


Baraboo Police Department

SUBJECT: Position Description, Chief of Police

POLICY NO.: 6-101 EFECTIVE DATE: April 24,2007
REVISED: April 24, 2007 SUPERCEDES: November 25, 2003
REVIEWED:

COMMON COUNCIL APPROVAL: April 24, 2007

GRADE: 18

REPORTS TO: Mayor, Police and Fire Commission, and City Administrator

General Purpose:

Performs responsible administrative and supervisory police work directing all activities and
employees of the Baraboo Police Department.

Supervision Received:

Appointed by the Police and Fire Commission. Supervised by the Mayor and operates under
policies established by the City Council. Reports to the Mayor, City Council and the Police and
Fire Commission. Works with the City Administrator. Funded by the City Council.

Supervision Exercised:

The work performed in this position involves responsibility for directing all police functions of
the City.

Essential Duties and Responsibilities:

The Chief of Police is responsible for the supervision of the Police Department with the
support and cooperation of the Mayor, the City Council and the Police and Fire Commission within
the guidelines of Section 62.13 of the Wisconsin Statutes. The Police Chief is responsible for:

1. Managing, consulting with, and guiding subordinates of the Police Department to meet the
departmental goals established by the Police Chief, Mayor, Common Council, and City
Administrator;

2. Promoting teamwork, productivity, strength, morale; observing general attitudes toward

policies and procedures, unity of purpose, discipline, diligence, chain of command, interest,

. alertness, enthusiasm, punctuality and health of the employees; discovering existing

weaknesses or inefficiencies, fixing responsibility when possible, and taking corrective
action.

Addressing all personnel needs and scheduling,

Developing the department budget.

5. Hiring, promoting, and disciplining subordinates. These responsibilities are handled in
conjunction with the Police and Fire Commission under Section 62.13 of the Wisconsin
Statutes.
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6.

7.
8.

Supervising the Communications and Records Division, Patrol Division, and Departmental
Services Division. Each respective Division supervisor is responsible to the Chief of Police.
Overseeing all general departmental training programs.

Developing and implementing Department Policies and Procedures and Rules and
Regulations.

9. Providing the short-range and long-range plans and goals for the Department.

10.

11.
12.
13.
14.
15.
16.
17.

18.

19.
20.

21.

22.

Attending, as departmental representative, Police and Fire Commission meetings, Common
Council meetings, union negotiations, Council Committee meetings, or other meetings to
which assignment and notification have been made. Assigning a police department
subordinate to appear as a representative of the department when the chief is not able to
attend.

Providing for crime prevention and public relations programs for the Police Department.
Administering the collective bargaining union contract

Developing and maintaining all departmental personnel files

Ensuring the proficiency, efficiency, and general maintenance of departmental equipment.
Representing the Police Department in any claims against the Department.

Providing for the health and safety of the employees of the Police Department.
Representing the Police Department at public speaking engagements when requested and
when scheduling permits.

Maintaining the proficiency of Police Chief and subordinates in modern police principles,
concepts, problems, methods, and practices.

Maintaining and directing the preparation of all necessary police records and reports.
Preparing, maintaining, and presenting of all grants relating to personnel, equipment,
programs, or funding as related to the Police Department.

Providing overall direction and supervision of large city events, as assigned, relating to the
Police Department.

Accomplishing other duties as necessary.

Desired Minimum Qualifications:

Graduate of a college or university with a degree in a law enforcement or public
administration related field and extensive experience in a variety of police functions
including supervisory duties; or any combination of training and experience that provides
the required knowledge, skills, and abilities.

Possession of a valid Wisconsin driver’s license.

Must meet the requirements of the State of Wisconsin Law Enforcement Standards Board
and be able to be certified as a law enforcement officer.

