
VILLAGE BOARD AGENDA 
MONDAY, FEBRUARY 12, 2018 

7:00 PM 
BOARD ROOM, MUNICIPAL BUILDING, 210 COTTONWOOD AVENUE 

 
Roll Call 
Pledge of Allegiance – Stevens 
 
Public Comments:  (Please be advised the Village Board will receive information from the public for a 
three minute time period per person, with time extensions per the Village President's discretion. Be it 
further advised that there may be limited discussion on the information received, however, no action 
will be taken under public comments.)   

 
1. Consideration of a motion to approve Village Board minutes of January 22, 2018. 

 
2. Consideration of a motion to approve vouchers for payment.   

 
3. Consideration of actions related to Licenses and Permits 

a. Actions related to the consideration of the issuance of a “Class B” (Intoxicating) Liquor 
License for the premises located at 418 Merton Ave. (Java Services LLC, Heidi Nugent, 
Agent) 

i. PUBLIC HEARING 
ii. Consideration of an action related to issuance of a “Class B” Liquor License for 

Pink Mocha Café  
b. Items related to St. Charles Fish Fry on Feb. 16, Feb. 23, March 2, March 9, March 16 

i. Consideration of an application for a Temporary Class B Beer License  
ii. Consideration of an application for a Temporary Operator’s License 

c. Consideration of applications for an Operator’s (Bartender) Licenses with a term 
ending June 30, 2018. 

 
4. Review and direction related to a revised request from the owner of the property east of 1270 E 

Capitol Drive to divide the property into three parcels without municipal utilities instead of the 
original two. 
 

5. Discussion and possible consideration of actions related to a resident request for dog waste 
stations in the Village. 
 

6. Discussion of a proposed development north of CTH K and west of CTH KE and consideration of 
a motion to set a public hearing regarding proposed Comprehensive Plan amendments related 
to development in the area for Monday, March 26, 2018 in conjunction with the Regular Village 
Board meeting contingent on the Plan Commission recommending amendments at its meeting 
on Monday, February 19, 2018. 
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7. Consideration of a motion to approve US Bank as payment card provider upon termination of 
the Village’s existing provider agreement. 
 

8. Consideration of a motion to approve a contract with Five Star Fireworks Company, 
Oconomowoc, in the amount of up to $16,000 for the 2018 fireworks display. 

 
9. Consideration of a motion to approve the Job Descriptions for the positions of Public Works 

Laborer and Custodian. 
 

10. Announcements:  The following individuals will be given an opportunity to make 
announcements at the meeting in regards to (1) activities taken since the previous meeting on 
behalf of the community, (2) future municipal activities, and (3) communications received from 
citizens.  It is not contemplated that these matters will be discussed or acted upon.  The 
following individuals may provide announcements:  Village President or individual Village Board 
members or Village Administrator or other Village Staff members.  

 
11. Adjournment 

 
 

 
David E. Cox, Village Administrator 

 
Notice:  Please note that upon reasonable notice, efforts will be made to accommodate the needs of disabled individuals 
through appropriate aids and services.  For additional information or to request this service, contact Darlene Igl, Village Clerk, at 
262/367-2714.  The Municipal Building is handicap accessible.  
 









VILLAGE BOARD MINUTES 
MONDAY, JANUARY 22, 2018 

7:00 PM 
BOARD ROOM, MUNICIPAL BUILDING, 210 COTTONWOOD AVENUE 

 
Roll Call 
Pledge of Allegiance – Boy Scouts 
 
Present: Trustees Meyers, Compton, Landwehr, Swenson, Wallschlager, President Pfannerstill 
 
Excused: Trustee Stevens, 
 
Others: Administrator Cox, DPW Director Einweck, Police Chief Bagin, Clerk Igl,   Finance 

Director Bailey, Fire Chief Dean, Captain Kelsey, Tim Hallquist, Jeff Anson, Diane Vernon, 
Donna Dorau, Operations Supervisor Gerszewski, Juan Montano, Paul Decker, Craig 
Eisenhut, Scott and Heidi Nugent, Tom Brass 

 
Public Comments:  (Please be advised the Village Board will receive information from the public for a 
three minute time period per person, with time extensions per the Village President's discretion. Be it 
further advised that there may be limited discussion on the information received, however, no action 
will be taken under public comments.)  None 

 
1. Motion (Meyers/Swenson) to approve Village Board minutes of January 8, 2018.  Carried (6-0). 

 
2. Motion (Landwehr/Swenson) to approve vouchers for payment in the amount of $202,427.09.  

Carried (5-0).  Meyers abstained. 
 

