
CITY OF TOMAHAWK COMMON 
COUNCIL 

February 4, 2025 City Hall, Council Chambers 
5:30PM 23 N 2nd St

Any additions to this agenda will be added to the original posted at City Hall.  Any person who has a qualifying disability as defined 
by the Americans with Disabilities Act, that requires the meeting or materials at the meeting to be in an accessible location or 
format must contact the Clerk-Treasurer at City Hall, 453-4040, at least three days prior to the meeting so any necessary 
arrangements can be made to accommodate each request. 
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MEMBERS 

STEVEN E TASKAY 
MAYOR 
TERM EXP. 2026 
PRESIDING OFFICER 

MICKEY LOKA 
TERM EXP. 2025 

PATRICIA E. HASKIN 
TERM EXP. 2026 

ED NYSTROM 
TERM EXP. 2027 

JEFF KAHLE 
TERM EXP. 2025 
PRESIDENT 

DALE ERNST 
TERM EXP. 2026 

WILL GARSKE 
TERM EXP. 2027 

MIKE LOKA 
TERM EXP. 2027 

TADD WEGENER 
TERM EXP. 2025 

STEVE “DING” BARTZ 
TERM EXP. 2026 

AGENDA 
The Council meeting will be held both in person and virtually.  If you are not 
attending in person and would like to access the meeting remotely you can do so by 
either of the following ways:  

United States Toll Free:  1-888-475-4499 
Access Code: 903 385 0484 

Passcode: 54487 
OR 

On your computer or smart device by visiting www.zoom.com and clicking “JOIN” 

A. Call to Order
B. Roll Call
C. Pledge of Allegiance

D. Public Comments (During this item on the agenda the Council listens to oral 
comments from members of the public on non-agenda items.  When speaking 
please state your name and limit your time to five minutes.) 

E. Minutes of Previous Meetings
1. January 7, 2025 (page 3)

F. Approval of Checks and Vouchers
General Fund account checks 116394 – 116558 and 19 electronic payments in the 
amount of $2,299,612.66 payroll checks 53316 – 53335 and direct deposit checks 
V14243 – V14340 in the amount of $127,073.39 and Solid Waste Fund checks 1966 - 
1967 in the amount of $15,934.23 (page 3)

G. Communication and Appearances
1. Tomahawk School District Representative – February 18th, 2025 Referendum

H. Reports
1. Committee Reports

i. Planning and Zoning Commission (Mayor Steve Taskay)
ii. Board of Public Works (Leads Rosenmeier, Hanna, and Jelinek)

iii. Health and Safety Committee (Alderperson Will Garske)
iv. Finance Committee (Alderperson Mickey Loka)
v. Park and Recreations Committee (Alderperson Jeff Kahle)

vi. Commission on Aging (Alderperson Mike Loka)
vii. Library Board (Director Heidi O’Hare) 
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Common Council Agenda Page 2 of 2 
December 3rd, 2024 

2. Mayor’s Report
3. Written Report from Tomahawk Main Street Inc.

I. Licenses and Permits
1. Operator’s Licenses (page 17)
2. Tomahawk Main Street Wine Walk – May 9, 2025 (page 18)
3. Main Street Memories Car Show – May 25, 2025 (page 20)
4. Tomahawk Main Street Farmers Market – Tuesdays June through October (page 

22)
5. Arts, Craft, and Vendor Fair – July 3, 2025 (page 24)
6. National Night Out – August 5, 2025 (page 26)
7. Chambers’ Annual Bonfire & Brat Fry – September 11, 2025 (page 28)
8. Tomahawk Chambers’ Annual Venison Feed – November 22, 2025 (page 30)
9. Tomahawk Hometown Christmas – November 29, 2025 and December 12, 2025 

(page 32)

II. Resolutions
1. Tax Incremental District (TID) Termination Resolution – TID #1 (page 35)
2. Tax Incremental District (TID) Termination Resolution – TID #2 (page 36)

III. Other Business
1. Request from Police Department to Carry Over Unused Vacation Hours
2. City of Tomahawk Employee Handbook (page 37)

IV. Schedule Next Meeting Date and Time
1. March 4, 2025 at 5:30pm

V. Adjournment  
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Common Council 
January 7, 2025 

Common Council 1 
City of Tomahawk, City Council Chambers 2 

23 N 2nd St, Tomahawk, WI 54487 3 
January 7, 2025, at 5:30 p.m. 4 

 5 
Call to Order: Mayor Taskay called the Common Council to order at 5:30 p.m.  6 
 7 
Roll Call:  Council members present were Mickey Loka, Patricia Haskin, Ed Nystrom, Jeff Kahle, 8 
Will Garske, Mike Loka, Tadd Wegener, Steve “Ding” Bartz, and Dale Ernst. 9 
  10 
Also in attendance was Mayor Steven E. Taskay, Clerk/Treasurer Amanda L. Bartz, Police Chief Al 11 
Elvins, Street Leadsperson Nick Rosenmeier, Library Director Heidi O’Hare.  The public in 12 
attendance was Roxanne Consolver, Janet Wells, Jennifer Turkiewicz and Zach Garner.   13 
  14 
Pledge of Allegiance: The Mayor led the Council in the Pledge of Allegiance.  15 
  16 
Public Comments: There were no public comments. 17 
  18 
Minutes of Previous Meeting(s): HASKIN MOVED to approve December 3, 2024, minutes and MIKE 19 
LOKA seconded.  The VOTE was unanimous.  20 
  21 
Approval of Checks: MICKEY LOKA MOVED to approve General Fund account checks 116251 – 22 
116393 and 16 electronic payments in the amount of $914,898.19, payroll checks 53283 – 53315 23 
and direct deposit checks V14157 – V14242 in the amount of $136,627.81 and Solid Waste Fund 24 
checks 1964-1967 in the amount of $24,374.91.  GARSKE seconded.  The VOTE was unanimous.    25 
  26 
Committee Reports: 27 
Planning and Zoning Commission:  The Planning and Zoning Commission has not met.  28 
  29 
Board of Public Works: ROSENMEIER stated that at the Board of Public Works met on January 6, 30 
2025.  He stated the Board reviewed a request from the Tomahawk Main Street (TMS) and the 31 
Historical Society to place a historical marker on the north boulevard at N Tomahawk and 32 
Wisconsin Avenue.  He reported that TMS also requested placing “Historical Main Street” sign 33 
below the Wisconsin Ave street sign.   34 
  35 
Health and Safety Committee:  GARSKE reported that the Health and Safety Committee met just 36 
prior to the Council meeting and looked at the Peddlers and Solicitors ordinance for clarification.   37 
  38 
Finance Committee:  MICKEY LOKA stated that the Finance Committee met just prior to the 39 
Council meeting and all the items taken up by the Committee are before the Council tonight. 40 
  41 
Park and Recreation Committee:  The Park and Recreation Committee has not met. 42 
  43 
Commission on Aging:  The Commission on Aging Commission has not met.  44 
  45 
Library Board:  O’HARE reported that the Library Board is looking at computer sign up policies, they 46 
have applied for the 3rd round of ALA grants and started weeding books for the year. 47 
 48 
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Common Council 
January 7, 2025 

Mayor’s Report:  Mayor TASKAY reported he continues to take calls regarding fluoride and other 1 
concerned citizens.   2 
  3 
Written Report from Tomahawk Main Street, Inc.: The Council reviewed the written report from 4 
Tomahawk Main Street. 5 
  6 
Licenses and Permits 7 
Operator License: MICKEY LOKA MOVED to approve the operator license as presented and 8 
GARSKE seconded.  The VOTE was unanimous. 9 
 10 
Friends of Lake Mohawksin Bon Fire – Saturday, February 8, 2025: GARSKE MOVED to approve the 11 
application and MIKE LOKA seconded.  The VOTE was unanimous. 12 
 13 
Other Business 14 
Tomahawk Fire Department Replacement of Engine 3: HASKIN MOVED to approve moving forward 15 
with ordering the replacement of Engine 3 through Custom Fire and GARSKE seconded.  The VOTE 16 
was unanimous. 17 
 18 
Set Time and Date of Next meeting: The next regular meeting of the Common Council is 19 
scheduled for February 4, 2025 at City Hall, Council Chambers at 5:30 p.m.  20 
  21 
Adjournment: ERNST MOVED to adjourn the meeting of Common Council and MIKE LOKA 22 
seconded.  The VOTE was unanimous.  The meeting was adjourned at 5:59 p.m. 23 
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Reprint Check Register - Quick Report - ALL 13:29 PM
ACCT

ASSOCIATED - GENERAL FUND CHECKING ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Check Nbr Check Date Payee Amount

From Account:12/21/2024

1/24/2025 Page:

153.49Park Vestis1/10/2025

212.94Aflac Aflac12/27/2024

16,632.27EFTPS EFTPS - Federal Taxes12/27/2024

20,747.76EFTPS EFTPS - Federal Taxes1/17/2025

40,000.00116394 City Of Tomahawk12/23/2024

80.62116395 City Of Tomahawk12/26/2024

747.87116418 Amazon Capital Services12/27/2024

45.62116419 Auto Owner's Life Insurance12/27/2024

847.00116420 Baker & Taylor Books12/27/2024

93.96116421 Bumper to Bumper12/27/2024

298.39116422 Cengage Learning Inc/Gale12/27/2024

46.74116423 Center Point Large Print12/27/2024

574.27116424 Charter Communications12/27/2024

256.96116425 Complete Office12/27/2024

600.00116426 Department of Administration12/27/2024

185.00116427 Election Systems & Software, LLC12/27/2024

1,278.64116428 Entrance Technologies Inc12/27/2024

82.29116429 FP Mailing Solutions12/27/2024

792.05116430 Frontier12/27/2024

700.00116431 Gorell, Amber12/27/2024

845.63116432 Hilgy's LP Gas12/27/2024

330.14116433 J.F. Ahern Co.12/27/2024

1,000.82116434 Kwik Trip12/27/2024

2,285.25116435 L&S Truck Service Inc12/27/2024

2,639.60116436 Lincoln County Highway Deptartment12/27/2024

673.75116437 Menards12/27/2024

-673.75116437 Menards12/27/2024

468.53116438 Merrill, T.B. Scott Free Library12/27/2024

178.38116440 Micromarketing LLC12/27/2024

600.00116441 WJJQ RADIO STATION-ALBERT BROADCASTING INC.12/27/2024

487.02116442 Monroe Truck Equipment12/27/2024

204.14116443 Napa Auto Parts12/27/2024

50.00116444 North Central Fire Chiefs Association12/27/2024
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Reprint Check Register - Quick Report - ALL 23:29 PM
ACCT

ASSOCIATED - GENERAL FUND CHECKING ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Check Nbr Check Date Payee Amount

From Account:12/21/2024

1/24/2025 Page:

105.00116445 Northway Communications Inc12/27/2024

481.50116446 Northwoods Lock Service12/27/2024

113.24116447 Quill Corporation12/27/2024

2,493.00116448 Renning Lewis & Lacy12/27/2024

908.70116449 Republic Services #64512/27/2024

160.00116450 Rhyme Business Products12/27/2024

8,754.50116451 Ruekert & Mielke12/27/2024

45,019.94116452 Security Health Plan12/27/2024

1,683.50116453 Technology Management12/27/2024

36.05116454 Tomahawk Builders Supply12/27/2024

3,703.58116455 Tomahawk Municipal Utilities12/27/2024

0.38116456 Tomahawk Municipal Utilities12/27/2024

124.47116457 Trig's12/27/2024

178.14116458 Victory Janitorial Inc12/27/2024

774.00116459 Viegut's Do-It Express12/27/2024

616.55116460 WI Department of Transportation12/27/2024

45.00116461 Wisconsin Library Association12/27/2024

299.00116462 Wisconsin Valley Library Service12/27/2024

2,132.52116463 Grigg, Jacki L.1/03/2025

4,097.49116464 Jarvensivu, Jared1/03/2025

750.00116465 Buckwalter, Steve1/09/2025

40,000.00116466 City Of Tomahawk1/09/2025

750.00116467 Elvins, Al1/09/2025

750.00116468 Frostman, Matthew1/09/2025

750.00116469 Gorell, Matthew1/09/2025

750.00116470 Krich, Michael1/09/2025

750.00116471 Picl, Ryan1/09/2025

750.00116472 Susa, Brett1/09/2025

750.00116473 Watruba, Alysia1/09/2025

750.00116474 White, John1/09/2025

102.40116475 Airgas, USA, LLC1/10/2025

239.55116476 Amazon Capital Services1/10/2025

4,404.29116477 Amazon Capital Services1/10/2025
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Reprint Check Register - Quick Report - ALL 33:29 PM
ACCT

ASSOCIATED - GENERAL FUND CHECKING ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Check Nbr Check Date Payee Amount

From Account:12/21/2024

1/24/2025 Page:

1,500.00116478 Anderson, Daniel1/10/2025

196.20116479 Baker & Taylor Books1/10/2025

308.22116480 Baker & Taylor Books1/10/2025

8.71116481 Brandt, Victoria1/10/2025

49,339.50116482 Business Insurance Group1/10/2025

74.22116483 Cengage Learning Inc/Gale1/10/2025

189.94116484 Charter Communications1/10/2025

2,801.84116485 Chase's C-Stores1/10/2025

3,822.31116486 CoreLogic Refund Dept1/10/2025

2,665.00116487 Display Sales1/10/2025

237.48116488 EO Johnson Company1/10/2025

719.69116489 ETCO Electric Supply Inc1/10/2025

132.99116490 Fastenal Company1/10/2025

240.00116491 Fire Safety USA, Inc1/10/2025

326.88116492 Forth Floral1/10/2025

2,199.16116493 Hilgendorf, David1/10/2025

585.68116494 Hilgy's LP Gas1/10/2025

525.20116495 J.F. Ahern Co.1/10/2025

3,132.08116496 L&S Truck Service Inc1/10/2025

67.08116497 L&S Truck Service Inc1/10/2025

150.00116498 Lane, Russell1/10/2025

1,168.89116499 Medford Cooperative1/10/2025

179.34116500 Medford Cooperative1/10/2025

36.89116501 Medford Cooperative1/10/2025

9,500.00116502 Michael Schnautz Assessments1/10/2025

12.03116503 Miller, Annette1/10/2025

900.00116504 Mr. Gary Carr1/10/2025

116.72116505 Napa Auto Parts1/10/2025

29.96116506 Napa Auto Parts1/10/2025

19.70116507 O'Hare, Heidi1/10/2025

1,157.46116508 Pomp's Tire Service, Inc1/10/2025

154.50116509 PROULX'S PROFESSIONAL SERVICES LLC1/10/2025

54.53116510 Qualheim's True Value 226451/10/2025
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Reprint Check Register - Quick Report - ALL 43:29 PM
ACCT

ASSOCIATED - GENERAL FUND CHECKING ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Check Nbr Check Date Payee Amount

From Account:12/21/2024

1/24/2025 Page:

738.72116511 REMINGTON OIL COMPANY INC1/10/2025

774.50116512 Rent-A-Flash of WI Inc1/10/2025

2,121.24116513 Republic Services #6451/10/2025

609.64116514 Rhyme Business Products1/10/2025

8,670.71116515 Ruekert & Mielke1/10/2025

525.00116516 Technology Management1/10/2025

279.99116517 Tomahawk Battery and Rebuilding1/10/2025

116.98116518 Tomahawk Battery and Rebuilding1/10/2025

300.00116519 TWS PLUMBING & HEATING1/10/2025

357.68116520 Vestis1/10/2025

-357.68116520 Vestis1/10/2025

153.49116521 Vestis1/10/2025

-153.49116521 Vestis1/10/2025

247.09116522 Viegut's Do-It Express1/10/2025

319.90116523 WI Professional Police Assoication, Inc.1/10/2025

100.00116524 WISCONSIN STATE FIREFIGHTER'S ASSOCIATION INC1/10/2025

300.00116525 WJJQ RADIO STATION-ALBERT BROADCASTING INC.1/10/2025

592,558.21116526 Lincoln County Treasurer1/14/2025

19,270.94116527 Nicolet Technical College1/14/2025

801,194.22116528 SCHOOL DISTRICT OF TOMAHAWK1/14/2025

409.75116529 Amazon Capital Services1/17/2025

394.27116530 Amazon Capital Services1/17/2025

103.91116531 AT&T Mobility1/17/2025

14.97116532 Auto Owner's Life Insurance1/17/2025

1,207.23116533 Baker & Taylor Books1/17/2025

183.85116534 Bumper to Bumper1/17/2025

211.42116535 Cengage Learning Inc/Gale1/17/2025

803.00116536 Charter Communications1/17/2025

12,606.37116537 Clifton Larson Allen LLP1/17/2025

466.85116538 Hilgy's LP Gas1/17/2025

1,500.00116539 Lincoln County Humane Society1/17/2025

400,000.00116540 LOCAL GOVERNMENT INVESTMENT POOL1/17/2025

64.60116541 Menards1/17/2025
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Reprint Check Register - Quick Report - ALL 53:29 PM
ACCT

ASSOCIATED - GENERAL FUND CHECKING ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Check Nbr Check Date Payee Amount

From Account:12/21/2024

1/24/2025 Page:

108.42116542 Napa Auto Parts1/17/2025

115.93116543 Northwoods Lube & Tire1/17/2025

90.94116544 O'Reilly Automotive Inc1/17/2025

1,437.12116545 Per Mar Security Services1/17/2025

287.94116546 Quill Corporation1/17/2025

1,128.50116547 Renning Lewis & Lacy1/17/2025

190.91116548 Republic Services #6451/17/2025

113.90116549 Republic Services #6451/17/2025

558.08116550 Republic Services #6451/17/2025

642.69116551 Republic Services #6451/17/2025

7,000.00116552 Sandry Plumbing & Heating1/17/2025

684.69116553 SECURIAN FINANCIAL GROUP, INC1/17/2025

1,215.00116554 Streicher's Inc1/17/2025

862.50116555 Technology Management1/17/2025

1,320.00116556 Tomahawk Fire Department1/17/2025

222.18116557 Verizon Wireless1/17/2025

356.91116558 Verizon Wireless1/17/2025

357.68Vestis Vestis12/27/2024

121.66Vestis Vestis12/27/2024

505.36Vestis Vestis12/27/2024

1,918.21Empower Empower12/27/2024

1,921.99Empower Empower1/17/2025

2,802.52Tax/held State Withholding12/27/2024

357.68City Hall Vestis1/10/2025

877.50Statement Cardmember Service12/27/2024

955.54Statement Cardmember Service12/27/2024

617.59Statement Vestis1/10/2025

55,925.37Health Ins Security Health Plan1/17/2025

43,797.91Retirement Wisconsin Dept of Employee Trust Funds1/17/2025

24,356.49Retirement Wisconsin Dept of Employee Trust Funds1/17/2025

3,217.25Statew/held State Withholding1/17/2025

210.46Reconcilatio Internal Revenue Service12/27/2024

2,299,612.66Grand Total
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Reprint Check Register - Quick Report - ALL 63:29 PM
ACCT

ASSOCIATED - GENERAL FUND CHECKING ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Amount

From Account:12/21/2024

1/24/2025 Page:

1,829,943.67Total Expenditure from Fund # 100 - General Fund

22,835.08Total Expenditure from Fund # 210 - Library Fund

10,098.72Total Expenditure from Fund # 219 - ARPA Fund

418,041.76Total Expenditure from Fund # 240 - CAPITAL PROJECTS FUND

1,600.00Total Expenditure from Fund # 260 - TIF #1 FUND

2,088.00Total Expenditure from Fund # 270 - TIF #2 FUND

4,100.00Total Expenditure from Fund # 280 - ER-TIF#1 FUND

6,291.59Total Expenditure from Fund # 610 - WATER FUND

4,613.84Total Expenditure from Fund # 620 - SEWER FUND

2,299,612.66Total Expenditure from all Funds
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Reprint Check Register - Quick Report - ALL 13:30 PM
ACCT

TCB - PAYROLL ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Check Nbr Check Date Payee Amount

From Account:12/21/2024

1/24/2025 Page:

692.6253316 WEGENER, TADD12/20/2024

1,634.8853317 Borem, Steven12/27/2024

452.3553318 DUPLAYEE, JOHN J12/27/2024

1,581.0453319 ERNST, ROBERT12/27/2024

39.1653320 LINTEREUR, ZEPHYR Z12/27/2024

1,124.9453321 VACHO, KEZLEIGH12/27/2024

1,624.4253322 Borem, Steven1/10/2025

247.9853323 DUPLAYEE, JOHN J1/10/2025

1,591.3053324 ERNST, ROBERT1/10/2025

41.4553325 LINTEREUR, ZEPHYR Z1/10/2025

532.7953326 Canning, David1/10/2025

490.2353327 CAYLOR, ROBERT1/10/2025

1,492.7953328 GALLOY, DAVID M1/10/2025

646.2853329 Knudson, Riley1/10/2025

680.7353330 KRUEGER, KEVIN J1/10/2025

756.4253331 LOKA, STEVE1/10/2025

688.2853332 MORREN, RONALD L.1/10/2025

738.7553333 Randall, Taylor1/10/2025

461.8553334 VON SCHRADER, MARK1/10/2025

759.7753335 YOUNG, NICK1/10/2025

1,692.51V14243 BARTZ, AMANDA12/27/2024

81.26V14244 BECKER, BETTY12/27/2024

637.63V14245 Brandt, Victoria12/27/2024

2,110.24V14246 BUCKWALTER, STEVE12/27/2024

1,572.89V14247 DOTTER, DEREK J12/27/2024

2,171.36V14248 ELVINS, ALFRED12/27/2024

1,883.64V14249 Frostman, Matthew12/27/2024

1,976.91V14250 GORELL, MATTHEW12/27/2024

630.99V14251 Haenel, Jessica12/27/2024

1,839.31V14252 HANNA, GLENN12/27/2024

638.26V14253 Haring, Andrew12/27/2024

1,715.14V14254 JELINEK, WILLIAM J.12/27/2024

1,890.71V14255 KRICH, MICHAEL D12/27/2024

Page 11 of 107



Reprint Check Register - Quick Report - ALL 23:30 PM
ACCT

TCB - PAYROLL ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Check Nbr Check Date Payee Amount

