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AGENDA OF THE WATER COMMISSION

MONDAY, MAY 10, 2021, 8:30 AM
GREEN BAY WATER UTILITY

631 S Adams St

A. Roll Call
  

B. Approval of the Agenda
  

C. Approval of Minutes
  

 1. Approval of Commission Meeting Minutes of April 12, 2021
   

D. Regular Business
  

 1. Approval of Hours of Work Policy
   

 2. Financial Report - March 2021
   

E. Informational
  

 1. General Manager Update
   

F. Adjournment
  

 1. Motion to Adjourn
   

G. Zoom Information
  

 

1. Join Zoom Meeting

https://zoom.us/j/98284055918?pwd=eHBxaWkvN1J2a3N0RERUWkRsNjVkUT09

Meeting ID: 982 8405 5918
Passcode: 385002

One tap mobile
+13126266799,,98284055918#,,,,*385002# US (Chicago)

https://zoom.us/j/98284055918?pwd=eHBxaWkvN1J2a3N0RERUWkRsNjVkUT09
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+19292056099,,98284055918#,,,,*385002# US (New York)

Dial by your location
+1 312 626 6799 US (Chicago)
+1 929 205 6099 US (New York)
+1 301 715 8592 US (Washington DC)
+1 346 248 7799 US (Houston)
+1 669 900 6833 US (San Jose)
+1 253 215 8782 US (Tacoma)

Meeting ID: 982 8405 5918
Passcode: 385002

Find your local number: https://zoom.us/u/afEVof5c6
   

1) ACCESSIBILITY:  Any person wishing to attend who requires special accommodation because of a disability, 
should contact the City Safety Manager at 920-448-3125 at least 48 hours before the scheduled meeting time so 
that arrangements can be made.

2) QUORUM:  Please take notice that a majority or quorum of the Common Council may attend this Water 
Commission meeting and will constitute a meeting of the Common Council for purposes of discussion and 
information gathering relative to this agenda.

3) REPRESENTATION:  The party requesting the communication, or their representative, should be present at this 
meeting.

https://zoom.us/u/afEVof5c6


MINUTES OF THE WATER COMMISSION

MONDAY, APRIL 12, 2021, 8:30 AM
GREEN BAY WATER UTILITY

631 S Adams St

A. ROLL CALL.
 

Commissioners Present:  John Heugel, Tom Karman, Elizabeth Wheat, Doug Martin, Jamie Wall, 
Jacque Boyle, Kathryn Hasselblad-Pascale
Excused:  Kathy Lefebvre
Other:  Attorney William Vande Castle
Utility Staff:  Nancy Quirk, P.E., Jessica Cortes, Russ Hardwick, Kristin Romanowicz, P.E., Stephanie 
Rogers, Brian Powell, P.E., Andrea Hay
 

B. APPROVAL OF THE AGENDA.
 

Motion by Martin, second by Karman to approve agenda as presented. Passed unanimously.
 

C. APPROVAL OF MINUTES.
 

 

1. Approval of Commission Meeting Minutes of March 8, 2021
 

Motion by Hasselblad-Pascale, second by Martin to approve minutes as presented. Passed 
unanimously.
 

D. REGULAR BUSINESS.
 

 



1. Financial Report - December 2020 & February 2021
 

Business Manager Rogers reviewed financial reports from December 2020 and February 2021. 
Financials are within expectations. No substantive issue of concern was identified. Motion by 
Hasselblad-Pascale, second by Martin to receive financials and place on file. Passed unanimously.
 

E. INFORMATIONAL.
 

 

1. Safety Report
 

Human Resources Coordinator Cortes presented an overview of the 2021 Quarter 1 workers 
compensation related and illness report for Green Bay Water Utility.
 

2. Strategic Plan Update - Quarter 1
 

General Manager Quirk presented an update of the Strategic Goals completed during Quarter One.
 

3. Building Remodel Update
 

Engineering Services Supervisor, Kristin Romanowicz, P.E., updated the Water Commission on the 
building remodel project.
 



4. General Manager Update
 

 Talked with Tom Sigmund on the potential of us adding a very small amount of phosphorus.  
Russ, our Water Quality Manager, has contacted their water quality manager and will keep 
in contact throughout our pilot program.

 Unaccounted for Water Higher this Year for PSC Report.  What we have been doing:

Additional meter testing.
Investigating increased water usage in John Street (central city) pressure zone.
Testing all our river crossings for leaks.
Starting the leak correlation for the new data received from the 2021 Satellite imagery.