3. Consideration of actions related to Licenses and Permits 
a. Actions related to the consideration of a complaint against JC Bogar’s, LLC formerly 

located at 352 Cottonwood Avenue (Juan Montano, President/Agent) 
 i.   PUBLIC HEARING 

 President Pfannerstill opened the Public Hearing at 7:03 p.m.  Mr. Montano 
stated that he had been looking for a new location in Hartland to open an 
establishment but couldn’t find one.  He stated that he had enjoyed doing 
business in Hartland for eight years.  The Public Hearing was closed at 7:10 
p.m. 

 ii.  Consideration of action related to revocation of  Class “B”/“Class B”  
             Retailer’s Licenses issued to JC Bogar’s LLC. 

 Motion (Swenson/Wallschlager) that the complaint is sustained and the 
license is therefore revoked.  Carried (6-0)/ 

b. Consideration of an application for a Restricted Species permit to allow three dogs at 
one residence. 

  
Eric Rahmel, 780 E. Imperial Drive, was present to discuss his Restricted Species permit 



VILLAGE BOARD MINUTES 
MONDAY, JANUARY 22, 2018 
7:00 PM 
PAGE 2 

application which was held from the last Village Board meeting as there were reported 
incidents with one of the dogs.  He stated that he has resided at this address for 19 
years having multiple dogs and that an invisible fence is installed in the yard.  He 
stated that the dog slid through the invisible fence on snow in the driveway.  He 
further stated that he did know that dog licenses were required. 

 
 Chief Bagin stated that there was an incident that resulted in a women receiving a 

small puncture wound and that further, when an officer came to take the report, the 
same dog snapped at the officer but did not break through his clothing.   

 
 Mr. Rahmel stated that the dog in question is in training and has been at this location 

for four months but was unattended outside at the time of the incident.   
 
 Administrator Cox stated that when this type of incident occurs there is a process in 

place in which the Police Department addresses the behavior issue with the animal 
and owner.  He stated that the Restricted Species permit is related to the facilities, 
space, etc. being appropriate for the number of animals.   

 
 Trustee Meyers raised concerns that the owner had not had the animals licensed as 

required.  Chief Bagin stated that proof of current rabies vaccination was provided to 
the PD by the owner and that licenses were secured promptly after the incident.   

 
 Motion (Meyers/Landwehr) to approve the Restricted Species permit subject to the 

animals being licensed.  Carried (6-0).  
  
c.    Motion (Landwehr/Swenson) to approve an application for Operator’s (Bartender) 

Licenses with a term ending June 30, 2018.  Carried (6-0). 
d. Motion (Compton/Meyers) to approve an application for a change of agent for the Class 

“A” Beer/Class “A” Liquor license for Walgreen Co., dba Walgreens #09365, 423 Merton 
Ave., Gina Podhola, Agent.  Carried (6-0). 

 
4. Items related to Bill for an Ordinance No. 11/27/17-01 “An Ordinance to Amend Chapter 46 of 

the Village of Hartland Municipal Code Pertaining to Zoning Ordinance”  
a. CONTINUATION OF PUBLIC HEARING  

President Pfannerstill opened the Public Hearing at 7:28 p.m.  No comments were 
heard.  The Public Hearing was closed at 7:29 p.m. 

b. Motion (Landwehr/Swenson) to approve adoption of Bill for an Ordinance No. 
11/27/17-01 “An Ordinance to Amend Chapter 46 of the Village of Hartland Municipal 
Code Pertaining to Zoning Ordinance”.  Carried (6-0). 

 
Items referred from the January 15, 2018 Plan Commission meeting 

 
5. Consideration of a motion to approve site, building and landscape plans for Austin Plumbing, 

530 Norton Drive.  
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Motion (Meyers/Swenson) to approve site, building and landscape plans for Austin Plumbing 
subject to the applicant meeting the requirements outlined in the Village Engineer’s letter and 
staff approval of an amended landscape plan for the site.  Carried (6-0). 

 
6. Consideration of a motion to approve design for water tower painting. 

 
DPW Director Einweck stated that design options for water tower painting had been provided 
for consideration.  He stated that the option with the bottom painted in a darker color would 
make dirt and discoloration below the bulb less noticeable.  He stated that the tower would still 
be cleaned as regular maintenance.  After a show of hands, motion (Wallschlager/Pfannerstill) 
to approve the design with the bulb and base painted green. Carried (6-0). 
 

Other Items for Consideration 
 

7. Items related to public improvements in the Four Winds West Subdivision. 
a. Consideration of a motion to approve a reduction in the Letter of Credit for the Four 

Winds West subdivision in the amount of $306,881.03. 
 
Trustee Wallschlager asked whether Village staff had conducted an inspection.  DPW 
Director Einweck stated that he had inspected the roads and the operations supervisor 
inspected the curbs and sidewalks.  He stated that $40,000 will be held to resolve an 
outstanding issue with the pond.   
 
