tammy Erickson 
Finance and Personnel Committee 
Mayor Jane Lang 
 

From: Chief Aaron L. Olson ALO 

Date: October 3, 2024 

Re:  Department reorganization 

 
The Neenah Police Department is a professional law enforcement agency, and we are 
always looking for ways to improve, be more effective and serve the community more 
efficiently. One of our most under-utilized and under supervised units are our 
Community Service Aides (CSAs). Another position that must be addressed is our open 
records clerk. Our aim is to make the CSA program and open records more effective 
and efficient by reorganizing our current staff, making it possible to add a full-time CSA 
supervisor.  
 
CSAs: 
 
Our CSA program is invaluable to the community and police department. Our CSAs 
take many of our minor calls such barking dogs, locked vehicles, traffic control, parking 
complaints, and so on. Our CSAs are also future police officers and taking the time to 
have them well trained, will only benefit our police department and city now, and in the 
future.  
 
To hire, train, retain, and make our CSA program better, we must create a full-time 
supervisor. This CSA supervisor will be a non-sworn staff member who will help recruit 
CSAs, train our CSAs, mentor our CSAs, and supervise our CSAs. The full job 
description is attached.  
 
Open Records: 
 
In 2023, our sole open records clerk received 1744 open records requests, resulting in 
2166 responses. For one open records clerk who works 1,950 hours (less when you 
take away vacation and sick leave), it is no longer sustainable for one person to handle 
this extremely important task, which brings great risk to the City of Neenah.  



 
Human Resources & Safety 

211 Walnut St.  P.O. Box 426  Neenah WI  54957-0426 
Office 920.886.6102   Fax 920.886.6114 

 

MEMORANDUM 
 
Date: 9/10/2024 
 
To: Chief Aaron Olson 
 
Re: Departmental Reorganization 
 
The Police Department has identified a need to complete a departmental reorganization as a 
result of a shift in workload duties and for the purposes of providing additional services to the 
public. Currently there are three Communications Technicians.  As this reorganization will 
include the change in operational hours for this role, the need for three-full time Technicians will 
be reduced to one resulting in one position being abolished and the other being redefined.   
 
The least senior Communications Technician position will be vacated effective January 1, 2025, 
with the next level Communications Technician position being re-defined to offset the current 
workload currently placed upon the open records division.  As such the pay for both the 
remaining Communications Technician and the redefined position have been reviewed and will 
be increased slightly to account for additional tasks and responsibilities being added to each role. 
The Senior Communication Technician will also be given the option to work 40 hours per week 
to offset any potential loss of current overtime opportunities.  
 
In addition to the abolishment of one Communications Technician, it has also been determined 
the need to maintain the Part-Time Administrative Assistant will no longer be necessary and will 
also be vacated effective January 1, 2025. 
 
This reorganization allows the department to create a new position to support the current need 
for a supervisor to manage the CSA and Crossing Guard staff as well as to support the 
department with routine code enforcement and parking enforcement needs.  
 
Based on the information listed above, the expected financial impact not to include fringes is as 
follows: 
 
Position Current Adjusted Variance 
PT Admin Assistant $31,641.61 $0.00 $31,641.61 
FT Comm Tech $43,293.66 $0.00 $43,293.66 
Senior Comm Tech $53,499.50 $55,906.50 (1950 hrs) 

$59,633.60 (2080 hrs) 
($2,407 to $6,134.10) 

Redefined Comm 
Tech 

$43,937.55 $48,477.00 ($4,539.45) 

New CSA Supervisor $0.00 $57,330.00 (Base) 
$60,859.00 (low level range) 

($57,330.00 to  
$60,859.00) 

Total Variance Range   $10,658.82 to 
3,402.72 savings 
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Understanding the City of Neenah's operational budget is extremely tight, we will be re-
organizing our civilian staff and front desk hours. Here is how we will pay for this 
position: 
 
Currently, our three full time comm. techs are scheduled seven days a week from 
7:00am to 11:00pm. Starting January 1, 2025 (or sooner), we will go from three comm-
techs to one comm-tech, and the new front desk hours will be from 8:00am to 4:00pm.  
 
We will have one comm. tech who will work from 8:00am to 4:00pm and this person's 
sole job will be as a comm. tech. Our second comm. tech. position will now be our 
additional open records clerk, working from 8:00am to 4:00pm. 
 
The third and most junior comm. tech position will be vacated on January 1, 2025. This 
person has already been informed of this.   
 