From Account:12/21/2024

1/24/2025 Page:

834.55V14256 KROSSCHELL, CHYANNYE12/27/2024

1,739.07V14257 LANE, RUSSELL12/27/2024

255.49V14258 Losey, Chad12/27/2024

1,147.75V14259 MILLER, ANNETTE M12/27/2024

1,457.56V14260 O'HARE, HEIDI12/27/2024

264.12V14261 PAGENKOPF, PEGGY12/27/2024

539.48V14262 PANFIL, PATRICIA12/27/2024

1,484.69V14263 PANKOW, CHARLES12/27/2024

760.44V14264 PLEAU, RAEN12/27/2024

1,180.39V14265 PUESTOW, ALLISON12/27/2024

1,685.73V14266 Rosenmeier, Nicholas12/27/2024

0.00V14267 Scherer, Roni Kay12/27/2024

1,701.76V14268 SHERMAN, ABBEY12/27/2024

1,528.86V14269 SHERMAN, ZACHARY R12/27/2024

502.71V14270 SHORE, DIANA12/27/2024

1,959.20V14271 SUSA, BRETT12/27/2024

640.08V14272 Sutton, Bonnie12/27/2024

1,348.10V14273 Swenty, Miranda Jean12/27/2024

213.11V14274 TASKAY, STEVEN E12/27/2024

1,662.77V14275 VACHO, TRAVIS12/27/2024

904.79V14276 VanStrydonk, Lexie12/27/2024

1,632.15V14277 WATRUBA, ALYSIA12/27/2024

1,522.73V14278 WEBSTER, MASON12/27/2024

1,489.26V14279 White, John12/27/2024

263.31V14280 ZELTON, MARY KAY12/27/2024

1,746.17V14281 PICL, RYAN A12/27/2024

1,660.35V14282 Thiemer, Richard12/27/2024

233.64V14283 Johnson, Brianna12/27/2024

200.63V14284 O'Neill, Megan12/27/2024

1,709.85V14285 BARTZ, AMANDA1/10/2025

121.91V14286 BECKER, BETTY1/10/2025

413.11V14287 Brandt, Victoria1/10/2025

2,962.87V14288 BUCKWALTER, STEVE1/10/2025
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Reprint Check Register - Quick Report - ALL 33:30 PM
ACCT

TCB - PAYROLL ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Check Nbr Check Date Payee Amount

From Account:12/21/2024

1/24/2025 Page:

1,470.41V14289 DOTTER, DEREK J1/10/2025

2,048.01V14290 ELVINS, ALFRED1/10/2025

1,536.26V14291 Frostman, Matthew1/10/2025

1,956.21V14292 GORELL, MATTHEW1/10/2025

1,181.10V14293 Haenel, Jessica1/10/2025

1,724.81V14294 Hanna, Glenn1/10/2025

644.39V14295 Haring, Andrew1/10/2025

1,568.85V14296 JELINEK, WILLIAM J.1/10/2025

268.55V14297 Johnson, Brianna1/10/2025

2,396.50V14298 Krich, Michael D1/10/2025

876.53V14299 KROSSCHELL, CHYANNYE1/10/2025

1,601.68V14300 LANE, RUSSELL1/10/2025

273.44V14301 Losey, Chad1/10/2025

1,150.85V14302 MILLER, ANNETTE M1/10/2025

1,460.74V14303 O'HARE, HEIDI1/10/2025

192.08V14304 O'Neill, Megan1/10/2025

233.64V14305 PAGENKOPF, PEGGY1/10/2025

1,654.95V14306 PANKOW, CHARLES1/10/2025

1,716.09V14307 PICL, RYAN A1/10/2025

827.57V14308 PLEAU, RAEN1/10/2025

582.63V14309 PUESTOW, ALLISON1/10/2025

1,766.92V14310 Rosenmeier, Nicholas1/10/2025

0.00V14311 Scherer, Roni Kay1/10/2025

1,672.91V14312 SHERMAN, ABBEY1/10/2025

1,818.76V14313 SHERMAN, ZACHARY R1/10/2025

432.48V14314 SHORE, DIANA1/10/2025

1,900.94V14315 SUSA, BRETT1/10/2025

507.54V14316 Sutton, Bonnie1/10/2025

1,351.28V14317 Swenty, Miranda Jean1/10/2025

213.11V14318 TASKAY, STEVEN E1/10/2025

1,866.80V14319 Thiemer, Richard1/10/2025

1,173.92V14320 VACHO, KEZLEIGH1/10/2025

1,664.00V14321 VACHO, TRAVIS1/10/2025
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Reprint Check Register - Quick Report - ALL 43:30 PM
ACCT

TCB - PAYROLL ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Check Nbr Check Date Payee Amount

From Account:12/21/2024

1/24/2025 Page:

877.26V14322 VanStrydonk, Lexie1/10/2025

1,614.52V14323 WATRUBA, ALYSIA1/10/2025

1,514.61V14324 WEBSTER, MASON1/10/2025

1,540.59V14325 White, John1/10/2025

81.50V14326 ZELTON, MARY KAY1/10/2025

433.08V14327 Budzynski, Jevin1/10/2025

447.67V14328 HAENEL, JUSTIN1/10/2025

759.77V14329 Kind, Kevin1/10/2025

575.34V14330 LOBERMEIER, JACOB1/10/2025

510.03V14331 LOKA, ADAM1/10/2025

1,174.72V14332 LOKA, MICHAEL J.1/10/2025

575.34V14333 LOKA, MICHAEL L.1/10/2025

674.64V14334 Lueck, John1/10/2025

990.80V14335 NIEMAN, MELISSA1/10/2025

818.46V14336 OELKE, STETSON1/10/2025

453.29V14337 PICL, RYAN A1/10/2025

949.75V14338 POWERS, KYLE1/10/2025

1,098.00V14339 POWERS, LANCE D.1/10/2025

1,364.56V14340 WINTER, PAUL F.1/10/2025

127,073.39Grand Total
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Reprint Check Register - Quick Report - ALL 53:30 PM
ACCT

TCB - PAYROLL ALL Checks

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Amount

From Account:12/21/2024

1/24/2025 Page:

78,103.58Total Expenditure from Fund # 100 - General Fund

16,579.19Total Expenditure from Fund # 210 - Library Fund

11,406.79Total Expenditure from Fund # 610 - WATER FUND

18,685.28Total Expenditure from Fund # 620 - SEWER FUND

2,298.55Total Expenditure from Fund # 630 - SOLID WASTE FUND

127,073.39Total Expenditure from all Funds
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Reprint Check Register - Full Report - ALL 13:28 PM
ACCT

ALL ChecksASSOCIATED - SOLID WASTE CHECKING

Posted From:
Thru Account:Thru: 1/20/2025

______________________________________________________________________________________
Check Nbr Check Date Payee Amount

From Account:12/20/2024

1/24/2025 Page:

1966 12/20/2024 Republic Services #645
Recycling Service 10/01-10/31

630-00-53631-290-000 SOLID WASTE - OTHER CONTR SVC
Recycling Service 10/01-10/31

4,760.64
0645-000240455

630-00-53631-290-000 SOLID WASTE - OTHER CONTR SVC
Residential Service 10/01-10/31

11,108.16
0645-000240455

______________________________________________________________________________________
15,868.80Total

1967 12/20/2024 Verizon Wireless
Phone Utilities

630-00-53634-000-000 ADMINISTRATION
715-966-5144

65.43
6100432413

______________________________________________________________________________________
65.43Total

15,934.23Grand Total
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Health and Safety Committee
Approval of Operator's (Bartender's) Licenses

LastNameLicense  
#

FirstName Effective Date Expiration DateBack-
Ground
 Check

One 
Year

Two 
Year

Pro-
visional

Temp-
orary

Fee

$40.006/30/20262/4/2025ReginamarieDeSimons884

$45.006/30/20261/7/2025JosephKaplanek882

$45.006/30/20261/8/2025ChristinaPowers883

$130.00

Thursday, January 23, 2025 Page 1 of 1
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City of Tomahawk 
Health and Safety Committee 
 

Tomahawk Main Street Wine Walk 
May 9, 2025 from 4:00 p.m. - 8:00 p.m. 
Wine walk with food tasting at participating business.  May include food vendors on the vacant lot on the 
northeast corner of Wisconsin Avenue and 3rd Stret or in the parking lot of Tomahawk Tattoo & Tan and Auntie 
Em’s. 
 
EVENT INFORMATION 
Sponsor: Tomahawk Main Street, Inc. 
Location: W Wisconsin Av, from 4th Street to Railway St 
Estimated Attendance: 250 
 
1. EVENT INFORMATION AND SITE LAYOUT 

o May 9, 2025 
 10:00am to 4:00pm – Set Up 
 4:00 to 8:00 p.m. – Wine Walk 
 7:00 to 9:00pm – Clean up 

2. RESERVATIONS 
• No reservations are required for this event. 

3. GARAGE COLLECTIONS 
• Private businesses will provide garages prior to exiting each location.  City staff will check on receptacle 

the morning of the event and the morning after the event. 
4. RESTROOMS 

• Participating business will allow for bathroom facilities.   
5. PARKING 

• Participants will use Wisconsin Av, side streets, and the municipal parking lot for this event. 
6. OPEN INTOXICANT 

• May 9, 2025 from 4:00 p.m. to 8:00 p.m. on Wisconsin Ave (alley to alley) from 4th Street to Railway 
Street  

7. APPROVAL  
• This application was presented to the Health and Safety Committee on January 28, 2025.  The 

Committee approved/denied the application with the following conditions: 
o  

• This application was presented to the Common Council on February 4, 2025.  The Council 
approved/denied the application with the following conditions: 
o  

 
Date:                

        Clerk/Treasurer Amanda L. Bartz, CMC, WCMC 
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Wine Walk

Event Charges - Sponsor Quantity Rate Total Notes
Paid by event sponsor to the City

Application Fee 1.00         25.00       25.00       
Temp Class B License 1.00         10.00       10.00       
Barricades -           1.00         -           
Picnic Tables -           2.00         -           
Waste Disposal Cans -           2.00         -           
Electrical Service -           25.00       -           $25 per day/per panel

Total Charges 35.00       

Expenses - City Notes
Personnel Quantity Rate Total

Review Time 1               25.00       25.00       
Leadperson -           56.37       -           
Crewperson III 1.0           52.67       52.67       
Parks LTE -           19.22       -           
Parks OT -           79.01       -           
Parks Sumer Intern -           11.30       -           
Police Officer -           56.79       -           

Overtime rates are 1.5 times the rates listed above.

Equipment
Loader -           59.20       -           
Dump Truck -           68.86       -           
Clam Truck -           58.98       -           
Pick Up Truck 1               18.12       18.12       
Diamond Groomer -           28.80       -           
Squad Car -           20.00       -           

Materials
Gravel -           5.17         -           
Dumpster - Garbage -           35.87       -           Contractor & Landfill
Dumpster - Recycling -           15.50       -           Contractor Pickup Fee
Can Liners (96 Gal) -           0.50         -           

95.79       

60.79       

Assets Provided by the City
Barricades 0
No Parking Signs 0
Waste Containers 0
Picnic Tables 0
Port-A-Potties 0
Electricial Pannels 0

ESTIMATE

Total Estimated Costs

Net Cost to the City
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City of Tomahawk 
Health and Safety Committee 

Tomahawk Main Street Memories Car Show 
May 25, 2025 from 7:00 a.m. - 5:00 p.m. 
Car show with craft and food vendors and family activities.

EVENT INFORMATION 
Sponsor: Tomahawk Main Street, Inc. 
Location: W Wisconsin Av, from 4th Street to Railway St 
Estimated Attendance: 3,000 to 5,000+ 

1. EVENT INFORMATION AND SITE LAYOUT
• May 24, 2025 (Saturday)

 After 6:00 p.m. – Port-a-potties & Dumpsters Delivered
 Signs go up

• May 25, 2025 (Sunday)
 5:00 a.m. barricades are placed, and detours set up.
 7:00 a.m. – 4:00 p.m. – Event Hours
 4:00 to 10:00 p.m. – Clean up.

• May 26, 2025 (Monday)
 Port-a-Potties are picked up.
 Dumpsters are picked up.

2. OPEN INTOXICANTS
• Open Intoxicants is not waived for this event.

3. RESERVATIONS
• No reservations are required for this event.

4. GARAGE COLLECTIONS
• Event organizers are paying for the delivery and pick-up of 20 solid waste containers.

5. RESTROOMS
• 9 port-a-potties will be placed on Friday and picked up Sunday.

6. PARKING
• Property owners on Wisconsin Ave are sent a letter regarding the closing of Wisconsin Ave.
• Participants will use side streets and the municipal parking lot for this event.

7. APPROVAL
• This application was presented to the Health and Safety Committee on January 28, 2025.  The

Committee approved/denied the application with the following conditions:


• This application was presented to the Common Council on February 4, 2025.  The Council
approved/denied the application with the following conditions:


Date:  
Clerk/Treasurer Amanda L. Bartz, CMC, WCMC 
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Main Street Memories Car Show

Event Charges - Sponsor Quantity Rate Total Notes
Paid by event sponsor to the City

Application Fee 1.00         25.00       25.00       
Temp Class B License -            10.00       -            
Barricades 20.00       1.00         20.00       
Picnic Tables 12.00       2.00         24.00       
Waste Disposal Cans 20.00       2.00         40.00       
Electrical Service 2.00         25.00       50.00       $25 per day/per panel

Total Charges 159.00     

Expenses - City Notes
Personnel Quantity Rate Total

Review Time 1               25.00       25.00       
Leadperson -            62.08       -            
Crewperson III 6.0            58.27       349.62     
Parks LTE -            19.95       -            
Parks OT -            87.41       -            
Parks Sumer Intern -            12.19       -            
Police Officer -            65.79       -            
Police Officer OT 6.0            98.69       592.11     

Overtime rates are 1.5 times the rates listed above.

Equipment
Loader -            59.20       -            
Dump Truck -            68.86       -            
Clam Truck -            58.98       -            
Pick Up Truck 3               18.12       54.36       
Diamond Groomer -            28.80       -            
Squad Car 6               20.00       120.00     

Materials
Gravel -            5.17         -            
Dumpster - Garbage -            35.87       -            Contractor & Landfill
Dumpster - Recycling -            15.50       -            Contractor Pickup Fee
Can Liners (96 Gal) -            0.50         -            

1,141.09 

982.09     

Assets Provided by the City
Barricades 20
No Parking Signs 0
Waste Containers 20
Picnic Tables 12
Port-A-Potties 0
Electricial Pannels 2

ESTIMATE

Total Estimated Costs

Net Cost to the City
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City of Tomahawk 
Health and Safety Committee 
 

Tomahawk Main Street Farmers Market 
Tuesdays June through October 2025 
Weekly farmers market. 
 

1. SITE LAYOUT 
• Farmers Market will be located on N 3rd Street between Wisconsin Avenue and Somo Avenue. 

(Changed in 2024) 
 The ally will be kept open to allow delivery trucks and ally traffic.   
 Residential property located at 28 N 3rd St would be impacted by this change. 

2. RESERVATIONS 
• Reservations are required for this event, there is no cost to the organizers. 

3. GARAGE COLLECTIONS 
• No additional garbage/recycling containers are needed for the event(s). 
• All vendors are responsible for their waste. 

4. RESTROOMS 
• No additional restrooms are needed for this event. 

5. PARKING 
• NEW in 2024 – Designate the first two stalls on either the northwest or northeast corner of 

Wisconsin Av and 3rd St as Temporary “Disabled Parking” during the event. 
• Event coordinator will place “No Parking” Signs on 3rd Street in the morning and be removed after 

the event (by 3:30 p.m.) each week. 
• Parking is provided off-street and the municipal lot at Some Av and 2nd St. 

6. EMERGENCY PLAN 
• A first aid kit will be kept on site. 

7. OTHER COMMENTS/RECOMMENDATION FROM DEPARTMENTS 
• “No Parking” signs may not be placed out at 10:30 a.m. on days of the event. 
• Ten (10) barricades will be provided for the duration of the season.  Event organizers are responsible 

for placement and removal of the barricades after each event.   
8. APPROVAL  

• This application was presented to the Health and Safety Committee on January 28, 2025.  The 
Committee approved/denied the application with the following conditions: 
o  

• This application was presented to the Common Council on February 4, 2025.  The Council 
approved/denied the application with the following conditions: 
o  

 
 

Date:                
        Clerk/Treasurer Amanda L. Bartz, CMC, WCMC 
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TOMAHAWK MAIN STREET FARMER'S MARKET Tuesdays, June 
through Ooctober

Event Charges - Sponsor Quantity Rate Total Notes
Paid by event sponsor to the City

Application Fee 1.00         25.00       25.00       
Temp Class B License -           10.00       -           
Barricades 10.00       1.00         10.00       Picked up by Sponsor
Waste Disposal Cans -           2.00         -           
Electrical Service -           25.00       -           $25 per day/per panel

Total Charges 35.00       

Expenses - City Notes
Personnel Quantity Rate Total

Review Time 1               25.00       25.00       
Leadperson -           56.37       -           
Crewperson III -           52.67       -           
Parks LTE -           19.22       -           
Parks OT -           79.01       -           
Parks Sumer Intern -           11.30       -           

Overtime rates are 1.5 times the rates listed above.

Equipment
Loader -           59.20       -           Picnic Table Delivery
Dump Truck -           68.86       -           
Clam Truck -           58.98       -           
Pick Up Truck -           18.12       -           
Diamond Groomer -           28.80       -           

Materials
Gravel -           5.17         -           
Dumpster - Garbage -           35.87       -           Contractor & Landfill
Dumpster - Recycling -           15.50       -           Contractor Pickup Fee
Can Liners (96 Gal) -           0.50         -           

25.00       

(10.00)     

Assets Provided by the City
Barricades 10
No Parking Signs ?

Total Estimated Costs

ESTIMATE

Net Cost to the City

Page 23 of 107



City of Tomahawk 
Health and Safety Committee 
 

Tomahawk Regional Chamber of Commerce 
Arts & Craft Fair 
July 3rd, 2025 
Arts & Craft Fair along with food trucks. 
 
1. Event Information: 

Sponsor: Tomahawk Regional Chamber of Commerce. 
Location: SARA Park Soccer Field  
Estimated Attendance: 1,000 
Request Waiver of Open Intoxicants:  No 

2. Event Schedule 
• July 2, 2025: 

o 9:30 a.m. to 10:30 p.m. – Setup 
• July 3, 2025 

o 6:00 a.m. to 3:00 p.m. – Registration & Event Hours 
o 3:00 p.m. to 4:00 p.m. - Cleanup 

3. Street Closures 
There are no street closures. 

4. Reservations 
• No reservations are required for this event.   
• TRCC will get permission/approval from WisDNR for use of their portion of the Soccer Field. 

5. Garbage & Recycling 
• The City of Tomahawk will provide garbage & recycling containers.  Event sponsors are responsible for 

emptying the containers throughout the event.  
6. Restroom Facilities 

• Port-a-Johns will be provided by event sponsors. 
7. Parking 

• Participants will use the Soccer Field for event parking. 
• The gravel road that runs north & south will remain open for emergency vehicles. 

8. Meeting Dates & Approvals 
This application was presented to the Health and Safety Committee on January 28, 2025.  The Committee 
approved/denied the application with the following conditions: 
 
 
This application was presented to the Common Council on February 4, 2025.  The Council approved/denied 
the application with the following conditions: 
 

 

Page 24 of 107



Tomahawk Regional Chamber of Commerce
Arts Craft Fair

Event Charges - Sponsor Quantity Rate Total Notes
Paid by event sponsor to the City

Application Fee 1.00         25.00       25.00       
Temp Class B License -            10.00       -            
Barricades 8.00         1.00         8.00         
Picnic Tables 4.00         2.00         8.00         
Waste Disposal Cans 12.00       2.00         24.00       
Electrical Service 1.00         25.00       25.00       $25 per day/per panel

Total Charges 90.00       

Expenses - City Notes
Personnel Quantity Rate Total

Review Time 1.0            25.00       25.00       
Leadperson -            62.08       -            
Crewperson III 6.0            58.27       349.62     
Parks LTE -            19.95       -            
Overtime -            87.41       -            
Parks Sumer Intern -            12.19       -            
Police Officer -            65.79       -            
Police Officer OT -            98.69       

Overtime rates are 1.5 times the rates listed above.

Equipment
Loader 75.10       -            
Dump Truck 68.52       -            
Clam Truck 66.28       -            
Pick Up Truck 3.0            16.58       49.74       
Diamond Groomer 28.80       -            
Squad Car 20.00       -            

Materials
Gravel 5.17         -            
Dumpster - Garbage 35.87       -            Contractor & Landfill
Dumpster - Recycling 15.50       -            Contractor Pickup Fee
Can Liners (96 Gal) 0.50         -            

424.36     

334.36     

Assets Provided by the City
Barricades 8
No Parking Signs 0
Waste Containers 12
Picnic Tables 4
Port-A-Potties 0
Electricial Pannels 1

ESTIMATE

Total Estimated Costs

Net Cost to the City
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City of Tomahawk 
Health and Safety Committee 

Tomahawk Regional Chamber of Commerce 
National Night Out 
August 5, 2025
Community building campaign that promotes police & community.  Partnerships and neighborhood camaraderie.  
Includes local non-profits and business.   

1. Event Information:
Sponsor: Tomahawk Regional Chamber of Commerce.
Location: Veterans Memorial Park
Estimated Attendance: 200
Request Waiver of Open Intoxicants:  No

2. Event Schedule
August 5, 2025
11:00 a.m. to 5:00 p.m. – Setup
5:00 p.m. to 7:30 p.m. – Event Hours
7:30 p.m. to 8:00 p.m. – Clean Up

3. Street Closures
There are no street closures.

4. Reservations
Both pavilions will be used for this event.

5. Garbage & Recycling
Park garbage cans will be utilized for this event along with an additional 10 cans.

6. Restroom Facilities
Park bathroom facilities will be utilized for this event.

7. Parking
Off-street parking will be utilized.
No parking on the grass in the park, including ATV/UTVs.
Steaks for the use of inflatables or tents are prohibited.

