
 
     CITY OF WASHINGTON, ILLINOIS 
Finance and Personnel Agenda Communication 

 

 

 

Meeting Date:  02-15-2021 

 

Prepared By: Kevin Schone – Public Works Director 

 

Agenda Item:  New Employee Requests 

 

Explanation: The Distribution and Collections Department is not completing jetting and 

televising work required under the NPDES Permit as required. The IEPA has also identified 

valve turning that is required yearly to exercise all valves in the City’s system and identify 

any that are not operational. The City has 1315 valves to be turned, over 1600 manholes to be 

inspected and 79 miles of sanitary sewer that needs to be jetted and televised. There are 

simply not enough personnel to complete this work as required, and just recently, after a visit 

from the IEPA, the City was issued a SEV (Single Event Violation). This was due to not 

completing the requirements of the CMOM (Capacity, Management, Operation, 

Maintenance) program.  

 

The CIP has recommended that $215,000 + per year be spent over the next five years to 

complete jetting and televising. It is unknown if this amount will be more or less after the five 

years, however the program of jetting and televising will be ongoing every year whether in-

house or by contract. Adding staff will allow the Distribution and Collections department to 

complete some of this work, but it will be difficult to complete all of it. For this reason, staff 

recommends adding the additional employee to the Distribution and Collections 

Department, as well as utilizing the third employee assigned to the water treatment facility to 

also assist with these projects. 

 

The valve exercising program is approximately $90,000 this year and will be completed by 

contract in the current FY. The valve exercise program moving forward can be completed in-

house with additional personnel and the purchase of a valve turning machine in the 22/23 

budget. The cost of the machine is approximately $35,000. Personnel would be performing 

jetting and televising work in the warmer months, and valve turning in the colder months. 

 

The Water Quality Study is in the CIP and is included in the 21/22 budget for completion. 

The plan to utilize the third employee from the water treatment plant could change any plans 

to be utilized by the Distribution and Collections department should more infield water 

sampling be needed from water treatment personnel to aid in the study.  

 



Staff will have a better idea moving forward of whether one employee is enough once the 

results of the valve turning project is completed with the contract company, the water quality 

study is completed, and as the older pipes get fixed, and maps get corrected, as to how much 

can be completed with the additional employee and utilization of the third employee from 

the water treatment plant. The next year will give us more information to make that 

determination. 

 

In addition to the request for additional help in the Distribution and Collections department, 

staff would also like to make the Cemetery Sexton’s position full-time. By making this 

position full-time we expect to provide the much-needed help in several departments. The 

additional hours gained by making this a full-time position would allow for maintenance and 

custodial work at City Hall, maintenance work at PD, and provide support to the City 

Mechanic. The number of vehicles since the mechanic started with the city has grown to 64 

cars and trucks, 2 backhoes, 2 skid steers, 8 mowers, and numerous other pieces of 

equipment.  In addition, this new full-time position would be required to hold a CDL and be 

available to plow snow. All Sexton responsibilities would continue as they are now with this 

full-time position. 

  

Fiscal Impact:  

 

 
 

Recommendation/ 

Committee Discussion Summary: The work identified above must be done, personnel need 

to be added to complete these tasks.  

Fiscal Impact - Public Works Staffing Recommendations

FY2021-22

Salary Health Ins. Total Water Sewer Streets MERF Cemetery Streets IMRF/SS

New employee - Distr. & Coll. 41,500             22,500             64,000             28,800       28,800       6,400          14,080       

Cemetery Sexton full-time and

   City Hall and Mechanic duties 41,500             22,500             64,000             -              -              12,800       12,800       32,000       6,400       14,080       

      Less:   P-T Cemetery Sexton (27,500)           -                    (27,500)           (27,500)      (6,050)        

14,000             22,500             36,500             -              -              12,800       12,800       4,500          6,400       8,030          

      Total Public Works 55,500             45,000             100,500           28,800       28,800       19,200       12,800       4,500          6,400       22,110       

      Fiscal Impact:

          Water 28,800             

          Sewer 28,800             

         Streets 19,200             

         MERF 12,800             

         Cemetery 4,500               

         Streets 6,400               

100,500           

         IMRF/SS (22%) 22,110             



It is unknown whether the current Sexton will apply for the full-time position or even if he 

would qualify for the new position but he has expressed a desire to return in his current 

capacity. 

There are family dynamics associated with this recommendation as the Cemetery Sexton and 

the city Mechanic are father and son. 

