Francis Town Council Meeting
SPECIAL SESSION
April 20,2011 6:30 PM
Francis Town Community Center
AGENDA

1. Budget discussion for current year and 2011-2012

2. Discussion and possibly approve Public Works Employee job
description |

3. Adjournment

In compliance with Americans with Disabilities Act, individuals needing special accommodations
during this meeting should notify the Town Clerk (783-6236) prior to the meeting.
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Francis Town Council Meeting
April 20, 2011 6:30 PM
Francis Town Community Center

The Francis Town Council convened on Wednesday, April 20, 2011at the Francis Town
Community Center. Mayor Snelgrove called the meeting to order at 6:40 pm. Susan Cann
transcribed the minutes from this meeting.

Present: Mayor Lee Snelgrove
Council: Tal Adair
Kristi Major
Gio Melendez
Wes Ure
Director of Finance: Neil Duncan
Town Clerk: Susan Cann
Town Attorney: Kraig Powell
Town Planner: Alison Weyher
Absent : Scott Kettle, Town Engineer

Others present: Dale Thomas, Peter Swisher, Franz Larsen, Patty Larsen, Bill Crystal, Gene
- Atkinson, Luke Thomas, Rae Prescott, John Keyes, Clifta Keyes, and Kristi Bair.

Tree City, USA update :
Council member Major stated that Francis Town was awarded Tree City, USA signs and a

plaque that will be displayed in the office. Each year the Town will receive a leaf that shows the
number of years certification has been maintained. There were 77 cities in the State of Utah that
received this national recognition this year. The Town also received certificates from Rocky
Mountain Power Forestry for $200 to use for trees. Council member Major presented a Tree

' Utah Chapter hat to Luke Thomas. '

1. Budget discussion for current year and 2011-2012.

Mayor Snelgrove asked the Council to review the "wish list" from Luke Thomas while deciding
on budgets for next year. Each department head will need to have a budget for the next fiscal
year that Neil Duncan and the Mayor can review and present for adoption. Mayor Snelgrove
would like the department budgets no later than the May 12 meeting.

Neil Duncan stated that State Code 10-6-111 says that by the first regularly scheduled Council
meeting in May the budget officer shall have prepared the tentative budget for the next fiscal
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year. Council members were asked to have budget numbers before next week's work session.
The tentative budget is to be reviewed and adopted on May 12, 2011.

Neil Duncan presented the Council with copies of the budget work sheets and stated the public

* hearing for the budget must be held prior to June 22. The tentative budget adopted on May 12
should be available to the public at that meeting. The budget must be available 10 days before
the June meeting when it will be adopted. Kraig Powell stated that at the May meeting, the date
of the public hearing must be set and announced. The June Council meeting is scheduled for

June 9, 2011.

Neil Duncan explained that the Mayor proposes the expenditures for the general fund budget.
Duncan will do the assessment of the revenues. The fiscal year actuals for 2009, 2010 and up-to-
date revenues and expenses for the 2011 budget are listed on the budget work sheets. Duncan
asked the Council to follow the template he has provided as this will help prepare department
budgets for the work session next week.

Council member Major stated that at the May 24, 2010 Council meeting, the Parks Department
was defined to include the recreation building, the softball field, the park and the playground.
Neil Duncan stated that Council member Major should budget for those areas. Council member
Major asked whether the restrooms, horseshoe pit, pavilions, and gazebos are part of the building
and grounds, as the office trailer, public works building, storage units and the arena’s electrical
are currently under that department. Council member Major stated that on May 24, 2010, the
Council agreed that the newly formed recreation department would include all of Frontier Days
including the salaries and benefits for the yearly maintenance of the arena, and some of the part
time help’s costs. At this time, all of the electrical costs for the year are under Buildings and

Grounds.