8. Meeting Dates & Approvals
This application was presented to the Health and Safety Committee on January 28, 2025.  The Committee
approved/denied the application with the following conditions:

This application was presented to the Common Council on February 4, 2025.  The Council approved/denied 
the application with the following conditions: 
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National Night Out
Tomahawk Regional Chamber of Commerce

Event Charges - Sponsor Quantity Rate Total Notes
Paid by event sponsor to the City

Application Fee 1.00         25.00       25.00        
Temp Class B License -           10.00       -            
Rentals 2.00         100.00     200.00      Vet. Mem. Park
Barricades 20.00       1.00         20.00        
Picnic Tables -           2.00         -            
Waste Disposal Cans 6.00         2.00         12.00        
Port-A-Potties 4.00         35.00       140.00      Vet. Mem. Park
Electrical Service -           25.00       -            $25 per day/per panel

Total Charges 397.00      

Expenses - City Notes
Personnel Quantity Rate Total

Review Time 1               25.00       25.00        
Leadperson 62.08       -            
Crewperson III 2.0            58.27       116.54      Pick up & delivery of cans
Parks LTE 19.95       -            
Overtime 87.41       -            
Parks Sumer Intern 12.19       -            
Police Officer -           65.79       -            
Police Officer Overtime -           98.69       -            

Overtime rates are 1.5 times the rates listed above.

Equipment
Loader 75.10       -            
Dump Truck 68.52       -            
Clam Truck 66.28       -            
Pick Up Truck 2               16.58       33.16        Pick up & delivery of cans
Diamond Groomer 28.80       -            
Squad Car -           20.00       -            

Materials
Gravel 5.17         -            
Dumpster - Garbage 35.87       -            Contractor & Landfill
Dumpster - Recycling 15.50       -            Contractor Pickup Fee
96 Gallon Cans 10             2.00         20.00        

194.70      

(202.30)    

Assets Provided by the City
Barricades 20 Delivered in the a.m. on the day of the event.
No Parking Signs 0
Waste Containers 6
Picnic Tables 0
Port-A-Potties 4
Electricial Pannels 0

ESTIMATE

Total Estimated Costs

Net Cost to the City
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City of Tomahawk 
Health and Safety Committee 
 

Tomahawk Regional Chamber of Commerce 
Bonfire & Brat Fry 
September 11, 2025 
Annual brat fry, bonfire, & music at SARA Park Boat Landing. 
 
1. Event Information: 

Sponsor: Tomahawk Regional Chamber of Commerce. 
Location: SARA Park Boat Landing 
Estimated Attendance: 500 
Request Waiver of Open Intoxicants:  No 

2. Event Schedule 
September 11, 2025 
3:00 p.m. to 3:30 p.m. – Setup 
Dusk – Bonfire 
9:00 p.m – 10:00 p.m - Cleanup 

3. Street Closures 
There are no street closures. 

4. Reservations 
No reservations are required for this event.   

5. Garbage & Recycling 
The City of Tomahawk will provide garbage & recycling containers.  Event sponsors are responsible for 
emptying the containers throughout the event.  

6. Restroom Facilities 
Port-a-Johns will be provided by event sponsors. 

7. Parking 
Participants will use the Soccer Field for event parking. 
The gravel road that runs north & south will remain open for emergency vehicles. 

8. Meeting Dates & Approvals 
This application was presented to the Health and Safety Committee on January 28, 2025.  The Committee 
approved/denied the application with the following conditions: 
 
 
This application was presented to the Common Council on February 4, 2025.  The Council approved/denied 
the application with the following conditions: 
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Tomahawk Regional Chamber of Commerce
Bonfire Brat Fry

Event Charges - Sponsor Quantity Rate Total Notes
Paid by event sponsor to the City

Application Fee 1.00         25.00       25.00        
Temp Class B License 1.00         10.00       10.00        
Barricades 12.00       1.00         12.00        
Picnic Tables -           2.00         -            
Waste Disposal Cans 6.00         2.00         12.00        
Electrical Service -           25.00       -            $25 per day/per panel

Total Charges 59.00        

Expenses - City Notes
Personnel Quantity Rate Total

Review Time 1               25.00       25.00        
Leadperson 62.08       -            
Crewperson III 24.0         58.27       1,398.48  
Parks LTE 19.95       -            
Overtime 87.41       -            
Parks Sumer Intern 12.19       -            

* Police Officer -           65.79       -            
* PD OT 3.0           98.69       296.06      

Firefighters 15.0         12.96       194.40      3 X 5 hours

Overtime rates are 1.5 times the rates listed above.

Equipment
Loader 4               75.10       300.40      
Dump Truck 4               68.52       274.08      
Clam Truck 12            66.28       795.36      
Pick Up Truck 4               16.58       66.32        
Diamond Groomer -           28.80       -            
Squad Car -           20.00       -            
Fire Truck 5               141.96     709.80      

Materials
Gravel 24            5.17         124.08      
Dumpster - Garbage 35.87       -            Contractor & Landfill
Dumpster - Recycling 15.50       -            Contractor Pickup Fee
Can Liners (96 Gal) 0.50         -            

4,183.98  

4,124.98  

Assets Provided by the City
Barricades 12            
No Parking Signs -           
Waste Containers 6               
Picnic Tables -           
Port-A-Potties -           
Electricial Pannels -           

ESTIMATE

Total Estimated Costs

Net Cost to the City

* PD hours are not ealily divided between Fall Ride events, this is an estimate based on length of event.
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City of Tomahawk 
Health and Safety Committee 
 

Tomahawk Regional Chamber of Commerce 
Annual Venison Feed 
November 21, 2025 
Grilling venison burgers and serving 1200, free of charge, to participants. 
 
1. Event Information: 

Sponsor: Tomahawk Regional Chamber of Commerce. 
Location: Wisconsin Avenue (S. Tomahawk Avenue to Railway Street)  
Estimated Attendance: 800-1000 
Request Waiver of Open Intoxicants:  Yes, 11:30 a.m. to 2:00 p.m. 

2. Event Schedule 
November 21, 2025 
9:30 a.m. to 11:30 a.m. – Setup 
11:30 a.m. to 2:00 p.m – Event Hours 
2:00 p.m. to 2:30 p.m - Cleanup 

3. Street Closures 
Wisconsin Avenue (S. Tomahawk Avenue to Railway Street) 
Stryker’s Bowling, US Post Office, & Tomahawk Pharmacy will be notified in person. 

4. Reservations 
No reservations are required for this event. 

5. Garbage & Recycling 
City of Tomahawk will provide garbage & recycling containers.  
Hot coals will be removed by City DPW 

6. Restroom Facilities 
Port-a-Johns will be provided. 

7. Parking 
Participants will use Wisconsin Av, side streets, and the municipal parking lot for this event. 

8. Meeting Dates & Approvals 
 
This application was presented to the Health and Safety Committee on January 28, 2025.  The Committee 
approved/denied the application with the following conditions: 
 
 
This application was presented to the Common Council on February 4, 2025.  The Council approved/denied 
the application with the following conditions: 
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Tomahawk Regional Chamber of Commerce
Annual Venision Feed

Event Charges - Sponsor Quantity Rate Total Notes
Paid by event sponsor to the City

Application Fee 1.00         25.00       25.00       
Temp Class B License 10.00       -            
Barricades 6.00         1.00         6.00         
Picnic Tables 12.00       2.00         24.00       
Waste Disposal Cans 8.00         2.00         16.00       
Electrical Service 25.00       -            $25 per day/per panel

Total Charges 71.00       

Expenses - City Notes
Personnel Quantity Rate Total

Review Time 1               25.00       25.00       
Leadperson 62.08       -            
Crewperson III 6.0            58.27       349.62     
Parks LTE 19.95       -            
Overtime 87.41       -            
Parks Sumer Intern 12.19       -            
Police Officer 65.79       -            
Police Officer OT 98.69       -            

Overtime rates are 1.5 times the rates listed above.

Equipment
Loader 1               75.10       75.10       
Dump Truck 68.52       -            
Clam Truck 66.28       -            
Pick Up Truck 2               16.58       33.16       
Diamond Groomer 28.80       -            
Squad Car 20.00       -            

Materials
Gravel 5.17         -            
Dumpster - Garbage 35.87       -            Contractor & Landfill
Dumpster - Recycling 15.50       -            Contractor Pickup Fee
Can Liners (96 Gal) 0.50         -            

482.88     

411.88     

Assets Provided by the City
Barricades 6 Delivered in the a.m. on the day of the event.
No Parking Signs
Waste Containers 8
Picnic Tables 12
Port-A-Potties
Electricial Pannels

ESTIMATE

Total Estimated Costs

Net Cost to the City
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City of Tomahawk 
Health and Safety Committee 
 

Tomahawk Hometown Christmas 
November 29, 2025 from 1:00-5:00 p.m. 
December 12, 2025 from 4:00-5:30 p.m. 
Community Christmas tree lighting, wagon rides, and parade of ATV/UTVs and off-road Jeeps. 
 
EVENT INFORMATION 
Sponsor: Tomahawk Hometown Christmas, Inc. 501(c)3 
Location: W Wisconsin Av, from 5th Street to Railway St 
Estimated Attendance: 1,500+ 
 
1. SITE LAYOUT 

• November 29, 2025 
o VFW Post 93 & Vickie’s Photo Shop sponsor Pictures with Santa from Noon to 2:00 p.m. at the VFW 
o Wagon Rides on 5th St to Washington Ave, Rice Ave and E Wisconsin Ave. 
o Tree Lighting at the Intersection of Wisconsin Av and 4th St. at 6:00 p.m.  This includes music, treats, 

and hot beverages.   
 E Wisconsin Av will be barricaded in front of Crossbridge Community Bank 

• December 12, 2025 
o Parade Line up running east to west to eliminate traffic concerns with State Highway 86 
o Traffic detours start at 4:00 p.m. and re-open at 6:00 p.m. 
o Parade starts at 5:00 p.m. – Has started at 4:30 p.m. in the past 
o Alleyways are kept open at all times. 

2. RESERVATIONS 
• No reservations are required for this event. 

3. GARAGE COLLECTIONS 
• No additional garbage/recycling containers are needed for the event, public cans on Wisconsin Av are 

sufficient for this event. 
4. RESTROOMS 

• No additional restrooms are needed for this event. 
5. PARKING 

• Participants will utilize Wisconsin Av, side streets, and the municipal parking lot for this event. 
6. OTHER COMMENTS/RECOMMENDATION FROM DEPARTMENTS 

• All parade participants to be notified that “NO CANDY CAN BE THROWN FROM VEHICLE/ATV” 
o In 2023 all parade participants signed waivers and parade rules, No Throwing Candy was written in 

the parade rules. 
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7. DEPARTMENT RECOMMENDATIONS 
• Chief Elvins is requesting this event be submitted on two separate applications since there is a 2-week 

gap between the tree lighting and the parade.   
• The throwing of items from the participants continues to be an issue.   
• Parade gaps must be tighter.  State Highway 86 cannot be impacted for any extended time.  Gaps in the 

parade may cause Highway 86 traffic to be given the right-of-way. 
• Parade sponsor is responsible for barricade set up. 

8. APPROVAL  
• This application was presented to the Health and Safety Committee on January 28, 2025.  The 

Committee approved/denied the application with the following conditions: 
o  

• This application was presented to the Common Council on February 4, 2025.  The Council 
approved/denied the application with the following conditions: 
o  
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Tomahawk Hometown Christmas

Event Charges - Sponsor Quantity Rate Total Notes
Paid by event sponsor to the City

Application Fee 1.00         25.00       25.00       
Temp Class B License -           10.00       -           
Barricades 16.00       1.00         16.00       
Waste Disposal Cans -           2.00         -           
Electrical Service -           25.00       -           $25 per day/per panel

Total Charges 41.00       

Expenses - City Notes
Personnel Quantity Rate Total

Review Time 1               25.00       25.00       
Leadperson -           62.08       -           
Crewperson III -           58.27       -           
Parks LTE -           19.95       -           
Overtime -           87.41       -           
Parks Sumer Intern -           12.19       -           
Police Officer 3.0           65.79       197.37     
Police Officer OT 8.0           98.69       789.48     

Overtime rates are 1.5 times the rates listed above.

Equipment
Loader -           59.20       -           
Dump Truck -           68.86       -           
Clam Truck -           58.98       -           
Pick Up Truck -           18.12       -           
Diamond Groomer -           28.80       -           
Squad Car 3               20.00       60.00       

Materials
Gravel -           5.17         -           
Dumpster - Garbage -           35.87       -           Contractor & Landfill
Dumpster - Recycling -           15.50       -           Contractor Pickup Fee
Can Liners (96 Gal) -           0.50         -           

1,071.85 

1,030.85 

Assets Provided by the City
Barricades 16
No Parking Signs 0
Waste Containers 0
Picnic Tables 0
Port-A-Potties 0
Electricial Pannels 0

ESTIMATE

Total Estimated Costs

Net Cost to the City
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CITY OF TOMAHAWK 
RESOLUTION 2025- 

 
Tax Incremental District (TID) Termination Resolution 

TID #1 
 

WHEREAS, the City of Tomahawk created TID #1 on May 18, 1995, and adopted the 
project plan in the same year, and  
 
WHEREAS, all TID #1 projects were completed in the prescribed allowed time, and   
 
WHEREAS, sufficient increment was collected to cover TID #1 project costs and 
donations to other TIDs.    
 
THEREFORE BE IT RESOLVED, that the City of Tomahawk terminates TID #1; and  
 
BE IT FURTHER RESOLVED, that the City Clerk shall notify the Wisconsin 
Department of Revenue (DOR), within sixty (60) days of this resolution or prior to the 
deadline of April 15th, 2025, whichever comes first, that the TID has been terminated; 
and 
 
BE IT FURTHER RESOLVED, that the City Treasurer shall distribute any excess 
increment collected after providing for ongoing expenses of the TID, to the affected 
taxing district with proportionated shares as determined in the final audit by the 
City’s auditor, CliftonLarsonAllen LLP. 
 

ADOPTED on this _______day of April, 2025. 
 
Resolution introduced and adoption moved by alderperson     . 

Motion of adoption seconded by alderperson     . 

On roll call motion passed by a vote of     ayes to    nays. 

 
 
                                                                    
       Mayor Steven E. Taskay 
 

 
                                                                                                                    
                                                             Clerk-Treasurer Amanda L. Bartz  
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CITY OF TOMAHAWK 
RESOLUTION 2025- 

Tax Incremental District (TID) Termination Resolution 
TID #2 

WHEREAS, the City of Tomahawk created TID #2 on June 17, 1997, and adopted the 
project plan in the same year, and  

WHEREAS, all TID #2 projects were completed in the prescribed allowed time, and  

WHEREAS, sufficient increment was collected to cover TID #2 project costs.    

THEREFORE BE IT RESOLVED, that the City of Tomahawk terminates TID #2; and  

BE IT FURTHER RESOLVED, that the City Clerk shall notify the Wisconsin 
Department of Revenue (DOR), within sixty (60) days of this resolution or prior to the 
deadline of April 15th, 2025, whichever comes first, that the TID has been terminated; 
and 

BE IT FURTHER RESOLVED, that the City Treasurer shall distribute any excess 
increment collected after providing for ongoing expenses of the TID, to the affected 
taxing district with proportionated shares as determined in the final audit by the 
City’s auditor, CliftonLarsonAllen LLP. 

ADOPTED on this _______day of April, 2025. 

Resolution introduced and adoption moved by alderperson . 

Motion of adoption seconded by alderperson   . 

On roll call motion passed by a vote of  ayes to  nays. 

Mayor Steven E. Taskay 

 Clerk-Treasurer Amanda L. Bartz 
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CITY OF TOMAHAWK 

EMPLOYEE 
HANDBOOK 

Revised by the Common Council:  

Effective:  
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CITY OF TOMAHAWK EMPLOYEE HANDBOOK 

WELCOME!!! 

We are pleased that you have joined the City of Tomahawk to begin what we hope will be a 
long and mutually beneficial relationship.  We depend on the skill and energy of people like 
you to provide our citizens with the kind of efficient and courteous service they deserve 
and expect. 

Please read all the information in this Handbook carefully and keep this Handbook as a 
ready reference.  You will undoubtedly have questions about your job with the City.  When 
questions arise which are not answered in the Handbook, do not hesitate to ask your 
supervisor/foreperson for assistance. 

You are an important member of the City work force; we hope your employment is mutually 
rewarding. 

Common Council of the 
City of Tomahawk 

2
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 Introduction 

It is in the mutual interest of the City of Tomahawk to provide for the operation of the City 
under methods which will further, to the fullest extent possible, ensure the safety and 
welfare of its employees and provide for economy of operation, quality and quantity of 
output, cleanliness of equipment and facilities, and protection of people and property. 

This Handbook will serve as a reference for both new and experienced employees.  The 
information contained in this Handbook should increase understanding and help to assure 
uniformity throughout the City organization. 

Portions of this Handbook, like any printed publication, will become obsolete due to 
changes in policies, law, and other influencing factors.  Supplements and updated 
information will be distributed from time to time. 

The Governing Committee for the City or Department Head may issue supplementary 
directives applicable to specific departments.  Such directives shall be binding upon 
employees within that department.  As used in this Handbook, the Governing Committee 
means the committee of the Common Council charged with the administration of a 
department. 

This Employee Handbook has been prepared for informational purposes only.  None of the 
statements, policies and administrative guidelines, rules or regulations contained herein 
constitutes a guarantee of employment, a guarantee of any other right or benefit, or a 
contract of employment, express or implied.  All of the City’s employees are employed at-
will and employment is not for any definite period. 

Violations of the terms of the Employee Handbook, policies, regulations, or guidelines may 
result in disciplinary action, up to and including termination of employment. 

The provisions set forth in this Handbook may be altered, modified, changed, or eliminated 
at any time by the Council.  This Employee Handbook supersedes any and all previous 
handbooks, statements, policies and administrative guidelines, rules or regulations given 
to employees, whether verbal or written.  It is each employee’s responsibility to read and 
become familiar with this information and to comply with the policies adopted by the City 
Council and the Administrative Guidelines as well as the rules and regulations contained 
herein.  We recognize that employees are bound to have questions relating to their specific 
position or responsibilities.  You are encouraged to direct any specific inquiries you may 
have to your immediate supervisor.  All employees will acknowledge receipt of this 
handbook by completing the last page and submitting it to the Clerk’s Office. 

5
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 Policy Statement on Standards of Conduct 
 
Whereas, the members of the Common Council recognize their responsibilities to the 
people desire to inspire public confidence and respect for government and believe that 
honesty, integrity, loyalty, justice and courtesy form the basis of ethical conduct.  
Therefore, all officials and employees of the City of Tomahawk shall ascribe to the 
following standards: 
 
1. "Official" or "employee", and any variation thereof, shall include any person elected 

or appointed to, or employed or retained by, any public office or any public body of 
the City of Tomahawk, whether paid or unpaid and whether part-time or full-time. 

 
2. Officials and employees shall recognize that policy decisions are the responsibility 

of the peoples' elected representative, and that identification and communication 
of technical and administrative alternatives and recommendations as a basis for 
decision making, and the efficient and effective implementation of adopted policy, 
are the responsibility of professional administrative officials. 

 
3. Officials and employees recognize that government service is a public trust and 

imposes responsibilities to conserve public resources, from improper use.  
Therefore, no official or employee shall request, use or permit the use of City owned 
vehicles, equipment, materials or property for other than authorized purposes. 

 
4. No official or employee shall engage in supplemental employment, business, or 

professional activities that would tend to impair the efficiency of his services; or 
while employed by the City shall become involved in work which normally comes 
before the City for review or consideration except as provided by ordinance. 

 
5. No official or employee, without proper legal authorization, shall disclose 

confidential information concerning the property, government, or affairs of the City 
nor shall he/she use such information to advance the financial or private interests 
of himself/herself or others. 

 
6. Any official or employee who has a financial or personal interest in any proposed 

legislative action of the City Council and who gives an official opinion or 
recommendation to the Council shall disclose in the records of the City Council, 
the nature and extent of such interests. 

 
7. No official or employee shall accept any gift, favor or other consideration that may 

reasonably tend to influence him in the discharge of his duties or grant, in the 
discharge of his duties, any assistance, service or other consideration not afforded 
to all others similarly situated. 
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8. All officials and employees shall put public interests above individual, group or 
social special interests and shall consider his position or employment as an 
opportunity to serve his community. 

 
  

7
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 Article I – Employment Policies 
Section I – Coverage 
A. This Employee Handbook will apply to all employees of the City of Tomahawk but 

shall exclude Council members, the Mayor and individuals covered by separate 
Employment Agreements.  The employment policies in Article I shall be applicable 
to all City employees regardless of status and shall govern the employment of all 
individuals by the City.  Employee benefits under Article II of this Handbook shall 
not apply to regular full-time employees who have not completed the six-month 
qualification period, regular part-time, temporary or seasonal employees hired on 
an hourly basis. 

 
B. In those instances where an employee is covered by the provisions of a Labor 

Agreement or/and the Labor Agreement does not address a matter covered by the 
provisions of the Employee Handbook, the provisions of this Employee Handbook 
shall be considered applicable and used by the City in addressing the matter.  
Library personnel shall be in accordance with Appendix G. 
 

C. Categories of employees under this Handbook are: 
1. Regular full-time employees are defined as employees who work a full normal 

work week for the City of Tomahawk and are employed in positions authorized 
by the Common Council. 

2. Regular part-time employees are defined as employees who are hired by the 
City to work a regular schedule of hours less than full-time in a position 
established by the City. 

3. Temporary or seasonal employees are defined as employees hired on an 
hourly basis to perform work when called upon by the City for a limited period 
of time. 

4. Limited Term employees are defined as employees who have been authorized 
and scheduled to work a specific number of hours for a specific time or 
project of an ongoing nature.  