Motion (Swenson/Landwehr) to approve a reduction in the Letter of Credit for the Four 
Winds West subdivision in the amount of $306,881.03.  Carried (6-0). 

 
b. Motion (Swenson/Landwehr) to adopt Resolution No. 01/22/2018-01 "A Resolution 

accepting public improvements in the Four Winds West Subdivision.”  Carried (6-0). 
 

8. Consideration of a motion to approve a WE Energies Electric Distribution Easement at the 
Coventry Water Tower Site.  
 
DPW Director Einweck stated that in reviewing a permit request to replace a cable in Hartridge, 
it was found that some areas did not have recorded easements.  Motion (Meyers/Swenson) to 
approve a WE Energies Electric Distribution Easement at the Coventry Water Tower Site.  
Carried (6-0). 
 

9. Consideration of a motion to approve Change Order No. 2 (Final) to the 2017 Paving Program 
contract with Payne and Dolan, Inc., to adjust for final quantities with a decrease in the amount 
of $108,292 for a revised contract amount of $940,313. 
 
DPW Director Einweck stated that the reasons for the decrease include contingency items in the 
contract that were not used, estimated utility repairs that were not needed and the estimated 
base repair quantities were lower than anticipated.  Motion (Meyers/Swenson) to approve 
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Change Order No. 2 (Final) to the 2017 Paving Program contract with Payne and Dolan, Inc., to 
adjust for final quantities with a decrease in the amount of $108,292 for a revised contract 
amount of $940,313.  Carried (6-0). 
 

10. Consideration of a motion to approve the Job Description for the position of Public Works 
Seasonal Crew Leader. 
 
Administrator Cox stated that the creation of this position is one item that was discussed as a 
part of the DPW reorganization.  The description includes a provision that allows this position to 
act as a supervisor in the absence of the normal supervisor.  This will also provide an 
opportunity for staff to learn to supervise.  Motion (Swenson/Compton) to approve the Job 
Description for the position of Public Works Seasonal Crew Leader.  Carried (6-0). 

 
11. Update on development north of CTH K and west of CTH KE as proposed by Neumann 

Companies. 
 

Jeff Anson, 335 Cottonwood Ave., commented that he has heard many people talking about this 
potential development that do not want the project to move forward and stated that he feels 
that the Board should listen to the residents. 
 
Administrator Cox stated that the location and timing of construction of a rerouted Hwy KE has 
been discussed over the last few decades and in particular, over the last two years.  Most 
recently, Neumann Companies has requested an amendment to the Comprehensive Plan to 
facilitate the construction of a proposed development.   
 
County Board Chairman Paul Decker stated that the reroute of Hwy KE has been before the 
County board for a period of time.  He stated that there are several challenges to that location.  
He stated that the County operates on a five year capital plan and that to get a project on the 
plan requires a significant amount of work.  Mr. Decker stated that the rerouting of Hwy KE 
would be approximately a $5 million dollar project and would take a minimum of six years to get 
on the plan as the county has other priorities.  He further stated that until the county has a 
reason to put money into a project, they don’t.  He stated that currently there is not enough 
traffic flow to force the reroute or warrant that cost. 
 
Trustee Wallschlager stated that she had taken photos of elevations of the property and stated 
that in her opinion this is the worst location to put a condominium development as the area is 
already saturated.   
 
It was stated that the Village is not funding the reroute but continues to work with the 
developer.  Administrator Cox stated that the Plan Commission will review the request to the 
Comp Plan at their Feb. 19 meeting.  The amendment request will come to the Village Board in 
February and a Public Hearing is anticipated in March. 
 

12. Discussion and consideration of a policy regarding agenda preparation. 
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President Pfannerstill stated that an article in the League magazine regarding creation of an 
agenda preparation policy that he had discussed with Administrator Cox.  The policy includes 
that the body is in control of its own agenda, no individual can block or remove an item from an 
agenda and assembly of the agenda is done by staff.  Items for the agenda are to be submitted 
to the Administration no later than the end of business on the Thursday before the meeting.  
Members of the public do not have to be on an agenda to comments, however, action will not 
be taken unless the item is listed on the agenda.   
 
Administrator Cox stated that it is intended that the provision of the policy be applicable to all 
Boards, Committees, Commission or other bodies created by the Village Board.   
 
Motion (Meyers/Wallschlager) to adopt the Agenda Preparation Policy.  Carried (6-0). 
 

13. Discussion regarding the designation of an Official Newspaper and Village publicity. 
 
President Pfannerstill stated that he had asked that the Board discuss designating an official 
newspaper in an effort to get news and information on current events out to residents.  Donna 
Dorau commented that the Chamber has also been discussing the issue of advertising events.  
Tom Brass stated that he has seen a drastic reduction in community news in Lake Country Now 
and feels that the Waukesha Freeman has a greater interest in providing local coverage.   
 
Motion (Meyers/Wallschlager) to designate the Waukesha Freeman as the Village’s official 
newspaper.  Carried (6-0). 
 