Extensive prior employment as a law enforcement officer with a minimum of four years of
senior police supervisory experience.
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Necessary Knowledge, Skills, and Abilities:

Knowledge of the principles and practices of police administration;
Knowledge of the rules and regulations of the Police Department;
Knowledge of criminal justice, organization, and operation as applied to field patrol
activity, crime prevention, traffic patrol and safety, criminal investigation, and the various
functional services utilized in police operations.

e Ability to establish and maintain effective working relationships with other city employees
and with the public;

e Ability to prepare and supervise the preparation of clear, accurate, and comprehensive
recommendations and reports;

¢ Working knowledge of computers and electronic data processing, including the Microsoft
Suite of programs (Word, Excel, Access, etc.), modern office practices and procedures,
police payroll processing and related reports.
Knowledge of Wisconsin State Statutes.
Ability to effectively meet and deal with the public, communicate effectively verbally and
in writing; follow oral and written instructions, meet deadlines, attend night meetings when
assigned, work under pressure and/or with frequent interruptions, and handle stressful
situations.

e Must have a command of the English language, reading, spelling, mathematics, vocabulary,
modern business practices and procedures skills essential to the position.

Tools and Equipment Used:

¢ Telephone, personal computer, copy machine, fax machine, laser printer, calculator, two-
way radio, cell phone, pager, Microsoft Office, and various other small general office
equipment.

o Ability to use various weapons and to qualify within department standards on weapons
issued by the department.

Physical Demands;

o The Chief of Police must have the physical agility and strength necessary to perform the job
safely and effectively. These variables are measured by tests performed during training and
recertification. The Chief must have the strength and dexterity to be able to safely and
effectively operate a firearm. This is tested under separate firearm operation regulations.

e The Chief of Police must have distant visual acuity of at least 20/40 in each eye without

corrective lenses or visual acuity separately corrected to 20/40 or better with corrective
lenses, distant binocular acuity of at least 20/40 in both eyes with or without corrective
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lenses, field of vision of at least 70 degrees in the horizontal meridian in each eye, and the
ability to recognize the colors of traffic signals and devices showing standard red, green,
and amber.

e The Chief of Police must first perceive a forced whisper in the better ear at not less than 5
feet with or without the use of a hearing aid, or does not have an average hearing loss in the
better ear greater than 40 decibels at 500 Hz, 1,000 Hz, and 2,000 Hz with or without a hearing
aid based on a test by an audiometric device.

Work Environment:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is moderate. Work in the field; however, can be noisy
due to traffic and crowds and other public safety equipment and/or vehicles at the scene of an
accident or crime.

Selection Guidelines:

Formal application, rating of education and experience, oral interview, reference check, and
job related tests may be required.

This description has been prepared to indicate the kinds of tasks and levels of work difficulty
required by this position. It is not intended as a complete list of specific duties and responsibilities.
It also is not intended to limit or modify the right of the Mayor and City Council to assign, direct,
and control the work of employees in the position.
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INSTRUCTIONS:

To be filled out by the applicant only. If you are physically
unable to fill out this application, you may request reasonable
accommodations in completing the form. Answer all questions.
Print neatly and accurately. Attach supplements if necessary.
Exclude any reference that may reveal or tend to reveal your
race, color, religion, national origin, creed, age, marital status,
sex, sexual orientation or disability.

Incomplete applications MAY NOT BE CONSIDERED.

If resume is submitted, DO NOT write “see resume”.

DATE and SIGN this application.

Please list a minimum of ten years’ prior experience and education.

You are not required to furnish any information, which is prohibited by federal,
state or local law.

EMPLOYMENT APPLICATION City of Baraboo, Wisconsin
135 4™ Street, Baraboo, WI 53913

GENERAL INFORMATION
Name:

Last First Middle
Address:

Street Number and Name City State Zip Code
Home Phone: () Best time to call or leave message:
E-Mail Address: Cell Phone:
Are you at least 18 years old? 0 Yes 0 No Your employment will be subject to

verification that you meet state and federal minimum age requirements for the type of work that you are applying
for and have a valid work permit.

Position Desired: 0 Full-Time (O Part-Time (0 Summer

If Part-Time or Summer, state days and hours your are available:

Date Application Completed: Date Available for Work:

Have you ever applied for a job with the City of Baraboo before? DYes [ No

If Yes, please state month and year of application:

Have you ever been employed by the City of Baraboo before? O Yes [ No

If Yes, in what department, when, and in what job:

How did you learn of this job opportunity? [1 Advertisement [ Friend O Other:

Are you a U.S. Citizen? O Yes [0 No
Are you legally eligible for employment in the US? 0O Yes 0O No

(Employment eligibility verification will be required after employment.)