 
Section 2 – Equal Employment Opportunity 
“The City does not discriminate in the employment of any staff on the basis of any 
characteristic protected under State or Federal law including, but not limited to, race, 
color, age, sex, creed or religion, genetic information, handicap or disability, marital 
status, citizenship status, veterans status, military service (as defined in 111.32, Wis. 
Stats.), sexual orientation, national origin, ancestry, arrest record, conviction record, use 
or non-use of lawful products off the City’s premises during non-working hours, or any 
other characteristic protected by law in its employment practices.” 
 
Section 3 – Hours of Work and Overtime 
A. HOURS OF WORK:  The normal work week for full-time City employees shall be 

determined by the Governing Committee and shall normally consist of 40 hours per 
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week, unless an alternate work schedule is contained in a specific Labor Agreement 
or established by the Governing Committee.  The normal hours of work for each 
employee shall be established by the Department in conjunction with the Governing 
Committee. 
 

B. OVERTIME:  Overtime pay shall be provided for eligible employees in accordance 
with the Fair Labor Standards Act.  For purposes of computing whether an 
employee works more than 40 hours per week, sick days, holiday, funeral leave, 
vacation, jury duty and time off without pay shall not be considered time worked 
unless provided for elsewhere in this Handbook. 

 
Prior approval must be obtained from the Department Head or immediate 
Supervisor for all overtime hours worked.  Overtime hours worked without prior 
approval shall be subject to review and reasonable approval/disapproval upon 
proper request being made in writing.  The specific overtime provisions for 
departments covered by this Handbook are as follows: 
1. Administrative Staff:  Administrative staff shall receive time and one half pay 

for each hour worked beyond forty (40) hours per week.  Compensatory time 
off may be taken in lieu of overtime pay in accordance with the provisions of 
this Handbook. 

2. Street Department Employees:  Employees of the Street Department shall 
receive time and one half pay for each hour worked in excess of forty (40) 
hours per week.  Vacation time shall be considered time worked for 
purposes of determining whether an employee works more than forty (40) 
hours in a work week.  Employees shall be eligible to take compensatory 
time off in lieu of overtime pay in accordance with the provisions of this 
Handbook.  Overtime shall be compiled in 15-minute increments. 

3. Sewer and Water Utility Employees:  Employees of the Sewer and Water 
Utility shall be entitled to receive time and one half pay for each hour worked 
in excess of forty (40) hours per week.  Vacation time shall be considered 
time worked for purposes of determining whether an employee works 
beyond forty (40) hours in a work week.  Scheduled weekend work will be 
paid at the overtime rate.  Employees shall be allowed to use compensatory 
time off in lieu of overtime pay in accordance with the provisions of this 
Handbook.  Overtime shall be compiled in 15-minute increments. 

4. Parks Employees:  Employees for the Parks shall receive time and one-half 
pay for each hour worked in excess of forty (40) hours per work week.  
Vacation time shall be considered time worked for purposes of determining 
whether an employee works beyond forty (40) hours in a work week.  
Compensatory time off may be taken in lieu of overtime pay in accordance 
with the provisions of this handbook.  Overtime shall be compiled in 15-
minute increments. 

5. Police Sergeant.   The Sergeant in the Police Department shall be entitled to 
receive time and one-half of compensatory time off for all hours worked in 

9

Page 45 of 107



 

excess of the regularly scheduled hours of work.  A normal work week shall 
average 42 hours per week based on a 52-week year.  Compensatory time off 
may be taken in accordance with the provisions of this Handbook.  If the 
Sergeant is unable to use his/her accumulated compensatory time prior to 
December 1st of each year, the Sergeant shall receive such accumulated 
compensatory time in cash at the rate of time and one-half (1-1/2) on a 
separate check from the City. 

6. Police Dispatch: Police Dispatch employees shall receive time and one half 
(1 ½) for each hour worked beyond eight (8) hours per day. 

7. Department Heads:  Department Heads are expected to perform all work 
necessary to complete their duty and shall not be eligible for overtime pay.  
In unusual circumstances, (i.e. emergency, change in Department 
operations), the Common Council may grant Department Heads flexible 
time off from work in those instances where a Department Head is required 
to perform work that is not a normal part of the duties of the position held by 
the employee. Prior approval for any flexible time off shall be obtained from 
the Mayor or Governing Committee before a Department Head may take 
flexible time off.  Department Heads shall, if requested, provide a written 
report to the Mayor or the Governing Committee showing the amount of 
flexible time off taken by the Department Head.  Flexible time off shall not 
result from the performance of normal duties or attendance at functions or 
meetings where the employee’s attendance is required as part of the duties 
of the position. 

 
C. COMPENSATORY TIME:  If an eligible employee desires compensatory time off in 

lieu of overtime pay, the employee may be allowed to take compensatory time off at 
the applicable rate provided prior approval is obtained from the Department Head 
or immediate Supervisor.  Compensatory time off shall be scheduled by the 
employee’s immediate Supervisor or Department Head in accordance with City 
payroll procedures.   

 
Employees may not accrue more than 80 hours of compensatory time off.  Any 
eligible employee who has accrued 80 hours of compensatory time off shall, for 
additional overtime hours of work, be paid overtime compensation. 
 
If an employee is unable to use accumulated compensatory time prior to December 
1st of each year, the employee shall receive such accumulated compensatory time 
in a separate check from the Ctiy.  An employee shall receive payment in cash at 
his/her regular hourly rate for accrued but unused compensatory time off at the 
time of separation from employment with the City. 
(amended in 2021) 

 
D. CALL TIME:  The custodian and employees in the Street, Parks, Sewer and Water 

Departments, who are called in to perform work in cases of emergency, shall 
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receive a minimum of two (2) hours pay at the appropriate rate regardless of the 
hours worked.  Employees working more than two (2) hours shall be compensated 
for all hours worked at the appropriate rate.  The City reserves the right to schedule 
the employee for the full two (2) hours.  Early call ins shall be compensated at time 
and one-half pay for the first two hours of that shift.  When the Director of Public 
Works assigns a Public Works Department employee to be on-call, the employee 
shall receive three dollars ($3.00) per hour for the time the employee is on-call. 

 
Section 4 – Procedure for Creating and Filling Positions 
A. All regular full-time, part-time, and limited term positions to be created in the City 

shall be subject to final approval by the Common Council upon recommendation 
from the Controlling Committee for the Department.  Upon approval by the Council, 
the position shall be advertised in accordance with this Section.  After approval by 
the Common Council establishing the number of temporary positions to be filled by 
the Controlling Committee, temporary and seasonal employees may be hired by the 
Controlling Committee.  No Department Head shall proceed to hire employees 
without approval from the Controlling Committee and Common Council.  All wage 
rates for positions shall be established by the Personnel Committee at the time of 
filling of the position. 

 
B. In the interest of obtaining the best possible employee based on talent and skills 

and to eliminate public criticism in hiring practices, vacancies in regular full-time 
positions shall be publicly advertised.   

 
C. The procedure for advertising for a position shall include posting of a notice of 

vacancy in the City Clerk’s Office, posting a notice of vacancy on the bulletin board 
in City Hall, the union bulletin board, and a listing of the vacant position in the 
official City newspaper in at least one publication.  The posting and publication of 
the notice shall be in sufficient time to allow all individuals to apply for the position, 
preferably for a period of two weeks prior to the date the vacancy is to be filled. 
 

D. Exceptions to this procedure for filling vacancies in regular full-time positions may 
be granted by the Personnel Committee upon request of the Department Head. 

 
E. The City may, in its sole discretion, reject all applicants for a position, re-advertise 

and re-post a vacant position, decline to fill a vacant position, and/or eliminate a 
vacant position. 
 

Section 5 – Qualification Period 
All newly hired employees, except the Police Sergeant and Police Dispatchers, will serve a 
six (6) month qualification period.  The Police Sergeant and Dispatchers shall serve a 
twelve (12) month qualification period.  However, the Police Sergeant and Dispatchers 
shall be entitled to the employee benefits set forth in Article II of this Handbook upon 
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completion of six (6) months of the twelve (12) month qualification period.  Completion of 
the qualification period does not provide any right to further employment, nor modify the at 
will employment, unless otherwise expressly set forth by law. 
 
Section 6 – Transfers 
A. An employee may request and be authorized to transfer from one department to 

another in the City if the transfer is acceptable to the transferring and receiving 
Department Heads and their respective Boards, Commissions or Governing 
Committee. 

 
B. Employees transferring from one department to another shall serve a six (6) month 

qualification period in the new position.  Transfers are considered final when the 
qualification period has been served.  Completion of the qualification period does 
not provide any right to further employment, nor modify the at will employment, 
unless otherwise expressly set forth by law.  If more than four (4) weeks of leave or 
vacation is taken during this qualification period, it will be lengthened by the 
additional time of the leave or time off.  Employees who do not successfully 
complete the qualification period shall be returned to their former department in 
the City provided work is available in the department. 
 

C. When transferring from one department to another, the employee shall carry 
forward to the new department all accumulated sick leave, vacation, and longevity. 

 
Section 7 – Disciplinary Procedure 
A. Employees are expected to work in a competent and conscientious manner which 

reflects favorably upon the employee, their department, and the City.  Instances 
may occur when an employee has exhibited questionable behavior and corrective 
action is necessary.  The following non-exhaustive list are examples of behavior 
which would justify corrective action. 

 
1. Dishonesty or falsification of records. 
2. Insubordination (refusal to obey reasonable orders, insolence, talking back, 

arguing, verbal abuse or assault of a supervisor). 
3. Theft or destruction of City equipment or property. 
4. Unauthorized use or abuse of City equipment or property. 
5. Use, possession or being under the influence of intoxicants, controlled 

substance, and/or drugs (other than prescribed by a physician) while on 
duty, including, but not limited to:  
a. Intoxication to any degree.  
b. Abuse of prescription or other medications. 
c. Condition brought about from use of drugs away from work which 

interferes with job performance, efficiency, or discipline. 
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6. Fighting or creating a disturbance among fellow employees resulting in 
adverse effect on morale, production or maintenance of proper discipline. 

7. Disorderly or immoral conduct. 
8. Notorious off-duty conduct which brings disrepute or reflects on the City as 

an employer. 
9. Conviction of a felony or misdemeanor the circumstances of which are 

substantially related to the duties performed by the employees. 
10. Unavailability for work. 
11. Absence without leave (any absence from work which has not been 

approved). 
12. Leave used for a purpose other than for which it was requested and granted. 
13. Disregard of the public’s interest. 
14. Habitual tardiness or abuse of sick leave. 
15. Use of official position or authority for personal profit, sexual purposes or 

political advantages. 
16. Disregard or repeated violation of safety rules and regulations. 
17. Sexual harassment. 
18. Discrimination or abusive conduct because of race, color, creed, national 

origin, ancestry, age, marital status, sex or other criteria protected by Equal 
Employment Opportunity laws. 

19. Knowingly making false and malicious statements with intent to harm or 
destroy the reputation, authority or official standing of individuals or 
organizations. 

20. Acceptance of any gift, favor or service that might reasonably tend 
improperly influences an employee in the discharge of their official duties. 

21. An employee who is found to be in violation of the Employee Handbook, City 
policies or work rules. 

22. Failure to perform assigned work in an efficient manner. 
23. Being wasteful of material, property, or working time. 
24. Failure to carry liability insurance on a private vehicle used for City business. 
25. Failure to report work injuries per safety policy. 
26. Other circumstances may warrant disciplinary action and will be treated on 

a case-by-case basis. 
 
The offenses listed above are not intended to be all inclusive.  Discipline, demotion, or 
discharge may occur for any other reason depending upon, in sole discretion and opinion 
of the City, the seriousness of the offense and the particular circumstances involved.

 
B. Types of corrective action could include an oral or written reprimand, suspension, or 

discharge.  Repetition of minor offenses will lead to progressive corrective action.  
However, the City reserves the right to proceed to higher discipline than the 
progressive steps if the City determines to do so. 
 

C. Written notice of the disciplinary action taken will be given to the employee in person 
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or by certified mail with a return receipt.  A copy or notation of all disciplinary actions 
will be kept in the employee's personnel file.  The notice will include: (a) the specific 
reason for the corrective action; (b) the corrective action to be imposed; and (c) the 
effective date and length of the disciplinary action. 

 
Section 8 – Termination and Re-Employment 
A. Employment with the City shall be terminated for such reasons as: 

1. Discharge. 
2. Resignation. 
3. Layoff. 
4. Three (3) consecutive workdays of absence without prior authorization by the 

Department Head.  (In the event of sickness due to injury, the Department 
Head shall be notified as soon as possible). 

5. Failure to return to work at the expiration date of an authorized leave of 
absence. 

6. Inability to perform the duties of the position for which employed and having 
exhausted all available benefits. 

7. Retires. 
 

B. If service with the City is broken for any of the reasons previously set forth and an 
employee is subsequently re-hired by the City, the employee will be treated as a new 
employee until the employee has worked for five (5) consecutive years after rehiring.  
The employee will be expected to successfully complete a qualification period.  
However, after the employee has worked five (5) continuous years on the subsequent 
rehiring, the employee will be credited for previous time of service for determining 
employment longevity and vacation. 
 

Section 9 – Resignation 
A. In the event an employee must resign a position with the City, the employee will give 

the Department Head a written notice of resignation at least two (2) weeks in advance 
of the last day of work.  The Department Head shall have the authority to accept the 
resignation on behalf of the City.  A One Hundred Twenty (120) day notice will be 
expected for Department Heads and Supervisors to be eligible for the sick day 
conversion to health insurance benefits.  Benefit payout provisions (if any) may be 
reduced or eliminated for employees who fail to provide the proper amount of notice 
of resignation. 

 
B. The City hopes that if an employee decides to leave his/her job, it will be under 

pleasant circumstances.  The City requests that each employee discuss the reasons 
for leaving the City employ with the Department Head. 

 
Section 10 – Outside Employment  
A. Notice:  When an employee wishes employment in addition to his/her full-time 

employment with the City, (s)he shall, at least three(3) days prior to the 
commencement of such employment, notify the employee's Department Head in 
writing that the employee wishes to undertake such employment and shall include in 
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said notice the name of the employer, or that the employee is self-employed, the 
business address of the employer, business telephone number of the employer, and 
the employee's regular work schedule.  If necessary, the City may delay the start of 
such employment for a reasonable period to ensure that it does not constitute a 
conflict of interest or impair the employee's efficiency or availability for work. The 
employee shall notify the employee's Department Head when such employment is 
completed. 
 

B. Limitation on outside employment:  In the event such employment constitutes a 
conflict of interest or interferes with the employee's efficiency or availability for work, 
or involves the securing of any license or approval from the City of Tomahawk, the 
City shall give the employee a written notice not to begin or to withdraw from the 
outside employment, whichever is applicable.  The employee, upon receipt of such 
order, shall terminate the employee's outside employment forthwith. 

 
C. Reply by Employee:  The employee shall make and deliver to the employee's 

Department Head a written reply to such request indicating that he/she will not begin, 
or has terminated, such outside employment within twenty-four(24) hours of his/her 
receipt of the notice from the City. 

 
D. Emergencies:  In the event that the Mayor and/or City Council decide that a state of 

emergency exists, they may unilaterally rescind, for the duration of the emergency, 
any and all of the outside employment privileges as provided in this section.  In the 
event an emergency exists, the employee agrees to report to work regardless of the 
fact that he/she may be engaged in gainful part-time employment provided for in this 
section.   

 
E. Termination of outside employment:  In the event that the Department Head is of the 

belief that any part-time employment is decreasing the efficiency of an employee by 
interfering with the employee's availability for duty, he/she may order the employee to 
terminate the employee's outside employment.  The employee, upon receipt of such 
order, shall terminate the employee's outside employment forthwith. 

 
Section 11 – Physical Examinations 
Newly hired employees of the City may be required to take a physical examination before 
commencing employment with the City.  If the City determines that an employee working for 
the City is unable to perform the regular duties of his/her position, the City may require an 
employee to take a physical examination, at the expense of the City, by a doctor of the City's 
choosing in order to determine whether the employee is able to perform the regular duties of 
the employee's position. 
 
Section 12 – Residency Requirements 
All sworn Police and Emergency employees of the City of Tomahawk are expected to reside 
within seven (7) 15 miles from City Hall in the jurisdictional boundaries of the City of 
Tomahawk within six (6) months of the date of hire as a regular employee.  In the event an 
employee fails to abide by the requirements of this Section within the six (6) month 
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limitation, the employee shall be considered to have resigned his/her position with the City.
    
 
Section 13 – Employee Evaluations 
All employees shall be evaluated by the immediate Supervisor or Department Head on an 
annual basis in accordance with procedures established by the Common Council.  The 
evaluation process is to be followed in a uniform manner for all employees in order to 
provide for a proper assessment of performance for each employee.  Public works 
promotion will be in accordance with Appendix F. 
 
Section 14 – Nepotism Policy 
A. Department Heads and/or Supervisors are prohibited from hiring a person related to 

them to work under his/her direct supervision unless authorized and approved by the 
Common Council.  For purposes of this Policy, related persons shall mean mother, 
father, son, daughter, sister, brother, uncle, aunt, nephew, niece, grandfather, 
grandmother, mother-in-law, father-in-law, stepdaughter, stepson, stepfather, 
stepmother. 

 
B. The husband or wife of a Department Head or Supervisor shall be prohibited from 

working directly under the supervision of the Department Head or Supervisor's 
spouse. 

 
Section 15 – Sexual Harassment Policy 
A. The City of Tomahawk prohibits any employee from harassing another employee by 

making repeated or unwelcome sexual advances, requests for sexual favors, or other 
verbal or physical conduct of a sexual nature.  A violation of this policy occurs if: 

 
1. Submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual's employment. 
2. Submission to or rejection of such conduct by an individual becomes the basis 

for employment decisions affecting the individual; or 
3. Such conduct has the purpose or effect of substantially interfering with the 

employee's work performance or creating an intimidating or offensive work 
environment. 

 
B. If an employee(s) has witnessed or feels he/she has been subjected to any 

harassment of this nature, the employee should report such an incident to the 
employee's supervisor or to the Mayor when complaints concern sexual harassment 
by a supervisor against an employee. 

 
C. The City of Tomahawk will investigate complaints and take whatever appropriate 

corrective action may be necessary.  Confidentiality will be maintained regarding all 
allegations of sexual harassment. 
 

D. See Appendix C for detailed description of sexual harassment and complaint 
procedure. 
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Section 16 – Safety and Accident Prevention 
A. Each employee has a personal responsibility to keep himself, herself, co-workers, 

and equipment free from accident.  Doing the job safely is as much a part of job 
performance as technical knowledge, skill or ability. 

 
B. Employees shall report any unsafe practice and conditions to the Supervisor at once.  

Delay may result in serious injury. 
 
C. All injuries must be reported to the Supervisor or Department head immediately!  If an 

employee is injured on the job (or if an employee is a witness to an injury), the 
employee shall report the incident as soon as possible after taking necessary action 
to prevent further injury or death.  Any employee may be required to make a written or 
oral report to the City Representative about the incident.  The employee should give a 
complete and truthful report.  Supervisors must file a written report on all injuries to 
the City Clerk's Office within two (2) hours; or the next working day. 

 
D. Seatbelts:  All employees who use City vehicles for work shall be required to use 

seatbelts while driving the vehicle and shall also use seatbelts on personal vehicles 
when using personal vehicles for City business.  Failure to use seatbelts could result 
in disciplinary action being taken.   

 
E. Suggestions from all employees regarding safety are welcomed and encouraged. 
 
Section 17 – Personnel File 
A. The City shall maintain a personnel file for each employee, which will be in the 

custody of the City Clerk.  The file shall contain a cumulative record of vacation time 
and sick leave accumulation as well as all such time taken.  Each employee shall 
notify the City Clerk of all changes in address, tax exemption, insurance coverage etc. 

 
B. Each employee shall have a right to review his personnel file and request copies of 

documents contained in the file subject to the exemptions provided by law.  An 
employee may request to review the personnel file on two occasions per calendar 
year. 

 
Section 18 – Grievance Procedure 
Discipline:  Discipline may result when an employee’s action does not conform with 
generally accepted standards of good behavior, when an employee violates a policy or rule, 
when an employee’s performance is not acceptable, or when the employee’s conduct is 
detrimental to the interest of the City.   Disciplinary action may call for any of four steps – 
verbal warning, written warning, suspension (with or without pay), or termination of 
employment - depending on the problem and the number of occurrences.  There may be 
circumstances when one or more steps are bypassed.  Certain types of employee problems 
are serious enough to justify either a suspension or termination of employment without going 
through progressive discipline steps.  The City reserves the right, in its sole discretion, to 
impose disciplinary action as may be appropriate to the particular circumstances. 
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Grievance Procedure.  This policy is intended to comply with Section 66.0509, Wis. Stats., 
and provides a grievance procedure addressing issues concerning workplace safety, 
discipline, and termination. This policy applies to all employees covered under Section 
66.0509, Wis. Stats., other than police and fire employees subject to Section 62.13(5), Wis. 
Stats. An employee may appeal any level of discipline under this grievance procedure.  For 
purposes of this policy, the following definitions apply: 

1. "Employee discipline" includes all levels of progressive discipline, but shall not 
include the following items: 

• Placing an employee on paid administrative leave pending an internal 
investigation; 

• Counseling, meetings or other pre-disciplinary action; 
• Actions taken to address work performance, including use of a performance 

improvement plan or job targets;  
• Demotion, transfer or change in job assignment; or 
• Other personnel actions taken by the employer that are not a form of 

progressive discipline.  
 

2. "Employee termination" shall include action taken by the employer to terminate an 
individual's employment for misconduct or performance reasons, but shall not 
include the following personnel actions: 

• Voluntary quit; 
• Layoff or failure to be recalled from layoff at the expiration of the recall period; 
• Retirement; 
• Job abandonment, “no-call, no-show”, or other failure to report to work; or  
• Termination of employment due to medical condition, lack of qualification or 

license, or other inability to perform job duties. 
 