14. Announcements:  The following individuals will be given an opportunity to make 
announcements at the meeting in regards to (1) activities taken since the previous meeting on 
behalf of the community, (2) future municipal activities, and (3) communications received from 
citizens.  It is not contemplated that these matters will be discussed or acted upon.  The 
following individuals may provide announcements:  Village President or individual Village Board 
members or Village Administrator or other Village Staff members.  

 
Chief Bagin announced that his retirement celebration is planned for February 28. 

 
15. Motion (Compton/Swenson) to adjourn at 8:29 p.m. 

 
Respectfully submitted, 
 
Darlene Igl 
Village Clerk 

 
 

 
 











































VILLAGE OF HARTLAND 
LICENSES AND PERMITS 

FEBRUARY 12, 2018 
 

 
Class “B Liquor” License 
 
Applicant: Heidi Nugent Java Services LLC 
Location: 418 Merton Ave. 
Agent:  Heidi Nugent 
 
The following documents are complete and on file 

• Original Alcohol Beverage Retail License Application 
• Auxiliary Questionnaire 
• Schedule of Appointment of Agent 

 
Temporary Class B Beer/Wine License 
 
Applicant: St. Charles Congregation 
Location: St. Charles Parish, 313 Circle Drive 
Event:  Fish Fry 
Date:  February 16, February 23. March 2, March 9, March 16 
 
Temporary Operator’s License 
 
Nancy Berg Van De Laarschot, St. Charles 
 
Bartender (Operator’s) License – expires June 30, 2018 
 
Sarah Yates 
Marissa Bloomer 
Samantha Geissler 
 
The Police Chief and Village Clerk recommend approval of the licenses listed above.  The 
applicants have successfully completed the Responsible Beverage Servers Course. 
 
 



























MEMORANDUM 

TO:  Plan Commission 

FROM:  David E. Cox, Village Administrator 

DATE:  January 12, 2018 

SUBJECT:  E Capitol Drive CSM – Non-Utility Properties 

Your agenda for Monday includes concept consideration of a CSM to divide the property east of 
1270 E Capitol Drive into three parcels.  As you will recall, this is the former site of the Sluggers 
bar.  Further, the Village Board has indicated a willingness to allow this property to develop for 
single family uses without the extension of water and sewer.  This memo will provide some 
information and recommendations for the Plan Commission to consider while it provides 
direction on the CSM. 

Current zoning for the parcel is RS-3 Single Family Residential, which calls for 12,000 square 
foot lots and 90 feet of frontage.  The petitioner is proposing two lots with 110-foot widths and 
total areas of about 13,750 square feet.  The remaining lot would have a frontage of about 113 
feet and land area of about 2 acres.  These would be compliant in the RS-3 District.  However, 
the RS-3 District, as all of Hartland’s current zoning districts do, calls for “municipal sewer and 
water facilities.” (§46-271)  As such, staff recommends that the CSM not be considered in the 
context of the RS-3 District.  The Commission should recommend that a new zoning district be 
created and other amendments to the Village Code be made to accommodate the new policy 
directive of the Village Board.  The concept CSM should be considered within the framework of 
that new district. 

Staff has reviewed area regulations for unsewered property.  While Waukesha County has 
eliminated its own minimum lot size for these parcels in favor of local control, the area towns do 
maintain regulations.  The Towns of Merton and Delafield (from which this property came) 
maintain a minimum lot size for newly-divided unsewered property of 30,000 feet and 120 feet 
of lot width.  Additionally, the towns regulate the maximum area of a lot allowed to be covered 
with impervious surfaces.  The Town of Delafield allows a maximum of fifteen percent (15%) of 
the property to be impervious while the Town of Merton uses a maximum Floor Area Ratio of 
fifteen percent (15%).  Based on discussions with the County, the intent of such a size and 
coverage regulations is to provide adequate space for septic fields and appropriate separation 
between the fields and the potable water well. 

Staff, therefore, recommends that the Plan Commission pursue a new zoning district to be 
applied to non-sewered and/or non-watered properties in connection with this proposed CSM.  
The regulations would include: 

 Minimum lot size of 30,000 square feet. 
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 Minimum lot width of 120 feet. 
 Maximum impervious surface on the property of fifteen percent (15%). 
 Such district would include a statement that the Village’s desire is for water and sewer 

utilities but that when that is impractical this district could be implemented. 
 Further, the district or the Code could establish a requirement that the distance from 

existing utilities would require an increase of 50% or more in the linear feet of utility to 
be installed (at least 100 extra feet) in order to cross one or more properties where 
utilities are not present in the ROW before the new zoning category or utility waiver 
could be implemented. 

 Any land division in this district or intended to be in this district must show percolation 
tests, building/structure envelopes or exclusion zones for septic field protection. 

 Any land division must also show potential well installation sites as they relate to the 
septic areas and building envelopes. 