The second position that will be eliminated will be our part-time administrative assistant. 
In the past, this position processed our very antiquated paper time sheets. Now that we 
use a web-based timesheet program for our timesheets, this position is still useful, but 
not needed. Our full-time Executive Assistant will absorb these part time administrative 
assistant job duties. Our administrative assistant has also been informed of this. 
 
By vacating one comm-tech position and one part-time administrative assistant position, 
we will have more than enough operating budget money to fulfill this plan. By doing this, 
we will save over $10,000 of operating budget money.  
 
By planning for our comm-tech hours to be reduced on January 1, 2025, this gives us 
over three months to educate the public of our reduced front desk hours. We will 
advertise this change in the newspaper, social media, city newsletter, media, and so on. 
We will encourage everyone to hold their non-emergency concerns and questions 
during the afternoon and night hours and contact our front desk between the hours of 
08:00am and 4:00pm, Monday through Friday.  
 
In conclusion, this proposal will save the city operating money, increase our CSAs 
effectiveness and efficiency and will make our open records process more efficient. I am 
saddened by having to vacate two positions, but to make our organization the best most 
effective and efficient that we can be, it is necessary.  
 



 
City of Neenah 
Posifion Descripfion 

 

Posifion: Community Service Aide (CSA) Supervisor Grade: 10 
 

Department: Police FLSA: Exempt 

Reporfing Supervisor: Lieutenant of Professional Standards  Date: October 2024 

The City of Neenah is an Equal Opportunity Employer.  In compliance with the Americans with Disabilifies Act, the city will provide 

reasonable accommodafions to qualified individuals with disabilifies and encourages both prospecfive and current employees to 

discuss potenfial accommodafions with the employer.  

JOB SUMMARY: 

The purpose of this posifion is to oversee the Community Service Aide program. Work involves the direct handling of 
calls. Work also involves recruifing, hiring, scheduling, discipline, training and supervise eight Community Service Aides. 
This person serves as the primary supervisor of 20 Crossing Guards.  

ESSENTIAL JOB DUTIES 

 Performs administrative functions for all areas related to the Community Service Aides Unit, including daily 
approval/correction of completed reports, citations, and other documentation of unit activities.  

 Assists with the hiring process for all new CSAs.  

 Oversees the Field Training process for all CSAs. This includes training the CSAs who are selected to be Field 
Trainers. Updates the Field Training Binder and overseeing of the progression of CSAs being trained.  

 Completes monthly work schedules, assists in evaluations, and performs quality control of all paperwork for 
CSAs.  

 Assists with preparation of unit training.  

 Coordinates with the Professional Standards Lieutenant to oversee special event functions and preparation. 
Monitors and reviews event plans and makes appropriate recommendations for improvements after 
completion.  

 Coordinates and oversees animal control functions by monitoring the response to calls, daily animal logs, 
issuing of citations, investigations, and contacts to animal owners.  

 Coordinates and oversees follow-up work on animal licensing after written warnings have been issued and 
maintain files on animal bites and rabies cases.  

 Coordinates and oversees the Dangerous Animal process.  

 Acts as a liaison between the Neenah Police Department and the Neenah Animal Shelter.  

 Maintains a flexible schedule and works overtime hours as required.  

 Handles CSA Complaints/Concerns from Citizens. This includes counselling sessions, documentation, and 
escalation to the appropriate people. Investigates all broken/lost CSA equipment.  

 Responsible for purchasing and researching all CSA and Crossing Guard equipment.  

 Coordinates and oversees all downtown parking enforcement.  

 Coordinates and oversees all other parking enforcement, as needed.  

 Acts as one of the liaisons between the police department and the department of public works for sign 
violations, down road signs and lights, road construction, special event usage, road hazards, and graffiti clean-
up.  

 Testify in municipal court.  

 Supervises and oversees the Crossing Guard Program. 

 Fills in as a crossing guard, as needed.  

 Performs all CSA duties, parking enforcement and all other duties as assigned. 

EDUCATION AND EXPERIENCE: 



 High school diploma or equivalent 

 Associate’s degree or equivalent technical training 

 One to two years’ previous administrafive or office experience required 

 Previous law enforcement experience strongly preferred 

 TIME system cerfificafion must be received within six months of hire 

 Valid driver license and ability to operate a city owned vehicle 

KNOWLEDGE/SKILLS/ABILITIES: 

 Knowledge of City and Department municipal codes, policies, and procedures 

 Knowledge of basic mathemafics 

 Skill in preparing complete detailed reports 

 Skill in planning and organizing work independently 

 Skill in interpersonal relafions 

 Skill in oral and wriften communicafion 

 Ability to educate and direct others 

 Ability to maintain emofional intelligence under moderate stress 

 Ability to exercise sound discrefion and decisiveness in solving problems 

SUPERVISORY CONTROLS: 

The Community Service Aide Supervisor assigns work in terms of general instrucfions.  The supervisor spot-checks 
completed work for compliance with procedures, accuracy, and the nature and propriety of the final results.  