3. "Workplace safety” is defined as conditions of employment affecting an employee’s 
physical health or safety, the safe operation of workplace equipment and tools, 
safety of the physical work environment, personal protective equipment, workplace 
violence, and training related to same.  
Any written grievance filed under this policy must contain the following information: 

• The name and position of the employee filing it,  
• A statement of the issue involved,  
• A statement of the relief sought, 
• A detailed explanation of the facts supporting the grievance;  
• The date(s) the event(s) giving rise to the grievance took place,  
• The identity of the policy, procedure or rule that is being challenged;  
• The steps the employee has taken to review the matter, either orally or in 

writing,  with the employee’s supervisor; and 
• The employee’s signature and the date. 

Steps of the Grievance Procedure 
Employees should first discuss complaints or questions with their immediate supervisor.  
Every reasonable effort should be made by supervisors and employees to resolve any 
questions, problems or misunderstandings that have arisen before filing a grievance.  
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1. Step 1 – Written Grievance Filed with the Department Head.  The employee must 
prepare and file a written grievance with the Department Head within five (5) business 
days of when the employee knows, or should have known, of the events giving rise to 
the grievance.  The Department Head or his/her designee will investigate the facts 
giving rise to the grievance and inform the employee of his/her decision, if possible, 
within ten (10) business days of receipt of the grievance.  In the event the grievance 
involves the Department Head, the employee may initially file the grievance with the 
Mayor, who shall conduct the Step 1 investigation. 

2. Step 2 – Review by City Mayor.  If the grievance is not settled at Step 1, the employee 
may appeal the grievance to the City Mayor within five (5) business days of the receipt 
of the decision of the department head at Step 1.  The Mayor or his/her designee will 
review the matter and inform the employee of his/her decision, if possible, within ten 
(10) business days of receipt of the grievance.  

3. Step 3 – Impartial Hearing Officer. If the grievance is not settled at Step 2, the 
employee may request in writing, within five (5) business days following receipt of the 
City Mayor’s decision, a request for written review by an impartial hearing officer.  The 
City shall select the impartial hearing officer.  The hearing officer shall not be a City 
employee.  In all cases, the grievant shall have the burden of proof to support the 
grievance.  The impartial hearing officer will determine whether the City acted in an 
arbitrary and capricious manner.  This process does not involve a hearing before a 
court of law; thus, the rules of evidence will not be followed.  Depending on the issue 
involved, the impartial hearing officer will determine whether a hearing is necessary, 
or whether the case may be decided based on a submission of written documents.  
The impartial hearing officer shall prepare a written decision. 

4. Step 4 – Review by the Governing Body If the grievance is not resolved after Step 3, the 
employee or the City Mayor shall request within five (5) business days of receipt of the 
written decision from the hearing officer a written review by the Governing Body.  For 
Library employees, the appeal shall be filed with the Library Board.  For all other 
employee, the appeal shall be filed with the City Council. The City Council shall not 
take testimony or evidence; it may only determine whether the hearing officer 
reached an arbitrary or incorrect result based on a review of the record before the 
hearing officer.  The matter will be scheduled for the City Council’s next regular 
meeting.  The City Council will inform the employee of its findings and decision in 
writing within ten (10) business days of the City Council meeting.  The City Council 
shall decide the matter by majority vote and this decision shall be final and binding.  

An employee may not file a grievance outside of the time limits set forth above.  If the 
employee fails to meet the deadlines set forth above, the grievance will be considered 
resolved.  If it is impossible to comply with the deadlines due to meeting notice 
requirements or meeting preparation, the grievance will be reviewed at the next possible 
meeting date.  An employee must process his/her grievance outside of normal work hours, 
unless the employee elects to use accrued paid time (vacation, comp time etc.) in order to 
be paid for time spent processing his/her grievance through the various steps of the 
grievance procedure. 
 
Section 19 – Telephone Calls 
The City telephone system is maintained for the sole purpose of conducting City business.  
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Employees are not authorized to utilize the system for their personal business except in 
cases of emergency and are requested to discourage friends and relatives from attempting 
to contact them except in the event of an emergency. 
 
Section 20 – Unauthorized Solicitation 
Working time is for work.  Working time means that time an employee spends in the 
performance of his/her actual job duties.  The City expects its employees to do their job 
during their working time.  Accordingly, solicitations are not permitted by employees for any 
purpose during working time.  Further, an employee may not engage in solicitation of other 
employees while they are working.  Distribution of literature is not permitted for any purpose 
or at any time in the working areas.  Non-employees may not solicit for any purpose or 
engage in distribution of literature of any kind on the City's premises.  Off-duty employees of 
the City may not solicit or distribute literature in the City's buildings at any time.  This section 
does not apply to union literature. 
 
Section 21 – Jury Duty 
When an employee is summoned to render jury service, the employee, upon proof of 
evidence of time served and compensation received therefore, will be reimbursed for a 
period up to and including fourteen (14) working days for the difference between jury pay and 
regular base pay earned in a normal work week excluding any and all premium pay and 
overtime pay.  If an employee is dismissed from jury duty on any given day prior to the end of 
the employee's regularly scheduled working hours, the employee shall report to work for the 
balance of the working day.  An employee must give reasonable advance notice to the City of 
the employee's intended absence for jury duty. 
 

 Article II. – Employee Benefits 
All regular full-time employees, upon completion of the qualification period, of the City of 
Tomahawk shall receive the following employee benefits in addition to regular wages as 
outlined in the provisions of this Employee Handbook. 
 
Section I – Hospitalization Insurance 
A. All eligible employees shall pay 10% of the health insurance premium. 

(amended in 2021) 
 

B. If an employee marries, divorces, or otherwise changes family status, the employee 
must advise the City Clerk within thirty (30) days of the event. 

 
C. The City reserves the right to change hospitalization insurance carriers with notice to 

its employees.  Each employee shall be responsible for payment of any non-covered 
expenses that are covered by the provisions of the hospitalization plan in effect.  The 
City retains the final authority to establish, modify, rescind, add or in any way affect 
employee benefits.  The City reserves the right to select the carrier(s) and to 
determine the Plan benefits, including deductibles, co-pays and other coverages for 
health and dental insurances.  The City reserves the right to change the structure of 
the benefit plan, including eligibility, at any time.  Specific information concerning the 
Plan may be found in the appropriate Summary Plan Description which governs all 
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conditions of coverage.  The Plan documents are maintained in the business office 
and provided to employees who enroll in the coverages. 

 
D. In the event an employee dies, retires or terminates employment with the City, the 

employee or spouse and family members shall be eligible for continuation in the 
health plan in accordance with applicable state and federal laws with the employee 
paying the full cost for the coverage. [See appendix D]  An employee shall be 
considered retired from service with the City of Tomahawk if the employee retires 
from employment and is not employed full-time elsewhere or is forced to retire due to 
medical disability and applies for benefits under the State Wisconsin Retirement 
Fund within sixty (60) days of the date of retirement and is deemed eligible for 
retirement benefits under the Wisconsin Retirement Fund. 
 

E. No employee shall make any claim against the City for additional compensation in 
lieu of, or in addition to, the cost of his/her health insurance coverage because the 
employee does not qualify for that insurance, or the family plan provided under that 
insurance. 

 
Section 2 – Disability/Life Insurance 
A. Each employee shall be eligible to select disability insurance coverage or life 

insurance coverage upon initial employment with the City of Tomahawk.  In the event 
an employee fails to qualify for the selected disability insurance or life insurance, the 
employee shall not be eligible for any other type of coverage provided by the City.  
Election of coverage will be documented y completion of the form contain here-in. 
 

B. This disability/life insurance coverage shall be available for employees who have 
completed the six (6) month qualification period. 

 
C. The life insurance benefit provided for by the City shall consist of $10,000 coverage 

upon the life of the general employee and $20,000 for sworn P.D. personnel. 
 

D. The disability insurance coverage provided by the City shall consist of the following 
terms and conditions: 
1. Coverage under this plan shall begin six (6) weeks after the date of disability.  

Sick leave and/or vacation time may be used to continue the pay of the 
employee during this six (6) week period, if available. 

2. Coverage shall be limited to 65% of the normal work week wages paid to the 
employee by the City of Tomahawk. 

3. Coverage under this disability plan shall extend for a period of six (6) months 
after the date of disability.  During this six (6) month period, no sick leave shall 
be charged against the account of the employee and no sick leave shall be 
earned if an employee is off on disability leave. 

4. Upon completion of the six (6) month coverage, the employee may use any 
accrued sick leave or vacation in order to continue receiving pay from the City 
of Tomahawk. 

5. The level of coverage provided under this disability plan may change in the 

21

Page 57 of 107



 

 

event the City obtains alternate disability insurance coverage depending upon 
coverage available and cost of coverage. 

 
E. No employee shall make any claim against the City for additional compensation in 

lieu of, or in addition to, the cost of disability/life insurance coverage because the 
employee does not qualify for such coverage. 

 
Section 3 – Workers’ Compensation  
A. Medical expense and wage loss is covered by provisions of the Workers’ 

Compensation Act if any employee suffers an injury or illness as a result of his 
employment.  Any employment related injury must be reported immediately to the 
immediate Supervisor or Department Head, but not later than 24 hours after the 
injury. 

 
B. Employees who are injured on the job may be allowed to return to work to perform the 

normal duties of their position provided the City receives medical verification that the 
employee is able to perform all the duties and tasks of the employee's position.  If the 
employee is unable to return to work based on doctor's verification, the employee 
shall seek disability benefits where appropriate. 

 
C. The City reserves the right to require a further medical verification by a doctor of its 

own choosing at its own expense to determine whether the employee is able to return 
to work and fully perform the duties of his/her position. 

 
D. A regular full-time employee who sustains an injury while performing within the scope 

of his/her employment as provided by Chapter 102 of the Wisconsin Statutes 
(Workers Compensation) may continue to receive full pay by requesting the City to 
pay the difference between his/her regular net pay and his/her workers' 
compensation payments for the period of time of the injury under the following 
conditions: 
1. The employee must have accrued unused sick leave or vacation benefits to be 

eligible to receive payments. 
2. If the employee has accrued unused sick leave or vacation benefits, the 

employee must contact his/her Department Head, in writing, requesting that 
the City pay the difference between the workers' compensation payments and 
the employee's regular net pay. 

3. The employee must substantiate, to the City's satisfaction, actual receipt and 
amount of each workers' compensation payment. 

4. As specified by the employee, the City shall deduct from the employee's 
accumulated sick leave or vacation benefits the actual time needed to 
generate sufficient money to make up the difference between the workers' 
compensation payments and the amount of the employee's regular net pay 
and make payment in accordance with City payroll procedures. 

 
5. When sick leave benefits and vacation benefits have been exhausted, the 

employee shall only receive worker's compensation payments. 
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Section 4 - Holidays 
A. With the exception of Dispatchers, rRegular full-time employees who have completed 

at least a six (6) month qualification period shall be granted the following days off:   
New Year's Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, 
Friday after Thanksgiving, Christmas Eve Day, Christmas Day, New Year's Eve Day, 
and one floating holiday. 

 
B. If any of the above mentioned holidays fall on a Sunday, the following Monday shall 

be deemed the holiday.  If the holiday falls on a Saturday, the Friday before shall be 
declared a holiday. 
 

C. The floating holiday shall be allowed as time off with pay to be scheduled at the 
request of the employee and with the prior approval of the employee's immediate 
Supervisor or Department Head. 

 
D. Employees may request additional time off without pay to observe religious holidays 

not covered by the provisions of this Section.  This time off without pay to observe 
religious holidays shall be granted with the prior approval of the employee's 
immediate Supervisor or Department Head so that the services provided to the 
residents of the City are not severely hampered.   
 

E. In order to be eligible for holiday pay, the employee must have worked the regular 
workday immediately before and the regular work day immediately after the holiday 
unless excused in advance by the immediate Supervisor or Department Head or on 
authorized leave with pay.  Sick leave is not to be used for the extension of holidays 
and any employee who abuses sick leave to extend holidays shall be subject to 
discipline by the City. 

 
F. Each full-time non-union hourly employee who is required to report for work on a 

holiday shall receive time and one-half (1 ½) pay for all hours worked on the holiday in 
addition to regular holiday pay. 

 
G. Police Dispatch employees shall receive $50 in additional pay if they work more than 

four (4) hours time and one-half (1 ½) pay for all hours worked on a recognized holiday 
in Article II, Section 4(A). 

 
Section 5 - Vacation 
A. Employees shall be eligible for paid vacation in accordance with the following 

schedule: 
 
 1 week paid vacation after 1 year of continuous service 

2 weeks paid vacation after 2 years of continuous service 
3 weeks paid vacation after 7 years of continuous service  
4 weeks paid vacation after 12 years of continuous service  
5 weeks paid vacation after 20 years of continuous service 
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6 weeks paid vacation after 30 years of continuous service  
 

Employees shall be eligible for additional vacation weeks on January 1st of each year 
of completion of the required years’ service (i.e. third week to be taken in the eighth 
year of employment when completing eight (8) years of service.) 
(Amended 2021, 2023) 
 
Police sergeant hired after January 1, 2019 shall follow the vacation schedule listed 
above. 

 
B. A vacation week shall be comprised of the normal work week of the employee based 

on a normal schedule of hours of work for the employee.   
 
C. Vacation eligibility shall be determined as of the employee's anniversary date of 

employment.  Vacations cannot be carried over from one year to the next except in 
extenuating circumstances (i.e. long term illness) when the Controlling Committee 
and the Common Council may allow carryover of vacation in its sole discretion.  
Police Department employees may, however, carry over vacation for a period of three 
(3) months beyond December 31 of each year regardless of the employee's 
anniversary date of employment.  Unused vacation days shall be forfeited. 
 

D. In order to be eligible for vacation, the employee must have worked the regular work 
day before and the regular work day after a vacation week or days requested unless 
prior approval for time off is received from the employee's Department Head or the 
employee is on excused leave (i.e. sick leave, holiday).  Sick leave is not to be used for 
the extension of vacation days and any employee who abuses sick leave to extend 
vacation days shall be subject to discipline by the City. 

 
E. Any leaves of absence without pay in excess of thirty (30) days will reduce vacation 

eligibility during the following year based upon the length of leave of absence. 
 
F. Vacations shall be scheduled by each Department Head.  Employees shall, whenever 

possible, request vacation time off in advance and in writing.  Vacation days and 
weeks selected by employees shall be subject to final approval by the Department 
Head.  Vacation for Department Heads and Supervisors shall be approved by the 
Controlling Committee.   
 

G. Employees shall be allowed to take vacation in less than one-week increments, if 
prior approval is received from the employees' immediate Supervisor or Department 
Head. 

 
H. In the event an employee resigns or retires from employment with the City, any 

vacation accrued and unused as of the last anniversary date, may be paid out in a 
lump sum by the City or may be used by the employee as additional vacation days 
prior to termination. 
 

I. Regular part-time employees shall be entitled to 26 hours of personal time off (PTO) 
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each year.  The time will be available to use on January 1 of each year and must be 
used by year-end.  There is no accumulation of PTO.   
 
New hires will receive the PTO after six (6) months of employment.  PTO will be pro-
rated from the date of employment and will be credited on the employee’s 6-month 
anniversary.  New hires that do not receive their pro-rated credit until December and 
are unable to use the time will be allowed to carry over the unused time into the next 
year only. 

 
Section 6 – Sick Leave 
A. Benefit and Accumulation.   All other regular full-time employees shall accrue sick 

leave at a rate of twelve (12) days for each year of completed service up to a 
maximum of one hundred and twenty (120) days.  Regular full-time employees shall 
be eligible to use sick leave after completion of a six (6) month qualification period. 

 
B. Advance Notice.  Sick leave benefits shall begin on the first day of absence and 

continue until the employee returns to work or has used all his/her accumulated sick 
leave.  Employees who are sick and therefore are unable to report to work or perform 
their duties shall notify or cause the employee's supervisor, where reasonable, to be 
notified, that the employee will not be reporting to work, at least sixty (60) minutes or 
earlier in the case of non-shift employees, or four (4) hours or earlier in the case of 
shift employees, before the start of the regular work day.  Sick leave may be taken in 
one (1) hour increments. 

 
C. Disciplinary Action.  Sick leave is to be used only for personal illness or injury and is 

not to be used for any other purpose.  Sick leave may also be used for care of the 
employees’ immediate family.  The City may require a doctor's statement or other 
evidence of proof of illness including a sick leave explanation form, for any absence.  
Employees who abuse sick leave benefits are subject to discipline, up to and 
including immediate dismissal. 
 

D. Sickness During Leave.  Employees sick during off days or while on vacation, leave of 
absence, funeral leave, military leave, jury duty, or holidays may not claim additional 
compensation and deduction of such days from their sick leave accumulation. 

 
E. Retirement.  Upon retirement from employment with the City, all regular full-time 

employees may use any unused accumulated sick leave, up to a maximum of sixty 
(60) days, to purchase continued hospitalization insurance coverage under the City 
plan.  At the time of retirement, the unused accumulated sick leave shall be 
converted to a dollar amount based upon the hourly rate of the employee at the time 
of retirement and shall be held in escrow by the City and used to pay for monthly 
insurance premiums until the escrow account is exhausted or the employee dies.  In 
order to be eligible for this benefit, the employee must meet the following conditions: 
1. An employee shall be considered retiring from the employment of the City if 

the employee retires from employment with the City is forced to retire due to 
medical disability and applies for Wisconsin Retirement Fund benefits within 
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thirty (30) days of the last day of work and is deemed eligible for Wisconsin 
Retirement Fund retirement benefits. 

2. The employee does not become employed full-time elsewhere and be eligible 
for health insurance coverage with the new employer which provides 
substantially the same health insurance benefits as the City's plan. 
 

Section 7 – Funeral Leave 
A. In the event of a death in the immediate family, each regular employee must notify 

his/her Department Head immediately.  Employees may be excused from work for up 
to three (3) working days without loss of pay to attend the funeral.  One of these days 
off from work must be used to attend the funeral.  If the location of the funeral is more 
than two hundred (200) miles from the City of Tomahawk, an employee may receive 
an additional day off with pay upon approval by the Department Head in advance. 

 
B. Immediate family is defined as the employee's spouse, children, stepchildren, the 

employee's parents, step-parents, brother or sister, the spouse's parents, and 
spouse’s siblings, son-in-law, daughter-in-law, as well as the grandparents of the 
employee or the spouse of the employee. 
 

C. Pallbearer:  Employees who are requested to be a pallbearer at a funeral shall be 
allowed one (1) day of funeral leave for the day of the funeral. 

 
Section 8 – General Leaves 
A. Employees who have completed the qualification period may be granted unpaid leave 

of absence not to exceed thirty (30) calendar days upon approval by the employee's 
Department Head.  Leaves of absence may only be granted by the Governing 
Committee and Common Council.  No leave of absence shall be granted for the 
purpose of accepting employment with another employer. 

 
B. During a period of a leave of absence without pay in excess of two (2) weeks, no 

benefits shall accrue to an employee.  An employee shall be allowed to participate in 
the health, disability/life insurance plan if the employee pays the full cost for such 
participation.   

 
C. In the event a leave of absence without pay is requested due to the disability of the 

employee, the Common Council shall determine, in its sole discretion, the length of 
the leave of absence and the length of time that the City shall hold open the position 
held by the employee on leave of absence. 

 
Section 9 – Military Leave 
A military leave of absence for attendance at duly ordered military schools or camps for 
training or because of federal or state declared emergencies shall be considered as an 
approved employee leave of absence and may be obtained through the immediate 
Supervisor or Department Head.  An employee on approved military leave shall continue to 
receive fringe benefits from the City provided the leave does not extend beyond thirty (30) 
consecutive days. 
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Section 10 – Disability, Child Rearing, Family Illness, and Medical Leave 
A. Disability leave may be granted to an employee for a designated period of time 

recommended by a physician.   
 
B. Disability leave will consist of paid sick leave time followed by unpaid leave time (if 

necessary).  The employee must use all paid sick time, vacation time, and floating 
holiday time, before any unpaid leave will be granted. 

 
C. Employees are expected to return to work as soon as physically possible; this 

determination should be made by a physician. 
 
D. In the event an employee becomes disabled for any reason, the employee must notify 

the Department Head of the condition and have the physician fill out a form which 
indicates the anticipated length of disability, and temporary physical limitations 
relative to the performance of work duties, and the recommended time for 
commencement of the disability leave. 

 
E. Medical leave is available to employees as specified in Appendix C.  Employees may 

be required or permitted to substitute other types of eligible leave, paid or unpaid, 
granted by the City under other policies, provisions, or agreements for portions of 
family or medical leave if the applicable terms and conditions specified in Appendix C 
are met. 
 

Section 11 – Longevity  
After completion of two (2) years of continuous service with the City on November 15th, each 
eligible regular full-time employee, with the exception of those in the Library Department, 
shall be entitled to longevity pay on the following basis: 

− Between 2 Years and 7 Years of Service:  Eighteen Dollars ($18.00) per year for each 
year the employee has worked for the City. 

− Between 8 Years and 12 Years of Service:  Twenty-Eight Dollars ($28.00) per year for 
each year the employee has worked for the City. 

− Between 13 Years and 20 Years of Service: Thirty-Eight Dollars ($38.00) per year for 
each year the employee has worked for the City. 

− After 21 Years of Service:  Forty-Eight Dollars ($48.00) per year for each year the 
employee has worked for the City. 

 
Longevity pay shall be paid in a lump sum to each eligible employee during the pay period 
that includes November 15th of each year.  
Example: An employee hired on May 1st, 2010 would have 14 years of service on November 
15th, 2024 and would be paid $532.00 in Longevity Pay (14 Years X $38.00 per year = 
$532.00). 
 
Section 12 – Retirement Benefits 
Upon successful completion of the six (6) month qualification period, the City will contribute 
the employer's share of the retirement benefit contribution to the State of Wisconsin 
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Retirement Fund and the employee shall contribute his/her share as determined by the 
Employee Trust Funds (ETF). 
 
A police employee hired after July 1, 2011 shall contribute his/her share of the WRS 
retirement benefit contribution on the same basis as general employees as determined by 
ETF. 
 