 CSM should show information as required to prove ability to use on site waste disposal. 
 In order to prevent this district from being used for larger subdivisions, the district or 

Code could include additional limiting provisions such as allowing this district to be 
applied only for minor land divisions (CSM), which include less than 5 lots.  Any 
instance that required a subdivision plat would be ineligible for this allowance.  Further, 
the existing compulsory connection requirement for parcels that are passed by utilities 
would explicitly apply to these unsewered/unwatered properties in that if the utilities do 
pass the properties in the future they would be required to connect.  

As noted, the currently proposed CSM would not meet the aforementioned lot requirements.  
Staff recommends that the Commission instruct the staff to draft the zoning regulation as 
described and direct the petitioner to revise the CSM to comply with the intended regulations.  
The CSM should also reflect the area of the property encumbered by the Upland Conservancy 
Overlay zoning, which covers the portion of the property consisting of steep slopes.  Both the 
CSM and the Zoning and general Code changes could then be considered in conjunction with 
one another. 

DCNon-Sewer Development 

cc: President and Board of Trustees 
 Hector de la Mora, Village Attorney 
 Scott Hussinger, Building and Zoning Official 
 Craig Eisenhut, Petitioner 





































VILLAGE OF HARTLAND PLAN COMMISSION  
 

RESOLUTION NO. _____________ 
 

A VILLAGE PLAN COMMISSION RESOLUTION RECOMMENDING 
ADOPTION OF AN AMENDMENT TO 

THE VILLAGE OF HARTLAND COMPREHENSIVE DEVELOPMENT PLAN: 2035 
 
 
WHEREAS, the Village of Hartland, pursuant to the provisions of Section 62.23 of the 
Wisconsin Statutes, has created a Village Plan Commission; and 
 
WHEREAS, it is the duty and function of the Village Plan Commission, pursuant to Section 
62.23(2) of the Wisconsin Statutes, to make, adopt and amend a comprehensive plan for the 
physical development of the Village of Hartland; and 
 
WHEREAS, the Village of Hartland has adopted The Village of Hartland Comprehensive 
Development Plan: 2035, and the attendant recommended land use plan as a guide for the future 
development of the Village of Hartland and its environs; and 
 
WHEREAS, the Village of Hartland has received a request to amend the Recommended Land 
Use Plan (Map 9-6) of said Plan to designate certain parcels north of CTH K, both within and 
without the Village, as Medium Low Density Cluster Development and as Two-Family 
Residential Development, including Parcels MRTT 0387996, MRTT 0387997 and HAV 
0388989002 as shown in the attached Exhibit A; and 
  
WHEREAS, the request further proposed to amend the Recommended Land Use Plan (Map 9-6) 
and other road-related aspects of said Plan to clarify the proposed routing of the planned 
relocation of CTH KE to show that proposed routing extending northward from the westerly 
intersection of CTH K and CTH KE as shown in the attached Exhibit A; and 
 
WHEREAS, the Village Plan Commission considered the request at public meetings held on 
January 15, 2018 and February 19, 2018; and  
 
WHEREAS, the Village Plan Commission has carefully considered the proposed Plan 
amendment at public meetings in addition to the meeting referenced above; and 
 
WHEREAS, the Village Plan Commission, after considering the proposal, determined that the 
Two-Family Residential Development designation was not appropriate at this location and, as 
such, considered application of the Medium Low Density Cluster Development designation for 
the entire area under consideration; and 
 
WHEREAS, the Village Plan Commission considers the Plan Amendment to be a necessary 
guide to the future development of the Village and environs. 
 
NOW, THEREFORE, BE IT RESOLVED, that pursuant to Section 62.23(3)(B) of the 
Wisconsin Statutes, the Village of Hartland Plan Commission hereby recommends adoption of 
an amendment to the Recommended Land Use Plan (Map 9-6) of The Village of Hartland 
Comprehensive Development Plan: 2035 to designate certain parcels north of CTH K, both 
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within and without the Village, as Medium Low Density Cluster Development and other 
designations, including Parcels MRTT 0387996, MRTT 0387997 and HAV 0388989002 as 
shown in the attached Exhibit B; and 
 
BE IT FURTHER RESOLVED, that The Village of Hartland Comprehensive Development 
Plan: 2035 be further amended to indicate that development of the lands addressed in this 
amendment should be considered in one comprehensive development plan and that provisions be 
made to address The Village of Hartland Comprehensive Development Plan: 2035’s intent to 
protect the environmental area in the northwest portion of these parcels as a natural resource for 
the enjoyment of all and for the development of a neighborhood park in the area, which intent is 
not erased by this amendment except to the extent that its location may be determined by action 
of the Plan Commission and Village Board, and 
 