Mayor Snelgrove stated that all the expense of the arena, including wages, the maintenance
building, and the storage building has been under Buildings and Grounds. Luke Thomas stated
that on his time sheet Buildings and Grounds is listed and it is his understanding that that is
where his time is charged.

Council member Adair asked if this included time for Frontier Days work. Mayor Snelgrove
stated that it was decided that all of the wages would be taken out of Frontier Days and
transferred to Buildings and Grounds. Luke Thomas asked if repairs done at other times of the
year should be taken out of the Frontier Days budget. Council member Adair asked if revenue is
received from Frontier Days, should it go to pay for staff. Luke Thomas stated that it was his
understanding repairs should be charged to the Buildings and Grounds department. ’
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Alison Weyher stated that according to the check registers and open invoice registers,
consistently all of the arena lights have been charged to Buildings and Grounds. Council
member Adair asked Neil Duncan from an accounting perspective, which department should be
charged. Duncan replied that if it is a facility, it is generally handled through Buildings and
Grounds. Council member Melendez asked if the recreation building should to be taken out of
Buildings and Grounds and put under the Parks Department. Council member Adair asked if the
corresponding revenue for building rental goes to parks. Council member Major affirmed that it

does.

Neil Duncan stated that there are revenues and expenses and once the budget is set, there is no
net income in a Parks Department. The question becomes what revenues are received that may
be useful as resources for that department. Council member Adair asked how to handle
depletion of the recreation building by use. Duncan answered that Council member Adair is
describing the split personality of resource accounting versus income accounting, which is an
impractical approach in a governmental setting.

Council member Adair asked if there is a specific line item in the Parks Department budget for
the rental of the recreation building. Neil Duncan stated this is the parks facilities rental. There
will be a report that has parks related revenues as well as parks related expenditures. These are
different from Frontier Days revenue, which is separated and which does not anticipate wages.

Council member Melendez stated that it was his understanding the public use facilities are under
the Parks Department. The trailer, maintenance shop, and storage building are not for public use
and should be under Buildings and Grounds.

Council member Major questioned all of the utilities being under Buildings and Grounds and
stated that the Parks Department is not paying for any utilities. Mayor Snelgfove stated they are
not metered separately so they are all under Buildings and Grounds. Neil Duncan confirmed that
from an administrative standpoint that is the simplest way to handle utilities.

Council member Melendez asked if is expected that revenues will change for the next fiscal year.
Duncan suggested that the Council treat this first draft as if there would be no change. If the
2011 revenue numbers are used, the budget can be balanced.

The Frontier Days budget will be drafted by Council members Major and Melendez. Council
member Major stated that Frontier Days will be reviewed thoroughly to make sure all revenues
and expenses are correct. Neil Duncan stated that it has passed two sets of auditors. Mayor
Snelgrove stated that there were expenses last year that do not show in the enterprise fund
because it was not created until after the event.




Francis Town Council Meeting April 20, 2011

M

Neil Duncan stated that the Mayor will draft the Water Department budget. Council members
Adair and Melendez will do the sewer budget. Mayor Snelgrove added that they are trying to
resolve the Woodland Hills issues. Council member Adair asked if Duncan has looked at the
historical revenues and expenses in the Water and Sewer funds. Duncan stated that he is
finishing the analysis. Tt appears at this time both funds are solvent as far as money in the bank.

Mayor Snelgrove stated that the Council’s assignment is to prepare budget numbers by Tuesday
of next week. Duncan stated he would approach this by looking at the last year’s budget and
determine if changes need to be made. The Council will be responsible for their department

budget.

Council member Adair asked Neil Duncan if there is any advice he would give in preparing the .
budget. Duncan stated that would be done in the work session. Duncan stated he would like
some rough numbers to make the work session productive. Council member Melendez asked
about the anticipated revenues that are below budgeted amounts. Duncan stated he would be
proposing an amendment to the last year's budget. He stated that the Council should use the best
information they have and that at this point he does not see many problems.