Section 13 – Uniforms/Safety Glasses 
A. Employees of the Street Department, Parks Department and Sewer and Water Utility 

shall be provided with uniforms by the City.  The Police Chief and Sergeant shall 
receive $500 per year as a uniform allowance to be paid in accordance with regular 
City payroll procedures.  All employees of the Street Department, Parks Department, 
and Sewer and Water Utility shall be required, where appropriate, to wear uniforms 
when performing duties for the City.  All other employees shall receive uniforms or 
uniform allowances if required by separate agreement or at the sole discretion of the 
Common Council. 
 

B. The City shall provide each employee with one pair of prescription safety glasses for 
those employees who wear prescription eyeglasses.  The City shall replace any 
prescription safety eyeglasses that are damaged while the employee is performing 
work for the City.  All eye protection must meet OSHA and ANSI Z.87 Standards.  Eye 
protection must be worn at all times when performing work on City property except in 
the following areas and situations: 

 
1. City Hall 
2. Police Department 
3. Rest Rooms 
4. Locker Rooms 
5. Department Offices 
6. Traveling in City vehicles 
7. Library 

 
Please take note of these areas and situations; they are the exceptions to this policy.  
When you leave one of these areas you should have your eye protection on.  Failure to 
comply with this policy will result in disciplinary action. 

 
C. The wearing of safety shoes while performing work on City property is a mandatory 

condition of employment for all individuals covered by this Handbook excepting 
those working in or for the Police Department, City Hall and Library.  Each employee 
covered by this Handbook will be entitled to an allowance of $150.00 toward the 
purchase for safety shoes with receipt of purchase each year. 

 
Section 14 – Expense Reimbursement 
A. In the event an employee is required to travel outside City limits on City business, the 

employee shall be reimbursed for meal expenses incurred in accordance with the 
following schedule: 
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 Breakfast - $10.00 Total 
 Lunch - $10.00 Total 
 Dinner - $20.00 Total 
 (Amended in 2017) 

 
This reimbursement shall include tips.  For example: If a breakfast tab comes to 
$710.00 and you leave 50 cents$2.00 tip, reimbursement shall be limited to a 
maximum of $710.00.  Receipts shall be provided by the employee to be eligible for 
reimbursement under this provision. 

 
B. Expenses for non-employees shall only be allowed with prior approval of the Finance 

Committee for the City. 
 
C. If an employee/official is in need of a cash advance from the City Treasury to fund an 

out-of-town trip for City business, the cash advance request must be first signed by 
the chairman of the Finance Committee and one other member of the Finance 
Committee.  If the Finance Committee Chairman requires a cash advance, the 
request for cash advance must be signed by the President of the Council and one 
other member of the Committee. 

 
D. Department Heads who have the use of a City vehicle shall be treated in accordance 

with applicable IRS regulations for compensation and treatment of use of City 
vehicles for private purposes. 

 
E. Use of a personal vehicle for City business shall be reimbursed at the applicable rate 

established by the Internal Revenue Service as the maximum non-taxable amount 
allowed for this purpose. 

 
Section 15 – Pay Days 
A. Hourly employee shall be paid every Second Friday for work performed through the 

preceding Sunday.  Salaried employees shall be paid every Second Friday for work 
performed through the preceding Sunday. 

 
B. Employees shall be required to use timecards to record all hours worked in 

accordance with the policy directive of the Common Council. 
 
Section 16 – Pay Rates 

A. The appropriate rates of pay for the positions covered by this Handbook are included 
in Appendix A attached to this Handbook. 

 
B. Salaries for regular full-time and regular part-time employees shall be reviewed on an 

annual basis by the Personnel Committee and any adjustments shall be approved by 
the Common Council upon recommendation from the Personnel Committee.  
Salaries for temporary and seasonal employees shall be established by the Common 
Council upon review and recommendation by the Personnel Committee. 
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C. The starting salary for newly hired employees shall be determined by the Personnel 

Committee and shall be submitted to the Common Council for final approval. 
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 Appendix A - 2025 Salary Ordinance 
Mayor         $4,000.00 plus 
     
Alderperson        $2,200.00 

 
Clerk’s Office/City Hall 01/01/2025 07/01/2025 
Clerk-Treasurer 34.84 35.88 
Deputy Clerk-Treasurer  24.01 24.73 
Administrative Assistant 15.80 16.27 
Chief Election Inspectors 11.00 11.00 
Election Inspectors 10.00 10.00 
 
Public Works 01/01/2025 07/01/2025 
Director of Public Works 35.00 35.00 
Crewman III 28.37 29.23 
Crewman II 25.68 26.45 
Crewman I 22.99 23.68 
Limited Term Employee 18.00 18.00 
Summer Laborer – Returning 11.00 11.00 
Summer Laborer – Starting 10.50 10.50 

 
∗ Leadsperson shall receive $1.00/hour in addition to the employee’s normal rate of pay.   
∗ During the absence of the Director of Public Works, the Street Lead and Park Lead shall make an 

additional $2.23/hour. 
∗ The mechanic shall receive $0.50/hour in addition to the employee’s normal rate of pay. 

 
Sewer & Water Utility 01/01/2025 07/01/2025 
Advanced Operator 29.74 30.63 
Wastewater Basic 29.06 29.94 
Water Certified 27.76 28.59 
Operator in Training 26.15 26.94 

 
∗ Head Operator shall receive $1.00/hour in addition to the employee’s normal rate of pay.   
∗ During the absence of the Director of Public Works, the Water Lead and Sewer Lead shall make an 

additional $2.23/hour. 
 

Senior Center 01/01/2025 07/01/2025 
Senior Center Staff 15.00 15.45 
Custodial Staff 11.84 12.19 
 
Multi-Department Employees 01/01/2025 07/01/2025 
Janitorial Staff 10.81 11.13 
   
Police Department 01/01/2025 07/01/2025 
Chief of Police 45.29 46.65 
Sergeant 36.84 37.94  
Dispatcher 1 (after 500 hrs.) 15.27 15.73 
Dispatcher 2 (after 5 yrs.) 18.72 19.28 
Police Clerk 28.58 29.44 
Part-Time Drug Enf. Officer  25.87 26.64 
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Appendix B - Disability/Life Insurance – Election of Coverage 
 
Upon successful completion of the six (6) month qualification period, I elect one of the 
coverage’s listed below as described in detail in Article II, Section 2 of this manual. 
 
Life Insurance      
 
Disability Ins.                
 
 
  
Signature of Employee        Date    
 
 
 
Return this completed form to the office of the Clerk/Treasurer within fourteen (14) days of 
employment. 
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 Appendix C – Sexual Harassment 
 
The City of Tomahawk Common Council acknowledges Regulations (45 F.R. 74676) issued 
by the Equal Employment Opportunity Commission regarding sexual harassment as a 
violation of Title VII of the Civil Rights Act of 1964 and a violation of Wisconsin Statute 
Section 111.32(13). 
 
Sexual harassment is a form of employee misconduct which undermines the integrity of the 
employment relationship.  All employees must be allowed to work in an environment free 
from unsolicited and unwelcome sexual overtures.  Sexual harassment does not refer to 
occasional compliments.  It refers to behavior which is not welcome, which is personally 
offensive, which debilitates morale, and which therefore interferes with the work 
effectiveness of its victims and their coworkers.  Sexual harassment may include actions 
such as: 
 

1. Sex oriented verbal "kidding" or abuse 
2. Subtle pressure for sexual activity 
3. Physical contact such as patting, pinching or constant brushing against 

another's  body 
4. Demands for sexual favors, accompanied by implied or overt promises of 

preferential treatment or threats concerning an individual's employment 
status. 

5. Display in the work place of sexually suggestive objects or pictures. 
 
Sexual harassment is a prohibited personnel practice when it results in discrimination for or 
against an employee on the basis of conduct not related to work performance, such as the 
taking or refusal to take a personnel action, including promotion of employees who submit 
to sexual advances or refusal to promote employees who resist or protest sexual overtures. 
 
It is possible for sexual harassment to occur at three levels; among peers or coworkers, 
between supervisors and subordinates, or imposed by non-employees on employees.  
Individuals who experience sexual harassment from coworkers or others should make it 
clear that such behavior is offensive to them and may file a written complaint with their 
supervisor or the Mayor when complaints concern sexual harassment by a supervisor 
against an employee. 
 
In fulfilling our obligation to maintain a positive and productive work environment, the City of 
Tomahawk will make every attempt to halt any harassment of which they become aware by 
calling attention to this policy or by more direct disciplinary action including suspension, 
demotion, or removal. 
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SEXUAL HARASSMENT COMPLAINT PROCEDURE 
 
Step 1: Any complaint shall be presented in writing or orally to the employee's supervisor or 
the Mayor if the complaints concern sexual harassment by a supervisor against an 
employee.  If the complaint is submitted in writing, it should include the specific nature of 
the harassment and corresponding dates and also include the name, address and phone 
number of the complainant.  The attached form shall be used for providing a written 
complaint. 
 
Step 2: The Supervisor or Mayor shall thoroughly investigate the complaint, notify the person 
who has been accused of discriminating conduct, permit a response to the allegation, and 
arrange a meeting to discuss the complaint with all concerned parties within ten(10) working 
days after receipt of the written complaint, if deemed appropriate.  The complaint officer 
shall give a written answer to the complainant within fifteen (15) working days after receipt of 
the written complaint. 
 
Step 3: If the complainant is not satisfied with the answer of the supervisor or Mayor, he or 
she may submit a written appeal to the Mayor or Common Council President indicating with 
particularity the nature of disagreement with the answer and reason underlying such 
disagreement.  Such appeal must be filed within ten (10) working days after receipt of the 
supervisor's or Mayor's answer.  The Mayor or Common Council President shall arrange a 
meeting with the complainant and other affected parties, if requested by the complainant, at 
a mutually agreeable time to discuss the appeal.  The Mayor or Common Council President 
shall give a written answer to the complainant's appeal within ten(10) working days. 
 
Step 4: If the complainant is not satisfied with the answer, a complaint may be filed with the 
Tomahawk Common Council within ten (10) working days after receipt of the Step III answer.  
The Common Council shall, within twenty (20) working days, conduct a hearing at which the 
complainant shall be given an opportunity to present the complaint.  The Council shall give a 
written answer to the complaint within ten(10) working days following completion of the 
hearing. 
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CITY OF TOMAHAWK 
 

SEXUAL HARASSMENT COMPLAINT FORM 
 
                      Employee          Immediate Supervisor              
 
Name                                                                                         
 
Position                                                                                   
 
Dept.                                                                                      
   
 
1.  What happened: (Objectively state details) 
                                                                                                                                                
                                                                                                                                                
                                                                                                                                                
                                                                                                                                                
2.  Who was involved?  (Include witnesses) 
                                                                                                                                                 
                                                                                                                                                 
                                                                                                                                                
3.  Where did it take place? 
                                                                                                                                                
                                                                                                                                                
                                                                                                                                                
4.  When did it take place? (Date and time) 
                                                                                                                                                
                                                                                                                                                
                                                                                                                                                
5.  Why do you think this situation constitutes a complaint? (Policy violation, unjust 
treatment, other management decision). 
                                                                                                                                                
                                                                                                                                                
                                                                                                                                                
 
                                                                                                                                             
   
 
 Employee Signature      Date     
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 Appendix D – Continuation Coverage 
 
On April 7, 1986, a new Federal law was enacted (Public Law 99-272, Title X) requiring that 
most employers sponsoring group health plans offer employees and their families the 
opportunity for a temporary extension of health coverage (called "continuation coverage") at 
group rates in certain instances where coverage under the plan would otherwise end.  This 
notice is intended to inform you, in a summary fashion, of your rights and obligations under 
the continuation coverage provisions of the new law.  [Both you and your spouse should take 
time to read this notice carefully] 
 
If you are an employee of the City of Tomahawk covered by our Group Health Plan, you have 
a right to choose this continuation coverage if you lose your group health coverage because 
of a reduction in your hours of employment or the termination of your employment (for 
reasons other than gross misconduct on your part). 
  
If you are the spouse of an employee covered by our Group Health Plan, you have the right to 
choose continuation coverage for yourself if you lose group health coverage under our Group 
Health Plan for any of the following four reasons: 
 

1. The death of your spouse 
2. A termination of your spouse's employment (for reasons other than gross 

misconduct) or reduction in your spouse's hours of employment  
3. Divorce or legal separation from your spouse; or 
4. Your spouse becomes eligible for Medicare 

 
In the case of a dependent child of an employee covered by our Group Health Plan, he or she 
has the right to continuation coverage if group health coverage under our Group Health Plan 
is lost for any of the following five reasons: 
 

1. The death of a parent 
2. The termination of a parent's employment (for reasons other than gross 

misconduct) or reduction in parent's hours of employment with the City of 
Tomahawk 

3. Parents' divorce or legal separation 
4. A parent becomes eligible for Medicare; or 
5. The dependent ceases to be a "dependent child" under our Group Health Plan 

 
Under the new law, the employee or a family member has the responsibility to inform the 
Clerk's Office, of a divorce, legal separation, or a child losing dependent status under our 
Group Health Plan.  The City of Tomahawk has the responsibility to notify the Clerk of the 
employee's death, termination of employment or reduction in hours, or Medicare eligibility.   
 
When the Clerk is notified that one of these events has happened, he will in turn notify you 
that you have the right to choose continuation coverage.  Under the new law, you have at 
least 60 days from the date you would lose coverage because of one of the events described 
above to inform the Clerk that you want continuation coverage. 
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If you do not choose continuation coverage, you group health insurance will end. 
 
If you choose continuation coverage, the City of Tomahawk, is required to give you coverage 
which, as of the time coverage is being provided, is identical to the coverage provided under 
the plan to similarly situated employees or family members.  The new law requires that you 
be afforded the opportunity to maintain health coverage because of a termination of 
employment or reduction in hours.  In that case, the required continuation coverage period 
is 18 months.  However, the new law also provides that your continuation coverage may be 
cut short for any of the following five reasons: 
 

1. The City of Tomahawk no longer provides group health coverage to any of its 
employees 

2. The premium for your continuation coverage is not paid 
3. You become an employee covered under another group health plan 
4. You become eligible for Medicare 
5. You were divorced from a covered employee and subsequently remarry and 

are covered under your new spouse's group health plan. 
 

You do not have to show that you are insurable to choose continuation coverage.  However, 
under the new law, you may have to pay all or part of the premium for your continuation 
coverage.  [The new law also says that, at the end of the 18-month or three-year continuation 
coverage period, you must be allowed to enroll in an individual conversion health plan 
provided under our Group Health Plan.] 
 
This new law applies to our Group Health Plan beginning on January 1, 1987.  If you have any 
questions about the new law, please contact the Clerk, City Hall  P.O. Box 469  Tomahawk, 
WI  54487  (715) 453-4040.  Also, if you have changed marital status, or you or your spouse 
have changed addresses, please notify the Clerk.  
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 Appendix E – Family and Medical Leave Act Policy 
 
 
Introduction. 
The City's Family and Medical Leave Act Policy is intended to conform to, and not exceed, 
the requirements of the federal Family and Medical Leave Act of 1993 ("FMLA"), the 
Wisconsin Family and Medical Leave Act ("WFMLA") and the 2008 Defense Authorization Act  
and its 2010 amendments. This Policy is intended to comply with applicable laws and does 
not necessarily incorporate all provisions of such laws directly into the City’s personnel 
policies. This Policy does not repeat every provision of the FMLA's or the WFMLA's statutory 
or regulatory requirements. Posters summarizing the benefits required to be provided under 
federal and state law may be found with other employment-related postings.  In addition, 
you may contact management if you have specific questions. 
 
Leave taken under this Policy may be covered by federal law, state law, or both. When 
leave taken by employees under this Policy is governed by both federal and state law, 
the more generous provision will control in the event of a conflict. However, when leaves 
are governed by state or federal law, but not both, the applicable law will control under 
this Policy. In this regard, you should note that certain leaves may be covered by both state 
and federal law for only a portion of the leave. 
 
You may be required to provide advance notice and certain information as set forth below to 
be eligible for leave under this Policy. You may also be required to submit leave requests in 
writing when circumstances and applicable law permit. Use of other leaves provided by the 
City for the reasons covered by law, will be treated as use of leave under this Policy whenever 
applicable law allows. 
 
Section 1 - Eligibility Requirements. 
To be eligible for leave under federal law, you must have been employed by the City for at 
least twelve months, must have worked at least 1,250 hours during the twelve-month period 
immediately preceding the commencement of the requested leave, and be employed at a 
worksite where 50 or more employees are employed by the City within a 75-mile radius. To 
be eligible for leave under state law, you must have been employed for more than 52 
consecutive weeks and have been paid for at least 1,000 hours. The kind and amount of 
leave available to you under this Policy, as well as your rights during leave, depend on 
whether you meet the above requirements. 
 
Section 2 - Types of Leave Available. 
The City provides family and medical leave for eligible employees under the following 
circumstances: 
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1. For the birth of the eligible employee's child and to care for a newborn child; 
2. For placement with the eligible employee of a child for adoption or foster care; 
3. To care for an eligible employee's spouse, domestic partner, child, or parent with a 

serious health condition. 
 
"Domestic Partner" under this paragraph includes individuals registered a s  domestic partners 
under Wisconsin Law and individuals who fulfill the following requirements if you file for leave 
under the WFMLA:  
 

1. Both individuals are at least 18 years old and otherwise competent to enter into a 
contract; 

2. Neither individual is married to or in a domestic partnership with another person 
3. Neither individual is related by blood in a way that would prohibit marriage under 

Wisconsin Law 
4. The individuals consider themselves to be members of each other's immediate family 
5. The individuals agree to be responsible for each other’s basic living expenses 
6. The individuals share a common residence. 

 
"Child" under this paragraph includes a biological, adopted or foster child, a stepchild, legal 
ward, or a child for whom you have assumed the obligations of a parent and who is either 
under 18 years of age or unable to care for him or herself due to a physical or mental disability. 
 
"Parent" under this paragraph includes parents of an eligible employee's spouse or domestic 
partner only if you are requesting leave under the WFMLA. 
 

1. Because of a serious health condition that makes the eligible employee unable to 
perform any of the essential functions of the employee's job. 

2. Because of a qualifying exigency arising out of the fact that your spouse, son, 
daughter or parent is on qualified active duty or has been called to qualified active 
duty. 

3. Because your spouse, son, daughter, parent or next of kin is a covered service 
member and you are providing care for the service member with a serious illness or 
injury sustained while on active duty status. 

4. See management to determine whether your request for leave qualifies under one of 
the above categories. 

 
Section 3 - Certification by Health Care Provider. 
If leave is requested due to your own serious health condition, the serious health 
condition of your spouse, domestic partner, child or parent, or for military medical leave 
the City requires that the leave request be supported by certification issued by your 
health care provider or the health care provider of your spouse, domestic partner, child, 
parent or next ofkin. The City reserves the right to have certified all information permitted 
by law. A copy of the Medical Certification Form can be obtained from management. 
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Failure to provide the City with timely and responsive certification from a health care 
provider within fifteen (15) days of the City's request for certification may result in denial 
of the leave.  If you submit a certification which is insufficient or incomplete, the City will 
require you to provide a corrected certification within seven days. 
 
The City may require you to recertify the medical condition as allowed by law. 
 
The City may require you to provide a fitness for duty certification prior to returning 
from a leave for your own serious health condition. 
 
Failure to provide timely certifications may result in denial or delay of the leave. 
 
Section 4 - Definition of Serious Health Condition. 
In conjunction with the certification provided by a health care provider, the City reserves 
the right to determine whether an illness, injury, impairment or physical or mental 
condition constitutes a serious health condition entitling you to family or medical leave 
under state or federal law. 
 
In general, a "serious health condition" under this policy means an illness, injury, 
impairment, or physical or mental condition that involves one of the following: 
 

1. Hospital Care. 
 
Inpatient care (i.e., an overnight stay) in a hospital, hospice or residential medical care 
facility, including any period of incapacity or subsequent treatment in connection with or 
consequent to such inpatient care. 
 

2. Absence Plus Treatment. 
 

(1) A period of incapacity of more than three consecutive calendar days (including 
any subsequent treatment or period of incapacity relating to the same condition), 
that also involves: 

 
(a) Treatment two or more times by a health care provider, or by a nurse or 

physician's assistant under direct supervision of a health care provider, or by a 
provider of health care services (e.g., physical therapist) under orders of or on 
referral by, a health care provider, or 

(b) Treatment by a health care provider on at least one occasion which results in a 
regimen of continuing treatment under the supervision of the health care 
provider. 

 
* Under the WFMLA, leave may also be available for a serious health condition of less than 
three (3) consecutive days in duration. 
 
A. Pregnancy. 
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Any period of incapacity due to pregnancy, or for prenatal-care. 
 
B. Chronic Conditions Requiring Treatments.  

 
A chronic condition which: 

 
(1) Requires periodic visits (at least every 6 months) for treatment by a health care   

provider,   or   by   a  nurse   or  physician's   assistant   under   direct supervision of a 
health care provider; 
 

(2) Continues over an extended period of time (including recurring episodes of a 
single underlying condition); and 
 

(3) May  cause  episodic  rather  than  continuing  period  of  incapacity  (e.g., asthma, 
diabetes, epilepsy, etc.) 

 
C. Permanent/Long- Term Conditions Requiring Supervision. 
 
A period of incapacity which is permanent or long-term due to a condition for which 
treatment may not be effective.  You or your family member must be under the 
continuing supervision of, but need not be receiving active treatment by, a health care 
provider.  Examples include Alzheimer's disease, a severe stroke, or the terminal stages 
of a disease. 
 
D. Multiple Treatments (Non-Chronic Conditions). 
 
Any period of absence to receive multiple treatments (including any period of recovery 
therefrom) by a health care provider or by a provider of health care services under orders 
of, or on referral by, a health care provider, either for restorative surgery after an accident 
or other injury, or for a condition that would  likely result in a period of incapacity of 
more than three consecutive calendar days in the absence of medical intervention or 
treatment, such as cancer (chemotherapy, radiation, etc.) severe arthritis  (physical 
therapy) or kidney disease (dialysis). 
 