 Annual Flushing Starting this Week

 COVID and Vaccinations

 Lead and Copper Regulatory Sampling in Progress

 Private Galvanized Service Replacement Safe Drinking Water Loan Program Financing 
Update

 Private Galvanized Inventory Progress

 Tyler Munis Accounting Software Implementation Progress

 NorthStar (billing software) software update complete by end of April

 Senator Tammy Baldwin Zoom Meeting

 Working on Policies and Procedures

Work Hours Policy Update
Orientation of New Water Commissioners Procedure
Fire Emergency Procedures

 Looking into developing a Conservation Program for Green Bay Water Utility
 

F. ADJOURNMENT.
 

 

1. Motion to Adjourn
 

Motion to adjourn by Wall, seconded by Martin. Motion passed unanimously.
 



G. ZOOM INFORMATION
 

Join Zoom Meeting 
https://zoom.us/j/98284055918?pwd=eHBxaWkvN1J2a3N0RERUWkRsNjVkUT09 

Meeting ID: 982 8405 5918 
Passcode: 385002

One tap mobile 
+13126266799,,98284055918#,,,,*385002# US (Chicago) 
+19292056099,,98284055918#,,,,*385002# US (New York) 

Dial by your location 
        +1 312 626 6799 US (Chicago) 
        +1 929 205 6099 US (New York) 
        +1 301 715 8592 US (Washington DC) 
        +1 346 248 7799 US (Houston) 
        +1 669 900 6833 US (San Jose) 
        +1 253 215 8782 US (Tacoma)

Meeting ID: 982 8405 5918 
Passcode: 385002

Find your local number: https://zoom.us/u/afEVof5c6
 

https://zoom.us/j/98284055918?pwd=eHBxaWkvN1J2a3N0RERUWkRsNjVkUT09
https://zoom.us/u/afEVof5c6


 
Green Bay Water Utility       
MEMORANDUM 

 
 

 
 
 

DATE: May 4, 2021 
 
TO:  Green Bay Water Commissioners 
 
FROM:  Jessica Cortes  
 
RE:  Approve updates to the Employee Handbook: Chapter 9, Section 1, Hours of Work  
 
 
Utility management initiated an update to Chapter 9, Section 1 of our Employee handbook to be 
consistent for all our employees.   
 
The recommended updates include: 

• Updating summer work schedule to accurately reflect hours worked by departments.   
• Adding language stating employees are prohibited from using compensatory time within the 

same workweek as earning compensatory time.   
• Updating actual hours work to include compensatory time to be counted towards overtime, 

which is how we are currently paying our employees and to be consistent with City Hall’s policy.  
• Removing the language stating the General Manager may authorize compensatory time to be 

counted towards overtime.  We are not currently following this practice.   

 
Managers and supervisors worked collaboratively to create the revised document you have before you.  
These changes were also reviewed by our labor attorney, Kyle Guyla. 
 
We ask that you approve these updates. 
 
 
 

 



 

CHAPTER 9 
 

HOURS OF WORK 
 
Section 1 HOURS OF WORK.   
 

A. Work Week.  The normal work week for regular full-time employees is forty hours. 
 

B. Work Day.  The normal workday for most regular full-time employees begins 
between 6:00 and 8:00 AM and ends between 2:30 and 6:00 PM with at least a 
one-half hour lunch period.  For Filter Plant Operators, the normal workday during 
the week is an 8-hour shift and the normal workday during the weekend* is a 12-
hour shift.  The weekend is considered Saturday and Sunday.  Non-exempt 
employees lunch breaks are listed below in section B.  normally work eight hours 
with a one-hour or half-hour unpaid lunch.  Exempt employees are allowed 
flexibility in scheduling their workday; please see Section 4 Flexible Time. 

 
 *Weekend is considered Saturday and Sunday.  
 