Council member Ure asked if the road department expenses are $27,000 and the budget is
$66,000, was it budgeted incorrectly. Mayor Snelgrove stated that it might be that some of the
budget is for road repairs that have not been done at this time. Neil Duncan stated that last year's
budget was probably done based on the prior year which had $103,000 of expenditures listed.
There is $30,000 in street operating supplies; this may need to be reviewed.

Alison Weyher stated that in streets budget, projects are usually completed in the spring. Last
year the Streets Department was an area that overspent its budget which resulted in a finding in
the audit. Neil Duncan stated that almost every town in the State does that because of the winter
weather. Council member Major asked if any capital improvements have been made on the
streets. Mayor Snelgrove stated yes. Duncan stated that governmental budgets lapse on June 30;
however class C monies can be carried over. Mayor Snelgrove added that a project can be in
process prior to the end of June and carried over, but the expenses after June could be paid in the

next year's budget.

Neil Duncan stated that all of the capital budgeting in governmental funds has to be done through
a capital project fund beginning this year with the passage of GASB 54, so that in a capital
projects fund you can budget for the length of the project.

Council member Adair asked about items that were not budgeted for but have accrued expenses,
such as postage and money from a CDBG are handled. He cited as an example, line item 7240
which shows $1130, and asked how is that handled, as it was not budgeted. Neil Duncan stated
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that at this point in the year, nothing is done but it should be budgeted for next year:  Postage had
never been assigned to the Sewer Department. After the division of the Water and Sewer
account, postage was then charged to Sewer. In prior years, the Water Department has been
paying for the postage.

Council member Adair asked about line item 5251.1 $20,000 grant which was received. Neil
Duncan stated that grants are sometimes difficult to get into an initial enterprise fund budget and
this will only be spent as capital outlay. Expenses are not included in the operational costs they
are included in the capital budget. Council member Adair asked why revenue and expense
would not be in the same category. Duncan stated that the governmental accounting standards
board states that grants are included in the non-operating items on the Profit and Loss Statement.
The expenditures appear in the work in progress section of the capital budget. *

Mayor Snelgrove stated that the assignment for Tuesday is to come prepared with the budget
based on the information received today. The proposed budget will be created so that by the
May 12 meeting it can be adopted as a tentative budget. Then after the figures are entered, there
will be areas that need to be readdressed for the current budget to be balanced before the end of

June.

Council member Major asked if a new item needs to be added, could it be suggested at the work
session. Neil Duncan stated he would welcome suggestions. Kraig Powell stated that perhaps
those items could be addressed with a phone call during the next week. Duncan added that the
rule of thumb is if you have an account that is not going to have at least 10 percent of the
departments' total expenses it is a useless account.

Council member Adair asked about impact fees that have been brought in prior years and
commented that this Council has passed a resolution that the fees would be expended by a certain
date. He asked how the fees are tracked. Duncan stated that the upcoming sewer projects would
be an ideal project to allocate those funds. All of the unexpended prior year collections are in a
reserve account along with the current balance which is available for assignment to a project.

Kraig Powell stated that the new reporting requirements for impact fees are so specific so that
every year there will be an annual report that goes to the State Auditor. The report must identify
which projects the fees came from and how much is allocated for each. The Town will also have
to identify all of the allowable expenditures that are put into the long term plan that the Town
will be allowed to expend impact fee on. The Town does not have to identify which dollar from
which subdivision will be spent on which pipe, etc., but does have to identify how much came
from which projects and which are the allowable types of expenditures in the long term plan
because it must be expended within six years.
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Council member Adair asked if this would be discussed on Tuesday. Neil Duncan stated yes.
Council member Adair asked if he would have access to the impact fee numbers. Duncan stated
they would be sent for review. Kraig Powell stated that impact fees are not part of the operating
expenses so a budget does not have to be adopted for impact fees.