GUIDELINES: 

Guidelines include municipal codes, city policies and procedures, and department standard operafing procedures. 
These guidelines are generally clear and specific but may require some interpretafion in applicafion.  

COMPLEXITY: 

The work consists of a variety of projects and interacfions with individuals. The posifion requires the need to mulfi-
task and make crifical decisions. 

PERSONAL CONTACTS: 

Contacts are typically with support personnel, municipal court personnel, other law enforcement agencies, co-
workers, other city personnel, community groups, insurance company representafives, cifizens, and the general 
public 

PURPOSE OF CONTACTS: 

Contacts are typically to give or exchange informafion, to resolve problems, persuade others with regards to a 
desired outcome, and to provide services 

PHYSICAL REQUIREMENTS: 

The physical demands described here are representafive of those that must be met by an employee to successfully 
perform the essenfial funcfions of this job. Reasonable accommodafions may be made to enable individuals with 
disabilifies to perform the essenfial funcfions. 

 Ability to operate standard office equipment. 

 Ability to get in and out of a vehicle on a regular basis. 

 Ability to exert light physical effort, which may involve some lifting, carrying, pushing, and pulling. Ability to 
occasionally lift 50 pounds. 

 Ability to work with irate individuals or those who may use infimidafion tacfics may occur. 

WORK ENVIRONMENT 

The work environment characterisfics described here are representafive of those an employee encounters while 
performing the essenfial funcfions of this job. Reasonable accommodafions may be made to enable individuals with 
disabilifies to perform the essenfial funcfions. 

 The work is typically performed in an office, court sefting, and while traveling. 

 Some exposure to outside elements exists. 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY: 

 The supervisor assigns work in terms of general instrucfion and spot-checks the end result to ensure 
departmental standards are met. This supervisor will supervise eight part fime CSAs and 20 part fime crossing 
guards.  



To perform this job successfully, an individual must be able to perform each essential job function satisfactorily. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential job functions herein described. Since every duty connected with this position may not be described herein, 
employees may be required to perform duties not specifically spelled out in the job description, but which may be reasonably considered to be incidental in the 
performing of their duties just as though they were actually written out in the job description sheet.  AT ANY TIME, AN EMPLOYEE MAY BE ASKED TO ASSIST ANOTHER 
DEPARTMENT WHERE NEEDED AND IN PERIODS OF DOWN TIME. 

 



 
City of Neenah 
Posifion Descripfion 

 

Posifion: Open Records Clerk I Grade:  
Full Time 

Department: Police FLSA: Exempt 

Reporfing Supervisor: Support Services Coordinator Date: October 2024 

The City of Neenah is an Equal Opportunity Employer.  In compliance with the Americans with Disabilifies Act, the city will provide 

reasonable accommodafions to qualified individuals with disabilifies and encourages both prospecfive and current employees to 

discuss potenfial accommodafions with the employer.  

JOB SUMMARY: 

The purpose of this posifion to provide the public accurate and consistent open access to records of the department 
and its employees in a fimely fashion in accordance with applicable rules and regulafions. Work is primarily performed 
at the stafion under the direcfion of the Support Services Coordinator. 

ESSENTIAL JOB DUTIES 

 Coordinate the collection of records for public records requests.  

 Review public records requests (paper, electronic, or verbal) to determine if the record(s) can be released by 
applying the Wisconsin Public Records Law and the balancing test and redacting, if necessary. 

 Respond to public records requests from the media.  

 Work with the City Attorney’s Office and the Open Records Clerk II in responding to complex requests under 
the Wisconsin Public Records law to assure compliance and/or the protection of sensitive information. 

 Maintain knowledge of the Wisconsin Public Records Law and coordinate meetings with staff. 

 Respond to requestors in a timely manner, both in oral and in written formats. 

 Provide courtroom testimony concerning public records. 

 Provide the Wisconsin Statute 19.356 notice to employees, when appropriate. 

 Track open records request and response data. 

 Ensure records released are properly retained for the minimum time requirement.  

 Assist with rotational coverage of the Communication Technician position during vacancies, as directed by 
supervisor.  