 
Summer Work Schedule. The core hours for the Utility during the summer are:  

A. Distribution, Meter & Cross Connections, Pumping Mechanic & Electricians, Filter 
Plant Technicians: 6:30am – 3:30pm Monday – Thursday and 6:30am – 10:30am 
on Friday. Front Office: 7:30am – 5:00pm Monday through Thursday and 7:30am 
– 11:30am on Fridays, 7:30 a.m. to 5:00 p.m. (with a 30 minute lunch) Monday 
through Thursday and 7:30 a.m. to 11:30 am on Fridays, except for established 
holidays. For security purposes and to ensure compliance with wage and hour 
laws, nonexempt Utility employees are not permitted to work in Utility office after 
11:30am on Fridays unless it is approved by the employee’s dDepartment hHead 
or designee. and the Human Resources department. Summer schedules for 
seasonal, part-time, and operational employees will be determined by the 
department head. Staffing needs and operational demands may necessitate 
variations in starting and ending times, days of the week worked, as well as 
variations in the total hours that may be scheduled each day and week. The Utility 
reserves the right to modify work hours as the needs of the utility required and 
without added compensation unless required by law (FLSA overtime). 

 
 

B. Work Breaks.  Regular full-time employees working in offices may leave their 
place of work and return 15 minutes later for two "work breaks" in a normal full 
work day, one midway in near the middle of the morning work period hours and 
the secondone  midway in the afternoon work period.  Regular full-time 
employees not working in offices (example, performing "field work") are allowed 
two "work breaks."  Work breaks not taken are lostwill not be compensated and 
cannot be accumulated or used to extend lunch periods or shorten the work 
dayworkday.  Work breaks do not count as overtime. The 15 minute work break 
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time does include travel time. Non-exempt office employees who normally work 
8 hours will have a 60 minute or 30 minute unpaid lunch break.  

 
C. General Overtime Rules for Nonexempt Employees.   

 
1. Overtime Compensation.  Employees who are not exempt from the 

Fair Labor Standards Act shall receive overtime compensation at the 
rate of time and one-half their regular hourly rate for all hours actually 
worked in excess of 40 hours per week. Vacation, personal days, 
designated holiday time, sick leave, funeral leave, jury duty leave, and 
paid military leave will be considered actual hours worked solely for the 
purposes of determining eligibility for overtime. In very limited 
circumstances on specific days designated by the General Manager, 
the General Manager may authorize compensatory time used on those 
days to be counted as actual hours worked for purposes of determining 
eligibility for overtime.  

 
For overtime earned from January 1 through November 30 of each 
calendar year, this compensation may be in the form of FLSA 
compensatory time or other compensatory time under the FLSA, as 
set forth by law. Compensatory time accrued by non-exempt 
employees, regardless of whether classified as FLSA compensatory 
time or other compensatory time, shall accumulate to a maximum of 
80 hours during the course of the year. Non-exempt employees are 
prohibited from using compensatory time within the same workweek it 
is earned, as compensatory time does not accrue until the completion 
of the workweek in which it is earned. The first date compensatory time 
can be used is the first day of the workweek immediately following the 
workweek in which the compensatory time was earned (i.e., 
compensatory time can be used within the same pay period it is earned 
and thereafter, but not the same workweek it is earned). Non-exempt 
employees are not permitted to accrue or use compensatory time 
between December 1 and December 31. Non-exempt employees that 
work in excess of 40 hours in a workweek between December 1 and 
December 31 will be compensated at time and one-half their regular 
rate of pay. Any compensatory time earned between January 1 and 
November 30, and not used by November 30, will be automatically paid 
out in December of that year. Employees are not permitted to request 
a payout of compensatory time; instead, unused compensatory time 
will be paid out only on one of the last pay dates of the calendar year 
in which the compensatory time was earned. The Utility reserves the 
right to payout compensatory time at any time or to limit or not permit 
the accrual of compensatory time in any form. 

 
2. Actual Hours Worked.  Vacation, personal days, designated holiday 

time, sick leave, funeral leave, jury duty leave, compensatory time, and 
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paid military leave will be considered actual hours worked solely for the 
purposes of determining eligibility for overtime.   In very limited 
circumstances on specific days designated by the General Manager, 
the General Manager may authorize compensatory time used on those 
days to be counted as actual hours worked for purposes of determining 
eligibility for overtime.  

 
3. Overtime hours must be approved by a Manager.  Causing overtime 

or failure to obtain management approval and working overtime may 
result in discipline up to and including discharge.   

 
4. With authorization, when an employee is called in and works more 

than seven hours outside of normal work hours or if the employee 
works past 5:30 PM outside of regular weekday hours, then the 
employee may be eligible for meal reimbursement of $10.00.  Filter 
Plant employees are exempt from meal reimbursement. 
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CHAPTER 9 
 

HOURS OF WORK 
 
Section 1 HOURS OF WORK.   
 