BE IT FURTHER RESOLVED, that The Village of Hartland Comprehensive Development 
Plan: 2035 be further amended by modifying the Recommended Land Use Plan (Map 9-6) and 
the Recommended Transportation Plan (Map 8-2) of said Plan to clarify the proposed routing of 
the planned relocation of CTH KE to show that proposed routing extending northward from the 
westerly intersection of CTH K and CTH KE as shown in the attached Exhibit B and Exhibit C; 
and 
 
BE IT FURTHER RESOLVED, that the Clerk of the Village of Hartland on behalf of the Plan 
Commission transmits a certified copy of this resolution, after recording the action on the 
adopted plan, to the Board of Trustees of the Village of Hartland, Waukesha County, Wisconsin, 
to the State Department of Administration, Southeastern Wisconsin Regional Planning 
Commission, and to Waukesha County. 
 
Passed and adopted this 19th day of February, 2018, by the Village of Hartland Plan 
Commission. 
 
 
 
_______________________________ 
Jeffrey Pfannerstill, Chairperson

 
ATTEST: 
 
_______________________________ 
Darlene Igl, MMC, WCPC, Village Clerk 
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Draft - February 9, 2018 

Village of Hartland 
 

JOB DESCRIPTION 
__________________________________________________________________ 
 
 
Position Title: Public Works Laborer 
Department/Location: Public Works   
Reports To: Director of Public Works and Operations 

Supervisors 
Employees Overseen: None. 
Interrelationships: Community members and residents, public 

works department members, Village staff, etc. 
______________________________________________________________________________ 
 
Position Summary:  
The Public Works Laborer is a position within the Public Works Department that performs light to heavy 
manual work to assist and perform maintenance activities of all the functions of the Public Works 
Department. The Public Works Laborer, under supervision of the Operations Supervisors, is responsible for 
work in the following areas; Streets, Water, Sanitary Sewer, Storm Sewer, Parks, Cemetery, Environmental 
Resources, Building and Vehicle Maintenance and Forestry. In addition to manual work, the employees 
will operate heavy equipment in order to perform the necessary duties. 
 
Position Duties: 
Each essential job function described below is within the scope of duties with actual assignments 
and the emphasis on specific functions depending on the work that needs to be done at a given 
time or location. 
 
Essential Job Functions: 
1. Assist in the installation, repair and maintenance of water mains, services, meters, 

hydrants and valves. 
2. Perform tapping of new services into water mains. 
3. Maintain, repair and clean sewer lines/manholes and lift stations. 
4. Perform daily check out of well houses, booster stations, lift stations and parks. 
5. Perform excavations on utility digs and repairs. 
6. Assist in the laying/rolling of asphalt, filling pot holes and sealing cracks in the 

maintenance of streets, pathways and parking lots. 
7. Paint streets, parking lots and athletic fields with a walk behind line striper. 
8. Operate Village-issued motor vehicles and equipment and other motor vehicles and 

equipment as required and authorized by the Village as needed to respond to requests for 
service and assigned work tasks.  
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9. Respond to weather and other related emergencies for snow and ice removal, flooding, 
utility issues, tree debris removal, accident cleanup and other issues within 30 minutes of 
receiving call. 

10. Pick up, vacuum and collect leaves. 
11. Clean streets with a street sweeper. 
12. Install and maintain street signs and posts. 
13. Repair street lights and hang banners and decorations. 
14. Install and maintain fencing. 
15. Operate utility locating equipment and perform utility locates. 
16. Mix cement and mortar by hand. 
17. Remove, form and pour concrete for sidewalk, curb and gutter, storm inlets/catch basins 

and manhole repairs. 
18. Plow, brine, salt and sand roadways and pathways/sidewalks. 
19. Operate a tractor with flail attachment for clearing brush. 
20. Perform athletic field maintenance including prepping ball fields for use. 
21. Maintain a splash pad and related operation equipment. 
22. Perform maintenance activities in the parks and park buildings as necessary. 
23. Mowing, trimming, pruning, tree trimming and removal, weeding, mulching, using 

fertilizers and pesticides, planting, stump grinding, spreading topsoil and seeding. 
24. Clearing parks, roadways, and right of ways of trash, brush, debris and animal carcasses.  
25. Perform general building, plumbing and electrical maintenance at public buildings and 

parks. 
26. Perform vehicle and equipment maintenance on Village fleet. 
27. Assist with election setup and take down. 
28. Communicate with the public, user groups and contractors. 
29. Maintain prompt, predictable, and regular physical attendance. 
 
Other Duties: 
1. Maintain knowledge of department procedures and timelines and be able to communicate 

these to other staff and constituents. 
2. Understand the cycle of work and projects that repeat from period to period. 
3. Know, understand and follow applicable safety policies and procedures, including but not 

limited to: proper lifting techniques, awareness of eye/ear protection, use of proper 
personal protective safety measures support and vehicle/equipment operation safety. 