 Other dufies as assigned 

EDUCATION AND EXPERIENCE: 

 High school diploma or equivalent 

 Technical School Cerfificate or Associate's Degree preferred 

 One year of administrafive or related experience required 

 TIME system cerfificafion is required once fully trained, but not prior to hire 

KNOWLEDGE/SKILLS/ABILITIES: 



 Knowledge of modern office equipment, pracfices, and procedures 

 Knowledge of Wisconsin Public Records law, City and Department policies and procedures 

 Knowledge of basic mathemafics 

 Skill in compiling data and preparing accurate and fimely reports. Sources of data include case disposifions, 
accident reports, police reports, complaints, stafisfical reports, subpoenas, receipts, computer software, 
operafing manuals, ordinances, statutes, procedures, guidelines, and non-roufine correspondence. 

 Skill in planning and organizing work independently 

 Skill in establishing and maintaining files and records 

 Skill in interpersonal relafions 

 Skill in oral and wriften communicafion 

 Ability to transcribe data and informafion. Ability to proofread and correct reports and police documents 

 Ability to maintain confidenfiality 

SUPERVISORY CONTROLS: 

The Support Services Coordinator assigns work in terms of general instrucfions with unusual requests deferred 
for appropriate guidance and support. The supervisor spot-checks completed work for compliance with 
procedures, accuracy, and the nature and propriety of the final results.  

GUIDELINES: 

Guidelines include Wisconsin Public Records law, city policies and procedures and department standard 
operafing procedures.  These guidelines are generally clear and specific but may require some interpretafion in 
applicafion.  

COMPLEXITY: 

The work consists of related clerical dufies.  The variety of data entry and accounts add to the complexity of the 
posifion. 

PERSONAL CONTACTS: 

Contacts are typically with co-workers, other city personnel, cifizens, the general public, aftorneys, municipal 
court personnel, aftorney office support personnel, other law enforcement agencies, community groups, 
various city departments and state agency personnel, insurance company representafives, probafion/parole 
personnel and social workers. 

PURPOSE OF CONTACTS: 

Contacts are typically to give or exchange informafion, to resolve problems, and to provide services 

PHYSICAL REQUIREMENTS: 

The physical demands described here are representafive of those that must be met by an employee to successfully 
perform the essenfial funcfions of this job. Reasonable accommodafions may be made to enable individuals with 
disabilifies to perform the essenfial funcfions. 

 Ability to alternate between sifting and standing as needed 

 Ability to have close visual acuity to perform acfivity such as: preparing and analyzing data and figures; 
transcribing, viewing a computer terminal; extensive reading 

 Ability to operate standard office equipment and keyboards 

 Ability to lift and carry up to 15 pounds regularly and up to 30 pounds on occasion 

WORK ENVIRONMENT 

The work environment characterisfics described here are representafive of those an employee encounters while 
performing the essenfial funcfions of this job. Reasonable accommodafions may be made to enable individuals with 
disabilifies to perform the essenfial funcfions. 

 The work is typically performed in an office sefting 

 Minimal exposure to loud noises or equipment 

 Ability to work with irate individuals and those who may infimidate may occur 

 Some travel between office locafions exists 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY: 

 None 



To perform this job successfully, an individual must be able to perform each essential job function satisfactorily. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential job functions herein described. Since every duty connected with this position may not be described herein, 
employees may be required to perform duties not specifically spelled out in the job description, but which may be reasonably considered to be incidental in the 
performing of their duties just as though they were actually written out in the job description sheet.  AT ANY TIME, AN EMPLOYEE MAY BE ASKED TO ASSIST ANOTHER 
DEPARTMENT WHERE NEEDED AND IN PERIODS OF DOWN TIME. 

 



 
City of Neenah 
Posifion Descripfion 

 

Posifion: Open Records Clerk II/Accreditafion Assistant Grade:  
Full Time 

Department: Police FLSA: Non-Exempt 

Reporfing Supervisor: Support Services Coordinator Date: July 2024 

The City of Neenah is an Equal Opportunity Employer.  In compliance with the Americans with Disabilifies Act, the city will provide 

reasonable accommodafions to qualified individuals with disabilifies and encourages both prospecfive and current employees to 

discuss potenfial accommodafions with the employer.  

JOB SUMMARY: 

The purpose of this posifion to provide the public accurate and consistent open access to records of the department 
and its employees in a fimely fashion in accordance with applicable rules and regulafions. The posifion also provides 
assistance to the Accreditafion manager in collecfion and compilafion of records needed to maintain the department’s 
accreditafion. Work is primarily performed at the stafion under the direcfion of the Support Services Coordinator. 

ESSENTIAL JOB DUTIES 

 Coordinate the collection of records for public records requests.  

 Review public records requests (paper, electronic or verbal) and determine if the record(s) can be released by 
applying the Wisconsin Public Records Law and the balancing test and redacting, if necessary. 