BACKGROUND

THIS SECTION MUST BE COMPLETED! Please list ALL instances in which you were convicted as an ADULT
for crimes (misdemeanors or felonies), ordinance violations, traffic violations and the like. Also, please list all criminal
charges (misdemeanors or felonies) currently pending against you. Failure to include all information requested under
this section may result in denial of employment.

Please check o0 Yesor o No If Yes, please explain below (you may attach another sheet if necessary).
Approximate dates may be listed:

Date Location Charge Court Disposition of Case

NOTE: A4 conviction record or pending arrest record does not constitute an automatic bar to employment and will be
considered only if there is a substantial relationship to the circumstances of the particular position or if the employer
deems there is a bona fide occupational qualification inherent in the position which requires this information prior to
hiring.

EDUCATION INFORMATION
# of
School Name, Years
City, State Completed Course of Study Degree Obtained

High School

College

Graduate
School

Vocational, Business,
or Trade School

List any honors, activities, volunteer experiences, etc. (You need not include information which may indicate race,
religion, national origin, sex, age or disability).

List any additional qualifications, skills, or other pertinent information applying to your application or to your ability to
perform the job for which you are applying. (Use reverse side if more space is needed.)
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WORK OR EDUCATION RELATED REFERENCES

Work or education related (c.g., former employers, supervisors, co-workers, school faculty). No relatives/significant others.

Name Address (Including City, State & Zip) Phone Relationship Years Known
1.

2.

3.

EMPLOYMENT HISTORY

IMPORTANT: You must complete the employment sections of this application. Use additional sheets if necessary. You may attach a resume
to further explain your qualifications. Please list a minimum of prior ten years’ experience and education.

Are you currently unemploved? o No o Yes, since

List any time periods of past unemployed status:

EMPLOYMENT SECTION: (Please start with your most recent position — include military service)

From (month & year) Title of your PRESENT/MOST RECENT position: PRIMARY DUTIES:
To (month & year) Employer’s Name (Company Name) Phone Number

Hours each week: Address:

Full time o Name and title of supervisor:

Part time 0
Temporary o

Starting salary ' If cutrently employed, may we Reason for leaving or
(indicate yearly, contact that employer? considering change:
monthly or hourly): 00 yes O no, not at this time

Present salary Number of employees you Were you involuntarily
(indicate yearly, supervise: discharged? o yes o no
monthly or hourly):
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EMPLOYMENT SECTION: (CONTINUED)

From (month & year) Title of position held: PRIMARY DUTIES:
To (month & year) Employer’s Name (Company Name) Phone Number

Hours each week: Address:

Full time o Name and title of supervisor:

Part time u]

Temporary O

Starting salary Number of employees you Were you involuntarily

(indicate yearly, supervised: discharged? o yes @ no

monthly or hourly):

Present salary Reason for leaving:

(indicate yearly,

monthly or hourly):

From (month & year) Title of position held: PRIMARY DUTIES:
To (month & year) Employer’s Name (Company Name) Phone Number

Hours each week:

Address:

Full time w]
Part time O
Temporary O

Name and title of supervisor:

Starting salary
(indicate yearly,
monthly or hourly):

Number of employees you
supervised:

Were you involuntarily
discharged? o yes o no

Present salary
(indicate yearly,
monthly or hourly):

Reason for leaving:

OTHER EXPERIENCE

(Include volunteer experience, internships, and/or jobs, not included in the employment section.)

Company Name/Location Job Title Dates Employed (month/year) Annual salary Full or part-time
From: To:
From: To:

Please explain any gaps in

employment:

Please use a separate sheet of paper for additional employers
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AUTHORIZATION AND CERTIFICATION

Applicant Name

Please read and initial each of the following statements. If you have a question regarding any of these statements, ask a Human Resources
representative prior to initialing and signing the application. Your initials and signature verify that you have read, understand and agree to abide
by these statements.

Initial:

I authorize any person contacted to provide the City of Baraboo any and all information regarding my employment, education and
other information concerning any of the subjects covered by the application which may include, but not be limited to, application of
employment, performance evaluations, work records, excluding workers compensation if any, wage rates, supervisors’ comments,
results of any and all non-medical tests, disciplinary reports or letters, and complaints or allegations regarding any misconduct. I
agree to exccute release authorization forms as required by the City of Baraboo to request employment records from my present and/or
former employer(s). I release and hold harmless the City of Baraboo, their officers, agents and employees, and the person (s)
providing the information from any liability related to the providing of this information.