Genetic Information 
 
The Genetic Information Nondiscrimination Act of 2008 ("GINA") prohibits employers and 
other entities covered by GINA Title II from requesting or requiring genetic information of 
employees or their family members.  In order to comply with this law, we are asking that 
you not provide any genetic information when responding to this request for medical 
information. "Genetic information," as defined by GINA, includes an individual's family 
medical history, the results of an individual's or  family  member's genetic tests, the fact that an 
individual or an individual's family member sought  or received genetic services, and genetic 
information of a fetus carried by an individual or an individual's family member or an embryo 
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lawfully held by an individual or family member receiving assistive reproductive services. 
 
As a result, the City will not consider any genetic information that might be supplied in 
regard to your leave request. 
 
Section 5- Amount of Leave Available. 
 
Under federal law, eligible employees will be allowed up to twelve (12) workweeks of 
unpaid leave in a twelve (12) month period for: 
 

(1) the birth or placement of a child for adoption or foster care; 
 

(2) to care for an employee's covered family member, which does not include domestic 
partners or the parents of an eligible employee's spouse or domestic partner, 
suffering from a serious health condition; or 
 

(3) for the employee's own serious health condition, or for any "qualifying exigency" 
arising as a result of the employee's child, parent or spouse serving on active 
military duty in support of contingency operations. 

 
Subject to restrictions under the FMLA, eligible employees will be allowed up to twenty-six 
(26) workweeks of unpaid leave in a single twelve (12) month period to care for their parent, 
spouse, child or next of kin who, while on active military duty, sustains a serious injury or 
illness in the line of duty which renders the service member medically unfit to perform the 
member's office, grade, rank or rating. 
 
The twelve-month period utilized by the City in applying this Policy is defined as the 
calendar year. 
 
Under state law, if you meet the State of Wisconsin eligibility requirements spelled out in 
"Eligibility Requirements" (Section 1), you are entitled to: 
 

(1) a total of six weeks of leave for the birth of your natural child and/or the placement of 
a child with you for, or as a precondition to, adoption; 
 

(2) a total of two weeks of leave to care for a covered family member, which includes 
domestic partners and the parents of an eligible employee's spouse or domestic 
partner, with a serious health condition; and 
 

(3) a total of two weeks of leave if you cannot perform your employment duties due to a 
serious health condition as set forth in Section 2. 

The City will treat use of family or medical leave under this Policy as simultaneous use of 
state and federal leave entitlements whenever permitted by law. 
 
Section 6 - Manner in Which Leave Can Be Taken. 
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Leave available under this Policy may be taken in full, and, under certain circumstances, 
may also be taken intermittently (e.g., one week at a time) or on a reduced leave schedule 
(e.g., consecutive hours at a time).  See management for details. 
 
Section 7 - Compensation During Leave. 
 
Generally, leave taken under this policy is unpaid. However, for leaves governed exclusively 
by federal law, you must use the following leaves provided by the City, if available: 
 

(1) Vacation or personal leave, if available, for any family or medical leave; 
 

(2) Accrued paid family leave (i.e., paid leave covering the particular circumstances for 
which the employee is seeking leave), if available, for birth, adoption, or to care for a 
seriously ill family member, and 
 

(3) Accrued paid medical or sick leave, if available, to care for a seriously ill family 
member, or for the employee's own serious health condition. 

 
For leaves governed exclusively by federal law, the City reserves the right to require you to 
use paid leave for leave that would otherwise be unpaid FMLA leave taken under this Policy. 
However, you may not substitute paid sick leave or paid medical leave for leave taken under 
this Policy in any situation where the City would not normally provide such paid leave. 
 
For leaves governed by state law, you may substitute paid or unpaid leave, which you have 
earned and accrued for leave taken under this Policy, if available. The City reserves the 
right to deny substitution as permitted by law. 
 
For leaves governed exclusively under federal law, to qualify for paid leave, you must 
comply with all notification and eligibility provisions of the City policy governing the paid 
leave unless the City specifically waives the provisions. If you fail to follow the policy 
requirements, you will be granted unpaid leave as required by law. 
 
 
Section 8 - Continuation of Benefits. 
 
You will remain eligible for group health insurance benefits under the City's group health 
plan during leave taken under this Policy under the same conditions as coverage would 
have been provided if you had been actively employed during the entire leave. However, 
you have the option of choosing not to retain such coverage during family or medical leave if 
you prefer. 
 
During leave taken under this Policy, the City will continue to pay any portion of group 
health insurance premiums for coverage that it was responsible for paying immediately 
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prior to the leave as required by law. You are responsible for paying your portion of 
health insurance premiums regardless of whether your family and medical leave is paid 
or unpaid.   It is your responsibility to make arrangements with management for making 
premium payments for group health insurance during leaves. 
 
To the extent permitted by law, the City reserves the right to require you to place up to 
eight weeks' health insurance premiums in escrow prior to leave, or to discontinue 
coverage if such premiums are received more than thirty days late. 
 
Your entitlement to benefits other than group health benefits during a period of  family  or 
medical leave is determined by the City's policy regarding  provision of such benefits when 
an employee is on other forms of leave. 
 
Section 9 - Accrual of Benefits. 
 
You will  not continue to accrue seniority or any other employment benefit during leave 
taken under this Policy, except that such benefits shall accrue if you elect to use other 
leaves provided by the City pursuant to Section 7, above, and if such benefits would 
normally accrue during such leave. 
 
Section 10- Employment Restoration. 
 
To the extent required by law, when you return from family or medical leave, you will be 
returned to the same position you held when leave commenced, or to an equivalent 
position with equivalent benefits, pay, and other terms and conditions of employment. This 
policy does not entitle you to any right, benefit, or position of employment other than those 
to which you would have been entitled had you not taken leave. The City reserves all rights 
concerning restoration of employment or denial of same under state or federal law. 
 
Section 11 - Required Advance Notice. 
 
You must provide the City with notice in a reasonable and practicable manner before leave 
taken under this Policy is to begin, if the need for leave is foreseeable, e.g., an expected birth, 
placement or adoption or foster care, or planned medical treatment for your own serious 
health condition or that of a family member. When requesting partial or intermittent leave in 
connection with child birth or adoption, you must  provide at least as much notice as 
required for taking other non­ emergency or non-medical leave, as well as a definite 
schedule for the leave. Where advance notice is not practicable due to uncertainty as to 
when leave will be required to begin, a change in circumstances, or medical emergency, 
notice must be given as soon as practicable to the City. 
 
You must provide a written request for leave, the reasons for the requested leave, and the 
anticipated beginning date and duration of the leave by submitting a completed FMLA 
Request form, which can be obtained from management. 
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When planning medical treatment, you should consult with the City and make a reasonable 
effort to schedule the leave so as not to unduly disrupt the City's operations, subject to the 
approval of your health care provider. You are ordinarily expected to consult with the City in 
order to work out a treatment schedule which best suits your needs, as well as the City's 
needs. 
 
Section 12 -Documents. 
 
The documents to be completed for Family and Medical Leave  are available from the 
Human Resources  Department. 
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 Appendix F – Crewmember Promotion Polciy 
 This policy is developed to spell out the necessary skills and knowledge required to 
advance through the crewmember, I, II, and III positions.  The list of skills and knowledge is 
not all-inclusive and may be adjusted to reflect changes in the public works field.  Listed 
below is the process a crewmember will use to advance through the crewmember 
positions. 

A. Upon successful completion of the qualification period, when a crewmember feels 
that they have acquired the necessary skills and knowledge to advance to the next 
crewmember level, they will advise their supervisor in writing and request a skills 
and knowledge review. 

B. The crewmember will attach to the letter a skills and knowledge review form to 
identify the skills and knowledge they feel they possess. 

C. Upon receiving the request for review the supervisor will within thirty (30) days 
review the skills and knowledge review form with the crewmember and make a 
recommendation for or against advancement to the Director of Public Works. 

D. The recommendation is against advancement, the review form will be returned to 
the crewmember with the lacking skills or knowledge clearly marked. 

E. The crewmember will be eligible to reapply for consideration for advancement in 
ninety (90) days. 

 
Skills, equipment and knowledge items may be added to list by management as necessary.  
The union may submit items for consideration and approval by management.  
Management reserves the right to review and adjust the point levels and minimum 
requirements in each category for Crewmember II and III as it feels it is necessary.  
Crewmembers must maintain their proficiency in their abilities, skills and knowledge of 
their respective crewmember classification. The City reserves the right to demote an 
employee to a lower classification if he/she does not maintain his/her proficiency in a 
particular classification.  The City reserves the right to require an employee to conduct a 
skills and knowledge review at any time to ensure that the employee is meeting the 
standards established for his/her classification. 
 
The minimum number of points required to advance to Crewmember II will be 70 with 
minimum required in each category as shown. 
 Large Equipment – 5 operating abilities or 20 points 
 Skills – 3 skills or 15 points 
 Small Equipment – 5 operating abilities or 10 points 
 Education – 3 classes or 12 points 
 
The minimum number of point required to advance to Crewmember III will be 110 with a 
minimum in each category as shown. 
 Large Equipment – 7 operating abilities or 28 points 
 Skills – 5 skills or 25 points 
 Small Equipment – 7 operating abilities or 14 points 
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 Education – 6 classes or 24 points 
 
A Crewmember III candidate will also need to show ability to set-up and manage projects.  
This includes the ability to: 
 Calculate quantities and order materials 
 Coordinate with other agencies (Digger’s Hotline, utilities) 
 Use personnel effectively and efficiently 
 Arrange for needed equipment 
 Close out project (barricades, clean-up, open valves) 
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ABILITIES, SKILLS AND KNOWLEDGE SCORING FORM 
 
 
 
LARGE EQUIPMENT (4 points each) 
____ Excavator 
____ Sewer Jet 
____ Clam Truck 
____ Garbage Truck 
____ L60/L70 Loader 
____ Street Sweeper 
____ Large Snow Blower 
____ Dozer/Cat 
____ Dump Truck Plow/Wing 
____ ________________ 
____ ________________ 
 
 
 
 
 
SMALL EQUIPMENT (2 points each) 
____ Lawn Mowers 
____ Fork Lift 
____ Chain Saw 
____ Concrete Saw 
____ Groomer 
____ Dump Truck 
____ Brush Chipper 
____Street Painter 
____ Tool-Kat 
____  ________________ 
____  ________________ 
 
 

SKILLS (5 points each) 
____ Carpentry (Rough) 
____ Welding/Torch 
____ Finished Wood Working 
____ Concrete 
____ Mechanical 
____ Inspection 
____ Asphalt Paving 
____ Fabricating 
____ Plumbing 
____ Setting Grades 
____ Electrical 
____ HVAC 
____ Landscaping 
____  ____________________ 
 
 
EDUCATION (4 points each) 
____ Competent Person* 
____ Confined Space* 
____ Water Certification 
____ Snow Plow Safety 
____ Chain Saw Safety 
____ First Aid 
____ CPR Training 
____ Urban Forestry 
____ Inspection 
____ ____________________ 
____ ____________________ 
*Required Training 
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I. Introduction and Recognition 
 
Under Wisconsin State Statute 43.58 (4), the Library Board is the policy making 
body of the Tomahawk Public Library. When the policies of the Library Board and 
the City of Tomahawk conflict, the Library Board policies shall have precedence.  
City policies shall be in effect where no Library Board policies exist, subject to the 
decisions of the Library Board.  The Library Director is charged with enforcing and 
interpreting these policies, as well as all applicable laws, ordinances, rules and 
regulations. 
 
II. Non-Discrimination 
 
The Library does not discriminate in the employment of any staff on the basis of 
any characteristic protected under state or federal law including, but not limited 
to, race, color, age, sex, creed or religion, genetic information, handicap or 
disability, marital status, citizenship status, veteran status, military services (as 
defined in § 111.32, Wis. Stats.), sexual orientation, national origin, ancestry, 
arrest record, conviction record, use or non-use of lawful products off the 
Library’s premises during non-working hours, or any other characteristic 
protected by law in its employment practices. 
 
III. Definition of Employees 
 
This employee Handbook has been prepared for informational purposes only.  
None of the statements, policies and administrative guidelines, rules or 
regulations contained herein constitutes a guarantee of employment, a guarantee 
of any other right or benefit, or a contract of employment express or implied.  All 
of the Library’s employees are employed “at-will” and employment is not for any 
definite period. 
 
Violations of the terms of the employee Handbook, policies, regulations, or 
guidelines may result in disciplinary action, up to and including termination of 
employment. 
 
The provisions set forth in this Handbook may be altered, modified, changed, or 
eliminated at any time by the Library Board.  The employee Handbook supersedes 
any and all previous handbooks, statements, policies and administrative 
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guidelines, rules or regulations given to employees whether verbal or written.  It 
is each employee’s responsibility to read and become familiar with the 
information and to comply with the policies adopted by the Library Board and the 
administrative guidelines as well as the rules and regulations contained herein.  
We recognize that employees are bound to have questions relating to their 
specific position or responsibilities.  You are encouraged to direct any specific 
inquiries you may have to your immediate supervisor. 
 
Management Employee: A management employee is defined as a person hired to 
fill the position of Director and who regularly works forty (40) hours per week 
throughout the calendar year, exclusive of paid holidays, vacation, and sick leave. 
 
Full-Time Employee with benefits:  A full-time employee is defined as a person 
hired to fill a position and who is scheduled to work thirty (30) hours, or more, per 
week throughout the calendar year, exclusive of paid holidays, vacation, and sick 
leave. 
 
Part-Time Employee with benefits:  A part-time employee is defined as a person 
hired to fill a position and who is scheduled to work at least twenty-five (25) 
hours per week throughout the calendar year. 
 
Part-Time Employee without benefits: This employee is defined as a person who 
is hired to fill a part-time position and is scheduled to work less than 25 hours per 
week. 
 
Qualification Period:  All employees shall serve a qualification period of two (2) 
months for benefits and six (6) months for hiring review from the date of hire.  
During the qualification period, the employee shall receive no fringe benefits, 
which may include but are not limited to the following: vacation, holidays, and 
sick leave.  
 
IV. Hours and Overtime 
 
A. Hours: The normal work week shall be determined by the Library Board and 

shall normally consist of thirty to forty (30-40) hours per week for full-time 
employees. A thirty or sixty (30 or 60) minute unpaid lunch period and one 
(1) paid break of twenty (20) minutes each day shall be granted a full-time 
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employee who works a seven and one-half (7.5) hour day. One (1) paid 
break of twenty (20) minutes each day shall be granted a part-time 
employee who works a scheduled workday. If a part-time employee works 
in excess of a consecutive five (5) hour shift, the part-time employee will 
receive a thirty or sixty (30 or 60) minute unpaid lunch break.  The normal 
work week for management employees is forty (40) hours per week.  
 

B. Overtime: The Library Board has the right to require overtime work as 
necessary to provide services.  Employees required to perform work or given 
permission to work beyond the normal working hours up to forty (40) hours 
per week shall be paid at the rate of straight time for each hour worked and 
at the rate of time and one-half (1-1/2) for each hour worked beyond forty 
(40) hours.  All overtime hours must be approved by the Library Director 
before being worked. 

 
V. Job Posting 
 
A. Posting Vacancy: In the event a job vacancy occurs, or a new position is 

created, notice of such vacancy shall be posted for five (5) working days, not 
counting the first day. During this time employees may apply for such job. 
Employees on a leave of absence shall be notified of job posting by a verified 
method and shall respond within five (5) working days by a verifiable 
method. Existing position vacancies will be posted internally and/or 
externally by the Library Director to allow qualified applicants to apply. 
 

B. Qualification:  To apply for a vacancy, the employee must have the 
qualifications for the job. 
 

C. Filling Vacancy: The Library Board reserves the right to hire the most 
qualified candidate in the filling of any vacancy. The employee filling a 
vacancy shall serve a two (2) month qualification period. 
 

D. Nothing in this Personnel Policy shall prevent the Library Board from 
temporarily filling a job vacancy for up to six (6) months. 

 
VI. Layoffs 
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When the Board decides to lay off employees, it shall act in what it determines to 
be in the best interest of the Library.  Laid off employees may apply for vacant 
positions. 
 
Furloughs:  The Tomahawk Library Board may institute a furlough program to 
reduce library costs when it deems it necessary to do so.  
 
List of Employees:  The Library Director shall maintain a current list of employees.  
This list shall be available for inspection at reasonable hours upon request of an 
employee.  When an employee who is currently working in a part-time position 
moves to a full-time position, or when a full-time employee moves to a part-time 
position, that employee shall keep their experience and all accumulated benefits 
from their hire date with the Tomahawk Public Library.  This will apply to all new 
employees or current employees who change positions. 
 
If a full-time employee should leave their position to fill a part time position: 
On the transition date the employee’s accrued vacation will be determined based 
on hours worked as a full-time employee. The employee must use those hours as 
vacation within (1) one year. Vacation hours will not be carried over from year to 
year. With the Library Director’s approval, the employee may use the accrued 
vacation before starting their new position. This employee will have part-time 
benefits (if applicable) starting on their transition date based on their experience 
and guidelines set under this Personnel Policy. 
 
If a part-time employee should leave their position to fill a full-time position: 
On the transition date the employee’s accrued vacation will be determined based 
on hours worked as a part-time employee (if applicable). The employee must use 
those hours as vacation within (1) one year. Vacation hours will not be carried 
over from year to year. With the Library Director’s approval, the employee may 
use the accrued vacation before starting their new position. This employee will 
have full time benefits starting on their transition date based on their seniority 
and guidelines set under this Personnel Policy. 
 
If a full-time employee leaves their position to fill a part-time position or if a part-
time employee leaves their position to fill a full time position, their accrued sick 
leave will be carried over, but will fall under the guidelines of this Personnel 
Policy. 
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VII. Grievance Procedure 

 
Policy Statement: 
This policy is intended to comply with Section 66.0509(1m), Wis. Stats. and 
provides a grievance procedure addressing issues concerning workplace safety, 
discipline, and termination. 
 
It is the Library’s policy to treat all employees fairly and equitably. An employee has 
the right to bring a grievance to the Library’s attention without fear of reprisal. 
Filing a grievance will not reflect unfavorably on an employee’s loyalty or adversely 
affect an employee’s employment status. 
 
Definitions: 
1. A grievance shall mean a dispute regarding the application of Library policies 

pertaining to an employee's discipline or termination of employment, or a 
dispute concerning workplace safety.  No grievance shall be processed under 
this policy unless it is in writing and contains all of the following: 

 
A. The name and position of the grievant; 
B. A statement of the grievance; 
C. The issue involved; 
D. The relief sought; 
E. The date the incident or alleged violation took place; 
F. The specific provision of the Employee Handbook/Library Policy or 

workplace safety rule alleged to have been violated; and 
G. The signature of the grievant and the date. 

 
2. The term "days" means regular business days, Monday through Friday, other 

than weekends and holidays regardless of whether the employee is 
scheduled to work.  The time limits within which an action is to be taken 
under this Grievance Procedure shall be computed by excluding the first day 
and including the last day. 

 
3. A "grievant" is an employee as defined by state statutes governing this 

Grievance Procedure.  At the grievant’s cost and request, he/she may be 
represented by a person of his/her choice.  
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4. "Workplace safety" means those conditions related to physical health and 

safety of employees enforceable under federal or state law, or Library Policy 
related to: safety of the physical work environment; safe operation of 
workplace equipment and tools; provision of protective equipment; training 
and warning requirements; workplace violence; and accident risk.   

 
5. "Discipline" means oral reprimands (where a written record of the reprimand 

is placed in the employee’s file), written reprimands, suspension, and 
demotion. Discipline does not include performance reviews, work plans or 
corrective actions that do not include a reprimand or other adverse 
employment action.  

 
6. "Termination" means discharge from employment.  Layoffs (reduction in 

force) are not considered terminations and are not subject to this procedure. 
 

Procedures: 
Step 1 
 
Within ten (10) days after the facts upon which the grievance is based or should 
have reasonably become known, the employee shall present the written grievance 
to the Library Director or his/her designee. After receipt of the written grievance, 
the Library Director or his/her designee, will meet with the grievant in an effort to 
resolve the issue(s) raised by the grievance. Within ten (10) days after the meeting, 
the Library Director or his/her designee shall respond to the grievance in writing, 
with a copy to the Library Board of Trustees.  The Library Director or his/her 
designee shall also determine if the grievance is timely, if the subject matter of the 
grievance is within the scope of this Grievance Procedure and otherwise properly 
processed as required by this Grievance Procedure. If the Library Director or his/her 
designee is aware of other similar pending grievances, he/she may consolidate 
those matters and process them as one grievance. 
  
An employee who has been notified of termination may process the grievance 
commencing at Step 2.  
 
 
Step 2 
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If the grievance is not satisfactorily resolved at Step 1, the grievance may be 
appealed within ten (10) days after the grievant receives the Step 1 response.  The 
grievant shall submit a written statement specifically describing the reason(s) for 
the appeal.  If the decision at Step 1 is based, in whole or in part, on the basis of 
timeliness, scope of this Grievance Procedure or other failure of the grievant to 
properly follow this Grievance Procedure, the matter shall be referred to the 
Library Board who shall determine whether the matter should be processed 
further. If the Step 1 decision addresses only the merits of the grievance, the 
grievance will be referred to an Impartial Hearing Officer (IHO).  The IHO will be 
designated by the Library Board.  Any costs incurred by the IHO will be paid by the 
Library.  The IHO will convene a hearing in the manner the IHO determines 
necessary.  The IHO shall have the authority to administer oaths, issue subpoenas 
at the request of the parties, and decide if a transcript is necessary.  The IHO may 
require the parties to submit grievance documents and witness lists in advance of 
the hearing to expedite the hearing. The burden of proof shall be “a preponderance 
of the evidence”.  In termination and discipline cases, the Library shall have the 
burden.  In workplace safety cases, the employee shall have the burden.  The IHO 
may request oral or written arguments and replies.  The IHO shall provide the 
parties with a written decision.  
 