 Respond to public records requests from the media.  

 Work with the City Attorney’s Office in responding to complex requests under the Wisconsin Public Records 
law to assure compliance and/or the protection of sensitive information. 

 Maintain knowledge of the Wisconsin Public Records Law and coordinate meetings with staff. 

 Respond to requestors in a timely manner, both orally and in written formats. 

 Provide courtroom testimony concerning public records. 

 Provide the Wisconsin Statute 19.356 notice to employees, when appropriate. 

 Prepare forms and paperwork including memos, reports, correspondence, monthly arrest totals, and other 
materials as directed.   

 Assist the Accreditation Manager by responding to requests of supplying and researching information needed 
to maintain the Department's accreditation.  

 Assist the Accreditation Manager with the Neenah Police Department accreditation assessment and with other 
requests, as needed. 

 Assist with rotational coverage of the Communication Technician position during vacancies, as directed by 
supervisor. 

 Other dufies as assigned. 

EDUCATION AND EXPERIENCE: 



 High school diploma or equivalent 

 Technical School Cerfificate or associate's degree preferred 

 2 years of administrafive or related experience required 

 TIME system cerfificafion is required once fully trained, but not prior to hire 

KNOWLEDGE/SKILLS/ABILITIES: 

 Knowledge of modern office equipment, pracfices, and procedures 

 Knowledge of Wisconsin Public Records law, City and Department policies and procedures 

 Knowledge of basic mathemafics 

 Skill in compiling data and preparing accurate and fimely reports. Sources of data include case disposifions, 
accident reports, police reports, complaints, stafisfical reports, subpoenas, receipts, computer software, 
operafing manuals, ordinances, statutes, procedures, guidelines, and non-roufine correspondence. 

 Skill in planning and organizing work independently 

 Skill in establishing and maintaining files and records 

 Skill in interpersonal relafions 

 Skill in oral and wriften communicafion 

 Ability to transcribe data and informafion. Ability to proofread and correct reports and police documents 

 Ability to maintain confidenfiality 

SUPERVISORY CONTROLS: 

The Support Services Coordinator assigns work in terms of general instrucfions.  The supervisor spot-checks 
completed work for compliance with procedures, accuracy, and the nature and propriety of the final results.  

GUIDELINES: 

Guidelines include Wisconsin Public Records law, city policies and procedures and department standard 
operafing procedures.  These guidelines are generally clear and specific but may require some interpretafion in 
applicafion.  

COMPLEXITY: 

The work consists of related clerical dufies.  The variety of data entry and accounts add to the complexity of the 
posifion. 

PERSONAL CONTACTS: 

Contacts are typically with co-workers, other city personnel, cifizens, the general public, aftorneys, municipal 
court personnel, aftorney office support personnel, other law enforcement agencies, community groups, 
various city departments and state agency personnel, insurance company representafives, probafion/parole 
personnel and social workers. 

PURPOSE OF CONTACTS: 

Contacts are typically to give or exchange informafion, to resolve problems, and to provide services 

PHYSICAL REQUIREMENTS: 

The physical demands described here are representafive of those that must be met by an employee to successfully 
perform the essenfial funcfions of this job. Reasonable accommodafions may be made to enable individuals with 
disabilifies to perform the essenfial funcfions. 

 Ability to alternate between sifting and standing as needed 

 Ability to have close visual acuity to perform acfivity such as: preparing and analyzing data and figures; 
transcribing, viewing a computer terminal; extensive reading 

 Ability to operate standard office equipment and keyboards 

 Ability to lift and carry up to 15 pounds regularly and up to 30 pounds on occasion 

WORK ENVIRONMENT 



The work environment characterisfics described here are representafive of those an employee encounters while 
performing the essenfial funcfions of this job. Reasonable accommodafions may be made to enable individuals with 
disabilifies to perform the essenfial funcfions. 

 The work is typically performed in an office sefting 

 Minimal exposure to loud noises or equipment 

 Ability to work with irate individuals and those who may infimidate may occur 

 Some travel between office locafions exists 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY: 

 None 
To perform this job successfully, an individual must be able to perform each essential job function satisfactorily. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential job functions herein described. Since every duty connected with this position may not be described herein, 
employees may be required to perform duties not specifically spelled out in the job description, but which may be reasonably considered to be incidental in the 
performing of their duties just as though they were actually written out in the job description sheet.  AT ANY TIME, AN EMPLOYEE MAY BE ASKED TO ASSIST ANOTHER 
DEPARTMENT WHERE NEEDED AND IN PERIODS OF DOWN TIME. 
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