A. Work Week.  The normal work week for regular full-time employees is forty hours. 
 

B. Workday.  The normal workday for most regular full-time employees begins 
between 6:00 and 8:00 AM and ends between 2:30 and 6:00 PM with at least a 
one-half hour lunch period.  For Filter Plant Operators, the normal workday during 
the week is an 8-hour shift and the normal workday during the weekend* is a 12-
hour shift.  Non-exempt employees lunch breaks are listed below in section B.  
Exempt employees are allowed flexibility in scheduling their workday; please see 
Section 4 Flexible Time. 

 
 *Weekend is considered Saturday and Sunday.  
 
Summer Work Schedule. The core hours for the Utility during the summer are:  
 

A. Distribution, Meter & Cross Connections, Pumping Mechanic & Electricians, Filter 
Plant Technicians: 6:30am – 3:30pm Monday – Thursday and 6:30am – 10:30am 
on Friday. Front Office: 7:30am – 5:00pm Monday through Thursday and 7:30am 
– 11:30am on Fridays, except for established holidays. For security purposes and 
to ensure compliance with wage and hour laws, nonexempt Utility employees are 
not permitted to work in the Utility office after 11:30am on Fridays unless it is 
approved by the employee’s department head or designee. Summer schedules 
for seasonal, part-time, and operational employees will be determined by the 
department head. Staffing needs and operational demands may necessitate 
variations in starting and ending times, days of the week worked, as well as 
variations in the total hours that may be scheduled each day and week. The Utility 
reserves the right to modify work hours as the needs of the utility required and 
without added compensation unless required by law (FLSA overtime). 

 
B. Work Breaks.  Regular full-time employees working in offices may leave their 

place of work and return 15 minutes later for two "work breaks" in a normal full 
workday, one midway in the morning work period and the second midway in the 
afternoon work period.  Regular full-time employees not working in offices 
(example, performing "field work") are allowed two "work breaks."  Work breaks 
not taken will not be compensated and cannot be accumulated or used to extend 
lunch periods or shorten the workday. The 15-minute work break time does 
include travel time. Non-exempt office employees who normally work 8 hours will 
have a 60 minute or 30 minute unpaid lunch break.  

 
  



 

C. General Overtime Rules for Nonexempt Employees.   
 

1. Overtime Compensation.  Employees who are not exempt from the Fair 
Labor Standards Act shall receive overtime compensation at the rate of 
time and one-half their regular hourly rate for all hours actually worked in 
excess of 40 hours per week.    
 
For overtime earned from January 1 through November 30 of each 
calendar year, this compensation may be in the form of FLSA 
compensatory time or other compensatory time under the FLSA, as set 
forth by law. Compensatory time accrued by non-exempt employees, 
regardless of whether classified as FLSA compensatory time or other 
compensatory time, shall accumulate to a maximum of 80 hours during 
the course of the year. Non-exempt employees are prohibited from using 
compensatory time within the same workweek it is earned, as 
compensatory time does not accrue until the completion of the workweek 
in which it is earned. The first date compensatory time can be used is the 
first day of the workweek immediately following the workweek in which the 
compensatory time was earned (i.e., compensatory time can be used 
within the same pay period it is earned and thereafter, but not the same 
workweek it is earned). Non-exempt employees are not permitted to 
accrue or use compensatory time between December 1 and December 
31. Non-exempt employees that work in excess of 40 hours in a workweek 
between December 1 and December 31 will be compensated at time and 
one-half their regular rate of pay. Any compensatory time earned between 
January 1 and November 30, and not used by November 30, will be 
automatically paid out in December of that year. Employees are not 
permitted to request a payout of compensatory time; instead, unused 
compensatory time will be paid out only on one of the last pay dates of the 
calendar year in which the compensatory time was earned. The Utility 
reserves the right to payout compensatory time at any time or to limit or 
not permit the accrual of compensatory time in any form. 

 
2. Actual Hours Worked.  Vacation, personal days, designated holiday time, 

sick leave, funeral leave, jury duty leave, compensatory time, and paid 
military leave will be considered actual hours worked solely for the 
purposes of determining eligibility for overtime  

 
3. Overtime hours must be approved by a Manager.  Causing overtime or 

failure to obtain management approval and working overtime may result 
in discipline up to and including discharge.   

 
4. With authorization, when an employee is called in and works more than 

seven hours outside of normal work hours or if the employee works past 
5:30 PM outside of regular weekday hours, then the employee may be 
eligible for meal reimbursement of $10.00.  Filter Plant employees are 
exempt from meal reimbursement. 
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