The IHO may only consider the matter presented in the initial grievance filed by the 
employee.  The IHO shall have no power to add to, subtract from or modify the 
terms of the Employee Handbook/Library Policy or rule that forms the basis for the 
grievance. 
 
Step 3 
Either party may appeal an adverse determination at Step 2 to the Library Board by 
filing written notice to the Library Director or his/her designee within ten (10) days 
of receipt of the decision of the IHO.  The Library Board shall, within thirty (30) days 
after submission of the appeal, schedule the review of the IHO's decision. The 
review will be conducted by the Library Board during a closed session meeting 
unless an open session is requested by the employee.  The Library Board may make 
its decision based on the written decision of the IHO or the Library Board may 
examine any records, evidence and testimony produced at the hearing before the 
IHO.  A majority vote of those members of the Library Board present shall decide 
the appeal within twenty (20) days following the last session scheduled for review. 
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The Library Board will issue a final written decision which shall be binding on all 
parties. 
 
Timelines: 
 
Failure to process a grievance by the grievant within the time limits, or agreed upon 
extensions, shall constitute waiver of the grievance and the grievance will be 
considered dismissed and resolved on the basis of the Library's last answer.  Failure 
of a Library representative to meet the time limits applicable to responding to the 
grievance shall constitute a denial of the grievance and applicable time limits for 
advancing the grievance shall apply.  To encourage that grievances are addressed 
in a prompt manner the time limits set by this Grievance Procedure are intended 
to be strictly observed and may not be extended except in extreme circumstances 
and then only upon the express written consent of all parties. 
 
Exclusive Remedy: 
 
This procedure constitutes the exclusive process for the redress of any employee 
grievances as defined herein.  However, nothing in this Grievance Procedure shall 
prevent any employee from addressing concerns regarding matters not subject to 
the Grievance Procedure with the administration and employees are encouraged 
to do so.  Matters not subject to the Grievance Procedure that are raised by 
employees shall be considered by Library representatives who have final authority, 
subject to any applicable Library policy or directive, to resolve the matter. 
 
VIII. Jury Duty 
 
When an employee is summoned to render jury service, the employee, upon proof 
of time served and compensation received, will be reimbursed for a period up to 
and including fourteen (14) working days for the difference between jury pay and 
his regular base pay earned in a normal work week, excluding any and all premium 
and overtime pay.  If an employee is dismissed from jury duty on any given day 
prior to the end of the employee's regularly scheduled working hours, the 
employee shall report to work for the balance of the working day.  An employee 
must give reasonable advance notice (a week after receiving the letter) and a copy 
of the letter to the Library Director of the employee's intended absence for jury 
duty. 
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IX. Insurance 
 
A. Health Insurance: Effective January 1, 2018, the Library will pay ninety 

percent (90%) of the premium for health insurance coverage for single and 
family plans offered to management and regular full-time employees. The 
Library Board will determine on a yearly basis the percentage amount that 
the Library will pay for health insurance coverage for single and family plans 
offered to management and regular full-time employees. 
 

B. Each management and full-time employee will be responsible for the 
deductible amount and the difference in premium applicable to each 
employee and/or family member.  
 

C. Participation in the current health insurance plan is available on the starting 
date for management and after the two (2) month qualification period for 
full-time employees. 
 

D. Change in carrier:  
The Library reserves the right to change hospitalization insurance carriers 
without notice to its employees.  Each employee shall be responsible for 
payment of any non-covered expenses that are covered by the provisions 
of the hospitalization plan in effect.  The Library retains the final authority 
to establish, modify, rescind, add or in any way affect employee benefits.  
The Library reserves the right to select a carrier(s) and to determine the 
plan benefits including deductibles, co-pays and other coverages for health 
and dental insurances.  The Library reserves the right to change the 
structure of the benefit plan, including eligibility at any time.  Specific 
information concerning the plan may be found in the appropriate summary 
plan description which governs all conditions of coverage.  The plan 
documents are maintained in the business office and provided to 
employees who enroll in the coverages. 

 
E. No claim: No employee shall make any claim against the Library for 

additional compensation in lieu of, or in addition to the cost of his/her 
health insurance coverage because he/she does not qualify for the family 
plan coverage.  
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F. Change in Status: If an employee marries divorces or otherwise changes 

family status, the employee shall advise the Library within thirty (30) days 
of the event.  In the event an employee dies, retires or terminates 
employment with the Library, the employee or spouse and family 
members, shall be eligible for continuation in the health insurance plan in 
effect in accordance with applicable state and federal laws with the 
employee or family member paying the full cost for the coverage. An 
employee shall be considered retired from the Library’s employment if the 
employee retires from employment and is not employed full-time 
elsewhere or is forced to retire due to a medical disability and applies for 
benefits under the State of Wisconsin Retirement System within sixty (60) 
days of the date of retirement and is deemed eligible for retirement 
benefits provided under the System.   

 
X. Disability/Life Insurance 
 
A. Disability/Life Insurance: Management and full-time employees shall be 

eligible to select disability insurance coverage at no cost under plans 
provided by the City of Tomahawk. In the event an employee fails to qualify 
for the selected disability or life insurance plan, the employee shall not be 
eligible, nor be entitled, to any other type of coverage. This disability/life 
insurance coverage shall be available for management and full-time 
employees who have completed the two (2) month qualification period. 
 

B. Life Insurance: The life insurance benefit provided by the City of Tomahawk 
shall consist of $10,000.00 coverage on the life of the employee. 
 

C. Disability Insurance: The disability insurance coverage provided by the City 
of Tomahawk shall consist of the following terms and conditions: 

 
1. Coverage shall begin six (6) weeks after the date of disability. If 

available, sick leave and/or vacation time may be used to continue the 
pay of the employee during this six (6) week period. 

2. Coverage shall be limited to sixty-five percent (65%) of the normal work 
week wages paid to the employee by the Library. 
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3. Coverage shall extend for a period of six (6) months after the date of 
disability. During this six (6) month period, no sick leave shall be 
charged against the account of the employee and no sick leave shall be 
earned if an employee is off work on disability leave. 

4. Upon completion of the six (6) month coverage, the employee may use 
any accrued sick leave or vacation in order to continue receiving pay 
from the Library. 

5. The level of coverage provided under this disability plan may change in 
the event the City of Tomahawk obtains alternate disability insurance 
coverage, depending upon the coverage available and the cost of the 
coverage. 

 
D. No-Claim: No employee shall make any claim against the Library for 

additional compensation in lieu of, or in addition to, the cost of 
disability/life insurance coverage because the employee does not qualify 
for such coverage. 

 
XI. Worker’s Compensation 
 
A. A management or full-time employee who sustains an injury while 

performing within the scope of his/her employment as provided by Chapter 
102 of the Wisconsin Statutes (Worker's Compensation) may continue to 
receive full pay by requesting the Library Board to pay the difference 
between his/her regular net pay and his Worker's Compensation payments 
for the period of the time of injury under the following conditions: 

 
1. The employee must have accrued unused sick leave or vacation benefits 

to be eligible to receive payments.  However, only the specific time 
needed to convert sick leave or vacation benefits to make up the 
difference between regular net pay and Worker’s Compensation pay 
shall be deducted from the employee's sick leave or vacation bank. 
 

2. If the employee has accrued unused sick leave or vacation benefits, the 
employee must contact the Library Director, in writing, requesting that 
the City pay the difference between the Worker's compensation 
benefits and the employee’s regular pay. 
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3. The employee must substantiate, to the Library Board’s satisfaction, 
actual receipt, and amount of each Worker's Compensation payment. 

 
4. The Library Board shall deduct from accumulated sick leave or vacation 

benefits the actual time needed to generate sufficient money to make 
up the difference between the Worker's compensation payments and 
the amount of the employee's regular net pay and make payment in 
accordance with payroll procedures. 

 
5. When sick leave benefits and vacation benefits have been exhausted, 

the employee shall only receive Worker's Compensation payments. 
 
B. Medical expense and wage loss is covered by provisions of the Workmen’s 

Compensation Act if any employee suffers an injury or illness as a result of 
his/her employment.  Any employment related injury must be reported 
immediately to the Library Director, but not later than 24 hours after the 
injury. 
 

C. Employees who are injured on the job may be allowed to return to work to 
perform the normal duties of their position provided the Library Director 
receives medical verification that the employee is able to perform all the 
duties and tasks of the employee’s position.  If the employee is unable to 
return to work based on doctor’s verification, the employee shall seek 
disability benefits where appropriate. 
 

D. The Library Board reserves the right to require a further medical verification 
by a doctor of its own choosing at its own expense to determine whether the 
employee is able to return to work and fully perform the duties of his/her 
position. 

 
XII. Holidays 
 
Holidays:  All holidays will be computed at the employee’s regular rate of pay. 
 
A. Management Employees: Management employees shall be granted eight 

(8) hours off with pay for each of the following holidays: 
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 New Year’s Day  Labor Day   Christmas Eve Day  
 Memorial Day  Thanksgiving Day  Christmas Day 

Independence Day  Day after Thanksgiving  New Year’s Eve Day 
 

All management employees shall receive one (1) floating holiday, to be 
used upon the Library Director’s approval, in addition to the above-
enumerated holidays. 

 
B. Full-Time Employees: full-time employees shall be granted pay using 

prorated hours based upon average weekly hours for each of the following 
holidays: 

 
 New Year’s Day  Labor Day   Christmas Day 
 Good Friday Day  Thanksgiving Day  New Year’s Eve Day 
 Memorial Day  Day after Thanksgiving  
 Independence Day  Christmas Eve Day 

 
C. Part-time employees with benefits: part-time employees with benefits shall 

be granted pay using prorated hours based upon average weekly hours for 
each of the following holidays: 

  
 New Year’s Day  Memorial Day   Thanksgiving Day  
 Labor Day   Independence Day  Christmas Day 
 
D. Vacation Time:  If a holiday falls during the employee’s vacation, the 

employee shall use the applicable holiday pay in lieu of vacation hours. 
 

E. Weekend Holiday: If a holiday falls on a Saturday or Sunday, the paid 
holiday shall be observed on the preceding week.  

 
F. Eligibility: To be eligible for holiday pay, an employee must work the 

regularly scheduled workday before and after the holiday unless excused by 
the Library Director.  
 

G. Layoff: Employees who are on layoff are not eligible for holiday pay for 
those holidays occurring during the period of layoff. 
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XIII. Vacation 
A. Management Employees shall be entitled to vacation benefits determined 

annually by the Library Board. 
 

B. Vacation Eligibility – Employees shall be eligible for vacation on January 1st 
of each year following completion of the required years’ service in that 
position, job and/or classification.  Vacation schedule example: third week 
to be taken in the eighth (8) year of employment after completing seven (7) 
years of service.  Except, for the first vacation, which will be determined 
and given with reference to their anniversary date. 
 

C. Full-time employees shall be entitled to annual vacation benefits, prorated 
based upon actual hours worked, as follows:  

  
Vacation Benefit After Completion Of: 

1 Week (prorated hours) 1 Year 
2 Weeks (prorated hours) 2 Years 
3 Weeks (prorated hours) 7 Years     
4 Weeks (prorated hours) 15 Years 
5 Weeks (prorated hours) 20 Years 
6 Weeks (prorated hours) 30 Years 

A week of vacation is defined as  
prorated based upon actual hours worked. 

 
 
D. Part-time employees with shall be eligible for the following vacation, 

prorated based upon actual hours worked, as follows: 
 

Vacation Benefit After Completion Of: 
1 Week (prorated hours) 1 Year 
2 Weeks (prorated hours) 3 Years 
3 Weeks (prorated hours) 7 Years 
4 Weeks (prorated hours) 15 Years 

A week of vacation is defined as  
prorated based upon actual hours worked. 
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E. No Carryover: Vacation shall not be carried over from year to year except in 
extenuating circumstances (e.g. long term illness) which would be approved 
by the Library Board. Unused vacation days shall be forfeited. 
 

F. Severance: In the event an employee resigns or retires from employment 
with the Library Board, any vacation accrued and unused as of the last 
anniversary date, shall not be paid out in a lump sum by the Library Board 
but may be used by the employee as additional paid days off prior to 
termination. 
 

G. Scheduling: The Library Director shall schedule the vacations. Requests for 
vacation will be granted within a job classification or employment status in 
the order of receipt with earliest request given preference. 
 

H. Leave of absence: Any leaves of absence without pay in excess of thirty (30) 
days will reduce vacation eligibility during the following year based upon 
the length of the leave of absence. 
 

I. Increment: Employees shall be allowed to take vacation in less than one 
week increments if prior approval is received from the Library Director. 
 

J. No Waiver: An employee may not waive a vacation and take vacation pay in 
lieu of vacation. 

 
XIV. Sick Leave 
 
A. Benefit and Accumulation: Each management and full-time employee shall 

receive fifteen (15) days of sick leave (120 hours) for each year of 
employment and such leave shall accumulate to ninety days (720 hours). 
Employees shall be eligible to use sick leave after completion of the first 
two (2) months of the qualification period.  An employee may draw upon 
his/her sick leave allowance when due to illness, injury, or medical 
appointments. Sick leave may also be used for care of the employees’ 
immediate family (immediate family is defined as spouse, domestic partner, 
child, stepchild, parent, step-parent, sibling, or any others at the discretion 
of the Library Director or Library Board). 
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B. Part-time employees with benefits: Sick leave is prorated based on actual 
hours worked for each year of employment and such leave shall 
accumulate up to twenty days (100 hours). Part-time employees with 
benefits shall be eligible to use sick leave after completion of the first two 
(2) months of the qualification period. 
 

C. Advance Notice: Sick leave benefits shall begin on the first day of absence 
and continue until the employee returns to work or has used all his/her 
accumulated sick leave. Employees who are sick and therefore are unable 
to report to work or perform their duties shall notify the Library Director, or 
Assistant Director, at least one hundred and twenty (120) minutes before 
the start of the regular workday. Sick leave may be taken in fifteen (15) 
minute increments. 
 

D. Disciplinary Action:  Sick leave is to be used for personal illness, injury, or 
medical appointments and is not to be used for any other purpose.  Sick 
leave may also be used for care of the employees’ immediate family 
(immediate family is defined as spouse, domestic partner, child, stepchild, 
parent, stepparent, sibling, or any others at the discretion of the Library 
Director or Library Board). The Library Director may require a doctor’s 
statement or other evidence of proof of illness including a sick leave 
explanation form, for any absence.  Employees who abuse sick leave 
benefits are subject to immediate dismissal. 
 

E. Sickness during Leave: Employees sick during off days or while on vacation, 
leave of absence, funeral leave, military leave, jury duty, or holidays may 
not claim additional compensation and deduction of such days from their 
sick leave accumulation. 
 

F. Retirement:  Upon retirement from the Library, unused sick leave to a 
maximum of 60 days will be credited to the employee on the basis of 
his/her current salary and may only be used to purchase prepaid health 
insurance. At the time of retirement, the unused accumulated sick leave 
shall be converted to a dollar amount based upon the hourly rate an 
employee was receiving at the time of retirement and shall be held in 
escrow by the Library and used to pay monthly premiums until the escrow 
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account is exhausted, or the employee dies. In order to be eligible for this 
benefit, an employee must meet the following conditions:  

 
1. An employee shall be considered retiring from the employment of the 

Library if the employee retires from employment with the Library, or is 
forced to retire due to medical disability, and applies for Wisconsin 
Retirement System benefits within thirty (30) days of the last day of 
work and is deemed eligible for Wisconsin Retirement System benefits. 

 
2. The employee does not become employed on a full-time basis 

elsewhere. 
 

3. The employee is not eligible for health insurance coverage with a new 
employer. 
 

XV. Funeral Leave 
 
A. In the event of death in the extended family, each management, full-time 

and part-time employee with benefits shall be granted funeral leave with 
pay to attend the funeral. Three (3) days paid leave, the day before, the day 
of burial, and day after the burial, shall be granted. One (1) additional 
consecutive day with pay shall be given if internment takes place outside a 
radius of two hundred (200) miles of the City of Tomahawk. Each employee 
will be granted one (1) day funeral leave with pay to attend the funeral of 
an uncle or aunt of the employee. 
 

B. Extended Family: For the purpose of this Article, “extended family” is 
defined as the employee’s spouse, domestic partner, children, stepchildren, 
parents, stepparents, parent-in-law, siblings, step-sibling, siblings-in-law, 
children-in-law, grandparents, spouse’s grandparents, or any others at the 
discretion of the Library Director or Library Board. 

 
XVI. Retirement Benefit 
 
The Library will follow the guidelines designated under the 2011 Wisconsin Act 
10.  Upon successful completion of the two (2) month qualification period, the 
Library will contribute the employer’s share of the retirement benefit 
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contribution to the State of Wisconsin Retirement System and the employee shall 
contribute his/her share as determined by the Employee Trust Funds (ETF). 
 
XVII. Leaves of Absence 
 
A. Personal Leave: An employee who has completed the two (2) month 

qualification period, upon written application, may in sole discretion of the 
Library Director, be granted a leave of absence for personal reasons not to 
exceed thirty (30) days.  The Library Director shall not be obligated to 
continue contribution for health insurance coverage in effect during any 
month(s) of personal leave. The employee shall be allowed to participate in 
the health/disability/life insurance plan if the employee pays the full cost 
for such premiums. Such personal leave shall be without pay. 
 

B. During a period of a leave of absence without pay in excess of two (2) 
weeks, no benefits shall accrue to an employee. An employee shall be 
allowed to participate in the health, disability/life insurance plan if the 
employee pays the full cost for such participation. 
 

C. Medical Leave: Employees shall be granted a medical leave of absence 
without pay upon presentation of satisfactory demonstration that they are 
medically unable to perform available work with the Library.  Such leave 
shall be in no greater than thirty (30) day increments with extensions of 
thirty (30) days, unless otherwise specified by the Library.  Employees shall, 
at the request of the Library, submit additional medical documentation to 
support the basis for the leave and any extensions thereof.  The total length 
of such leave shall not exceed one (1) year.  The employee may return from 
such leave upon submission of satisfactory proof that he/she is medically 
able to perform available work.  The Library may request the employee to 
undergo an independent medical examination during the leave or at its 
conclusion at the Library Board’s expense.  The employee may, at their 
option, elect to use earned and accumulated sick leave and accrued 
vacation to provide income maintenance during said leave.  The Library 
Board shall continue contributions toward health insurance premiums 
during such time that the employee is receiving compensation, i.e., paid 
sick leave or paid vacation leave.  If said leave is unpaid, the employee shall 
pay the full cost of the premiums for such coverage if they elect to continue 
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under the insurance plan. This Article shall not conflict with the employees’ 
rights as set forth under the State and Federal Family Leave Act (FMLA). 
 

XVIII. Military Leave 
 
A military leave of absence for attendance at duly ordered military school or camps 
for training or because of federal or state declared emergencies shall be considered 
as an approved employee leave of absence and may be obtained through the 
Library Board.  An employee on approved military leave shall continue to receive 
fringe benefits for a maximum of thirty (30) consecutive calendar days.  An 
employee taking military leave shall provide a copy of their orders to the Library 
Board upon request. 
 
XIX. Travel Expense 
 

A. In the event an employee is required to travel outside City limits on Library 
business, the employee shall be reimbursed for meal expenses, taxes and 
tip incurred in accordance with the current state rate.  

B. Expenses for non-employees shall only be allowed with prior approval of 
the Finance Committee for the Library Board. 

C. If an employee/official is in need of a cash advance from the Library to fund 
an out of town trip for Library business, the cash advance request must be 
signed by the President or Vice President of the Library Board and one 
other member of the Finance Committee. 

D. Department Heads who have the use of a City vehicle shall be treated in 
accordance with applicable IRS regulations for compensation and 
treatment of use of City vehicles for private purposes. 

E. Use of a personal vehicle for Library business shall be reimbursed at the 
applicable rate established by the Internal Revenue Service as the 
maximum non-taxable amount allowed for this purpose. 
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XX. Wages 
 
Wages are determined annually by the Library Board. 

 
Wages for 2024 – Starting January 1, 2024 

 
Management: 
Library Director: $54,329.60 /$26.12 per hour 
Assistant Library Director: $ 44,969.60 /$21.62 per hour 
 
Regular Full-Time Employees:  
Cataloger - Youth Librarian: $20.29/ per hour 
Starting Wage: $20.00/per hour  
 
Circulation Clerk II – Outreach: $15.50/per hour 
Starting Wage: $15.00/per hour 
 
Regular Part-Time Employee with benefits: 
Circulation Clerk II – Promotional: $13.00/per hour 
Starting Wage: $13.00/per hour 
 
Part-Time Employee without benefits: 
Circulation Clerk II – Interlibrary Loan: $15.23/ per hour 
Starting Wage: $14.00/ per hour 
 
Circulation Clerk I: $13.44/ per hour 
Starting Wage: $13.00/ per hour 
 
Shelvers:  
Wage: $11.00/per hour 
 
Approved by Library Board 05/15/2023 
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 Receipt of Employee Handbook 

 
The City of Tomahawk Employee Handbook describes important information about the 
City of Tomahawk.  I acknowledge that I have received a copy of the City of Tomahawk’s 
Employee Handbook.  I understand that I should consult my immediate supervisor if I have 
any questions that are not answered in the Handbook. 
I understand and acknowledge that there may be future changes to the information, 
policies and benefits in this Handbook.  I also understand that the City of Tomahawk may 
add new policies to the Employee Handbook as well as replace, change or cancel existing 
policies.  I further understand that no one can make verbal/oral modifications to this 
Handbook nor can it be modified by practice.  I understand that Handbook changes can 
only be authorized in writing by the City Council. 
I understand and acknowledge that the City Handbook is not a contract of employment or 
legal document.  I understand and acknowledge that the Handbook does not alter my 
employment status nor guarantee employment for any definite period of time.  I have 
received the City Handbook and I understand that it is my responsibility to read and follow 
the policies contained in this Handbook and any changes made to it. 
Dated this             day of      .        
 
 
 
Employee Signature            
 
 
 
 
Received in the office of the City Clerk for the City of Tomahawk on                                .        
 
 
        
Clerk/Treasurer, City of Tomahawk 
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