4. Operate vehicles on and off the public roadways in a safe manner. 
5. Perform proper daily maintenance of vehicles and equipment. 
6. Attend and participate in local and regional training opportunities. 
 
Knowledge & Ability 
Employee must have knowledge of: 
1. Principles and practices of municipal public works operations and practice. 
2. Applicable state laws and regulatory codes. 
3. Safe work practices. 
4. Interpersonal relations. 
 
Employee must have the ability to: 
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1. Anticipate issues and recommend and implement solutions. 
2. Work independently and with minimal supervision. 
3. Communicate effectively in oral and written form. 
4. Work in teams. 
5. Establish and maintain effective working relationships with the department employees, 

field user groups and citizens. 
6. Follow departmental policies and procedures as directed by the Director and Operations 

Supervisors. 
7. Read and understand safety manuals, reports, reference sources, ordinances, statutes, 

policies, and other routine and non-routine written communications. 
8. See, recognize and manipulate job-related objects and materials, and use them to 

accomplish tasks appropriately. 
 
Education and Experience 
 
1. At least eighteen (18) years of age at the time of application with the Department of 

Public Works with the Village of Hartland. 
 

2. High School Diploma or equivalent. 
 

3. Possess and maintain the ability to lawfully operate designated motor vehicles at all times 
that duties are performed. 
 

4. Possess and maintain required motor vehicle operating licenses in order to perform all 
duties of the position including a valid Wisconsin Commercial Driver’s License (CDL) 
Class B or higher with the ability to obtain a Class A within six (6) months of starting in 
the position. 
 

5. Relevant experience in public works, parks and/or utility maintenance, and with the 
operation and maintenance of necessary vehicles and equipment. 
 

6. Good driving record with the skill and ability to operate trucks and construction 
equipment in a safe manner.  
 

7. Additional education and/or experience as required to perform the essential functions of 
the position. 

 
Personal Attributes Required: 
Must be organized and be able to work with nominal direct supervision.  Must have good verbal 
communication skills.  Must be organized and demonstrate initiative.  Must demonstrate the 
ability to establish and maintain personal relationships by using appropriate interpersonal skills.  
Must understand the need for teamwork, timeliness and accuracy.  Must be able to maintain self-
control under stressful situations and deadlines without exhibiting negative behaviors.  Must be 
able to interact with others to accomplish tasks without arousing hostility. 
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Essential Physical / Mental Requirements: 
1. Must be able to sit or stand for prolonged periods with or without back support. 
 
2. Must be able to perform physical work in a field setting, including excessive heat and 

cold, excessive noise, driving in traffic and work zones, working in hard hat areas, 
walking over uneven surfaces, exposure to traffic and heavy construction vehicles, 
working in snow/icy/muddy conditions, exposure to broken glass/dust/pollen/vibration, 
walking slopes, bend/lift/kneel/stoop/crawl/crouch/climb/ladders/heights, walking long 
distances, standing for long times, exposure to machines/hazardous substances/poisonous 
vegetation, ability to lift and maneuver objects up to 75 pounds without assistance in an 
indoor or outdoor setting and occasionally lifting up to 100 pounds. 

 
3. Must be able to communicate truthfully, accurately and effectively on the telephone, via 

radio, in person and in written form to provide information and assistance to staff and the 
general public. 

 
4. Must be able to move throughout the Village, other areas, buildings and work sites and 

from building/site to building/site in all types of weather conditions. 
 
5. Must be able to reach in all directions, climb ladders and roofs and bend/stoop to perform 

required duties. 
 

6. Must be able to use a telephone, calculator, laptop computer and meter reading 
equipment. 

 
7. Must have dexterity and hand/eye coordination necessary to operate heavy equipment 

and use miscellaneous tools and construction equipment. 
 
8. Hearing activity requires the ability to participate in numerous conversations throughout 

the day, in person, over the telephone and by radio with and without significant 
background noise. 

 
9. Must be able to complete job duties in an environment where background noise and 

frequent interruptions are the norm. 
 

10. Must be able to perform job functions in the public roadways under traffic. 
 
11. Must have the ability to maintain concentration and focus on tasks requiring timeliness 

and accuracy. 
 
 
The above statements are intended to describe the general nature and level of work being performed by the person 
assigned to this position.  Essential job functions are intended to describe those functions that are primary to the 
performance of this job, and other job duties include those that are considered secondary to the overall purpose of 
this job. 
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This job description does not state or imply that the above are the only duties and responsibilities assigned to this 
position.  Employees holding this position will be required to perform any other job-related duties within this job 
category as requested by management.  All requirements are subject to possible modification to reasonably 
accommodate individuals with a disability. 
 