Initial:

Tunderstand that after receiving a conditional offer of employment I may be required to successfully pass pre-employment and post-
employment exams to gain employment or continue employment with the City of Baraboo. I consent freely and voluntarily to
participate in required drug tests and/or a pre-employment physical exam at a location selected by the City of Baraboo, and consent to
the release of the test results to the City of Baraboo, I hereby release and hold harmless the City of Baraboo, their officers, agents
and employees, and the laboratory, their employees, agents and contractors from any liability whatsoever, arising from the drug tests
and/or a pre-employment exam and decisions concerning employment based upon the results of the tests.

Initial:

[ authorize the City of Baraboo, its officers, agents, and employees to conduct a background criminal check and a check with the
Department of Transportation prior to making a decision regarding employment. I release and hold harmless the City of Baraboo,
their officers, agents, and employees and the person(s) providing the information from any liability related to the performance or result
of this check. Irecognize that this information will be considered by the City of Baraboo only if it substantially relates to the position
applied for.

Initial:

Ifaccepted for employment, T agree that my status as an employee depends upon my successful performance. [understand that just as
'am free to resign at any time, the City of Baraboo reserves the right to terminate my employment at any time. All employees not
covered by a collective bargaining agreement are considered at-will employees.

Initial:

Lagree to use such personal protective equipment and devices as may be required by the City of Baraboo and to comply with safety
rules and requirements. Tn addition, I understand that the City of Baraboo maintains a workplace free from drugs, harassment and
violence.

Initial:

I understand that nothing contained in the application or any employee handbook, the granting of an interview, or an offer/acceptance
of employment constitutes an employment contract. I understand that no representative of the City of Baraboo has the authority to
make any assurances to the contrary.

Thereby certify that all statements made on or in connection with my application are true, complete and correct to the best of my knowledge and belief, I understand
and agree that any misstatements or omissions of material fact subject me to disqualification or, if hired, dismissal.

Notioe — Wisconsin Open Records Law: Under Section 19.36(7) of Wisconsin Statutes, the names of the “Final Candidates” must be open to public inspection. The
statute also provides that if an applicant does not want his/her name revealed prior to being a “Final Candidate” they can do so by making a separate request in
writing, !

The City of Baraboo is committed to the equality of opportunity for all people. It is the policy of the City of Baraboo to provide equal employment opportunities for
all individuals on the basis of their skills, abilities and qualifications, without regard to race, color, national origin, religion, political affiliation, sex, age, disability,
marital status, arrest or conviction record, sexual orientation, disabled veteran or covered veteran status, membership in the National Guard or any other reserve
component of the United States or State military forces, use or nonuse of lawful products off the employer’s premises during non-working hours, or any other non-
merit factors, except where such factors constitute a bona fide occupational qualification.

Applicant’s Signature Date

P:\Administration\Personnel\Police Chief Recruitment 2010\Employment Application form.doc




Employment Application Form Supplement
Positions Requiring a Commercial Driver's License

Do you possess a valid Commercial Driver’s License? o Yes 0 No Type/Class:

Do you possess any other License? , 0 Yes o No Type:

If you are applying for a job where you need to drive your car while on City business, can you make arrangements
to meet the City’s minimum liability insurance requirements on your vehicle ($100,000 each person bodily injury;
$300,000 each accident bodily injury; $50,000 property damage liability)? o Yes o No

List any memberships in professional or technical associations.

List any current license or registration as a member of a trade or profession:

Has your driver's license ever been revoked or suspended? O Yes [0 No
If Yes, specify dates and reasons for each suspension or revocation:

.

Have you been charged with any traffic violations in the previous 12 months? O Yes I No
If yes, list dates, charges, arresting agencies and status for each violation:

Are any points under the State of Wisconsin point system, or any other State’s point system, currently charged
against your driver’s license? 0 Yes U No

If yes, name the State and show (for each point assessment) the date, conviction, charging agency and number of
points:

Do you currently have a driver’s license in any state besides Wisconsin? (1 Yes O No
If yes, show state.

State of
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