Staff is attempting to be fiscally responsible by utilizing existing positions to complete work 

that needs to be done and recommends adding an additional employee as well as making the 

Sexton’s position full-time. 

 

Action Requested:  Direction to include the requested positions in the FY 21/22 budget and 

move to the City Council for consideration. 
 

 
 
 
  



 

 

Employee Requisition Form 
 

 
 
 

Open positions are not automatically approved and must be reviewed by the administration before the position can be 
posted. This form will assist the hiring manager in explaining why it is necessary to fill the position. To post a job 
opening, the Department Head/Manager must (1) complete this form (2) attach an updated job description and 
organizational chart (3) obtain the necessary signatures (4) return the completed form, job description, organizational 
chart and any requested information to the Human Resources Supervisor. 

 

Request Date      02-15-2021 Date New Hire Needed       May 1, 2021 
 

Job Title            Distribution and Collections Laborer Department       Distribution and Collections 
 

Manager            Brian Rittenhouse Phone Number  309-201-2781 
 
 

Status X FT PT X Regular Temp Exempt X Non-Exempt 
 

 
Schedule X Monday - Friday X Weekends X Holidays X On call 

 

                              X   12-hour shifts X Alternative X Rotating shifts 
 

 
Position Replacement - list employee's name X New staff - attach written justification 

(Need Council's approval) 
 

Is this an additional staff member of an existing position? 
                              X    Yes If so, please attach a copy of the job description. 

Please identify the need to expand the number of employees providing this job function. Include the proposed funding 
sources (General Fund, Utility Fund, Grant, other). Will this position reduce any other costs to the City? (Overtime, 
reliance on contracted or other agreements, etc.). Has the City Council considered this expanded level in the past 5 years? 

No Please provide a description of the job indicating what makes this job different than 
an existing employee, the reason the position is necessary and the proposed funding sources (General Fund, Utility Fund, 
Grant, other). Will this position reduce any other costs to the City? (Overtime, reliance on contracted or other agreements, 
etc.) Has the City Council considered this expanded level in the past 5 years? 

 
Is this position included in your budget?     X  Yes No GL Account for position 

 
 

  Kevin Schone                                                                          02-15-2021 
Requestor Date 

 

Approvals 
 
 
 

Human Resource Supervisor Date 
 
 
 

City Administrator Date 
 
 

Decision: Approved Not Approved 
 

Position to be posted: Internally Externally 

On Hold - Resubmit in weeks 



 

 

Employee Requisition Form 
 

 
 
 

Open positions are not automatically approved and must be reviewed by the administration before the position can be 
posted. This form will assist the hiring manager in explaining why it is necessary to fill the position. To post a job 
opening, the Department Head/Manager must (1) complete this form (2) attach an updated job description and 
organizational chart (3) obtain the necessary signatures (4) return the completed form, job description, organizational 
chart and any requested information to the Human Resources Supervisor. 

 

Request Date     02-15-2021 Date New Hire Needed       May 1, 2021 
 

Job Title            Laborer – Cemetery – City Hall – PD – PW’s Department        Public Works 
 

Manager            Kevin Schone Phone Number   309-712-9253 
 
 

Status X FT PT X Regular Temp Exempt X Non-Exempt 
 

 
Schedule X Monday - Friday X Weekends X Holidays X On call 

 

                              X12-hour shifts X Alternative X Rotating shifts 
 

 
Position X Replacement - list employee's name New staff - attach written justification Charlie Baker 

                              Charlie Baker                                                                    (Need Council's approval) 
 

Is this an additional staff member of an existing position? 
Yes If so, please attach a copy of the job description. 

Please identify the need to expand the number of employees providing this job function. Include the proposed funding 
sources (General Fund, Utility Fund, Grant, other). Will this position reduce any other costs to the City? (Overtime, 
reliance on contracted or other agreements, etc.). Has the City Council considered this expanded level in the past 5 years? 

                              X     No Please provide a description of the job indicating what makes this job different than 
an existing employee, the reason the position is necessary and the proposed funding sources (General Fund, Utility Fund, 
Grant, other). Will this position reduce any other costs to the City? (Overtime, reliance on contracted or other agreements, 
etc.) Has the City Council considered this expanded level in the past 5 years? 

 
Is this position included in your budget?     X Yes No GL Account for position 

 
 

  Kevin Schone 02-15-2021 
Requestor Date 

 

Approvals 
 
 
 

Human Resource Supervisor Date 
 
 
 

City Administrator Date 
 
 

Decision: Approved Not Approved 
 

Position to be posted: Internally Externally 

On Hold - Resubmit in weeks 