 
 
Originated February 12, 2018 
Revision date:  
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Village of Hartland 
 

JOB DESCRIPTION 
__________________________________________________________________ 
 
 
Position Title: Custodian 
Department/Location: Administration/Police/Library  
Reports To: Village Clerk/DPW Operations Supervisor 
Employees Supervised: N/A 
Interrelationships: Village employees, vendors, etc. 
______________________________________________________________________________ 
 
Position Summary:  

This position performs a variety of daily custodial and light maintenance work in the Village 
Hall, Police Department, and Library as well as other locations as directed.  

Position Duties: 

Each essential job function described below is within the scope of duties with actual assignments 
and the emphasis on specific functions depending on the work that needs to be done at a given 
time or location. 

Essential Job Functions: 

1. Performs all cleaning duties as detailed directed by the supervisor including those on a given 
cleaning schedule including vacuuming and cleaning of carpeted areas and floor mats, 
scrubbing and mopping, cleaning and stocking restrooms and locker room facilities, cleaning 
windows and glass, dusting, and stripping and waxing of floors and refuse/recycling 
collection. 

2. Shovel and salt sidewalks, including operation of snow removal equipment. 

3. Check for and replace light bulbs. 

4. Perform other light maintenance work (i.e. Painting, changing furnace filters, add salt to 
softeners, etc.). 

5. Perform outdoor maintenance activities such as mowing, weeding, trimming and planting. 

6. Report any other maintenance concerns to the Village Clerk that may be observed to the 
supervisor. 

7. Perform room set up for meetings or events.  

8. Maintain prompt, predictable, and regular physical attendance. 
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9. Provide truthful and accurate written and verbal communications.  

6.  

Other Duties: 

1. Operate Village-issued motor vehicles and other motor vehicles as required and 
authorized by the Village as needed to perform duties. 

1.2. Attend required meetings and participate actively in any work group or training 
assignments. 

2.3. Plan ahead recognizing the cycle of work and projects that repeat from year to year. 

3.4. Maintain knowledge of equipment and procedures used to perform duties. 

4.5. Know, understand, follow and update applicable safety policies and procedures, 
including but not limited to: proper lifting techniques, awareness of personal protective 
equipment, Material Safety Data Sheets, etc. 

5.6. Perform any other job-related duties as requested by management. 

Qualifications: 

High school diploma or equivalent, with two (2) years general building maintenance preferred 

Maintain ability to lawfully operate designated motor vehicles at all times that duties are 
performed and maintains required motor vehicle operating licenses in order to perform all duties 
of the position. 

Must pass a back ground check and be approved as a confidential employee due to the access 
that will be granted to sensitive work areas.  

Personal Attributes Required: 

Ability to use functional reasoning in performing semi-routine functions involving standardized work 
with some choice of action.  

Ability to exercise the judgment, decisiveness and creativity required in situations involving the 
evaluation of information against measurable criteria. 

Must be well organized, demonstrate initiative and be able to work independent of direct 
supervision. 

Essential Physical / Mental Requirements: 

1. Ability to coordinate eyes, hands, feet and limbs in performing highly skilled movements 
such as equipment operation including powered and non-powered tools/equipment. 

2. Ability to exert moderately heavy physical effort in moderate to heavy work, typically 
involving some combination of climbing and balancing, stooping, kneeling, crouching, 
crawling, lifting, carrying, pushing, and pulling.   

3. Ability to sustain prolonged visual concentration.  
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4. Must be able to stand and/or walk for prolonged periods.  

5. Must be able to perform heavy work, frequently lifting up to 50 pounds without assistance.  

6. Must be able to move throughout the Village and work outside in all weather and temperature 
conditions.  

7. Must be able to reach in all directions and bend/stoop/climb to perform physical work,  and 
operate equipment and climb ladders.  

7.8. Ability to drive and operate standard automobiles and small trucks not including those 
requiring special licensure to operate. 

8.9. Ability to recognize and identify similarities or differences between characteristics of colors, 
forms, sounds and odors associated with job-related objects, materials and tasks.  

9.10. Ability to effectively understand and follow safety procedures, including updating 
Material Safety Data Sheets (MSDS).  

10.11. Ability to communicate effectively with Department employees, utility personnel, 
and materials suppliers.   

11.12. Must provide a high level of customer service to the Village by promoting a friendly, 
courteous and professional work environment.  

12.13. Must be able to assume responsibility and work with independence and work as a 
team member and understand timeliness.  

  

The above statements are intended to describe the general nature and level of work being performed by the person 
assigned to this position.  Essential job functions are intended to describe those functions that are primary to the 
performance of this job, and other job duties include those that are considered secondary to the overall purpose of 
this job. 

 

This job description does not state or imply that the above are the only duties and responsibilities assigned to this 
position.  Employees holding this position will be required to perform any other job-related duties within this job 
category as requested by management.  All requirements are subject to possible modification to reasonably 
accommodate individuals with a disability. 

 

 

 

 

Originated July 2016 

Revision date: February 12, 2018 
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