Neil Duncan stated enterprise funds are not part of operations they are part of the non-operating
revenues. For budgeting purposes, a capital budget will need to be set. If there are funds
collected associated with that project, which is part of the funding for that capital project.

Gene Atkinson asked about the revenues received on charges for services for 2010. $134,000
‘was received; in 2009 nothing was received so Alison Weyher should be credited for bringing in
those monies. He asked if there are funds that the Town is still owed. Alison Weyher stated
there are some fees that still need to be collected. She clarified that in 2009 the billing for the
developer fees was haphazard. Susan Moses and Susan Cann started invoicing developers for the
past due balances. The Town is positioned to collect some of the funds before the developers
can record their plats. The account for this year will change because of the new requirement that
developers establish an escrow account to pay their expenses. She added that there is
approximately $3000-$4000 of escrow account money showing in the $43,385 that has been
collected year-to-date. Gene Atkinson asked if developer's fees and subdivision fees would be
lower. Alison Weyher stated that it would be accounted for differently, as the escrow accounts
have been established. Mayor Snelgrove stated the developer fee category would no longer be a
line item for budget. '

Council member Adair stated he had some questions pertaining to the purchase orders. Horrocks
Engineering is a member of the staff and supplies will be purchased for the capital facilities plan.
Is a purchase order required? Should it be an open purchase order at the first of each month?
Neil Duncan stated that because Horrocks deals with multiple accounts and variable amounts an
authorization needs to be made. The purchase order does not have to the exact amount on it, it is
merely an authorization to do the work. It is going to be charged to a specific account and that
you know and the approximate amount then the purchase order can be related to his actual
invoice as it comes in. A purchase order needs to be authorized for each activity. Neil Duncan
stated that in case of a project that has been approved one purchase is all that is needed. If there
is a material difference between on any invoice that the anticipated expenditures is going to
exceed what was estimated that will be flagged when it is matched. Then it goes to the Council

member for resolution.

Neil Duncan asked who approves the developer escrow account expenses. The mayor will
approve escrow account expenses.




Francis Town Council Meeting April 20,2011

——————————— S A A i

Iuke Thomas asked if he calls Scott Kettle about a water department issue does he need to a
separate purchase order each time he calls. Mayor Snelgrove stated that Luke could have a PO
for the water department for the month that Scott Kettle could reference. When the invoice is
received then it can be reviewed against the P.O.

Council member Melendez asked if this would apply to the sewer department for Horrocks as
well. Neil Duncan stated that would be the most reasonable approach. Council member Adair
stated that his concern is that at the end of the month there may be a large bill for the sewer
department which they are not aware of, because of the incremental expenditures. Luke Thomas
asked if he should document on the P.O. every phone call that is made to Scott Kettle. Council
member Melendez suggested that a record of the phone calls should be made so there is more

~ accounting of the time that is charged by Horrocks. Kraig Powell commented that in those
situations it is most important for the person over the department being charged for the work to
be aware of the potential cost, so they can authorize the work. Then later when they receive their
bill they can verify that the work was done and an itemization is given. Council member
Melendez stated that he wants to be fair to Horrocks and make sure we are paying for the work
that is being done for the Town.

2. Discussion and possibly approve Public Works Employee job description.

Mayor Snelgrove asked for discussion of the job description for public works employee. (Copy
attached). Luke Thomas and Peter Swisher compiled the job description to verify that all the
certifications and requirements were included.

Council member Adair asked if some of the bullet points could be condensed. Council member
Major stated the first eight items listed under the water system are State requirements and need to
be in the job description. If Luke Thomas was no longer employed with the Town, it would be
important to have the duties listed. Council member Melendez stated that perhaps the
employment requirements should indicate a list of the certifications that are required.

Council member Adair asked what if the law changes..-Council member Melendez stated that the
job description could be updated. It is important to have in the job description the items that are
required. Luke Thomas stated it is required by the State that Francis Town have certified
operators in both the water and sewer departments. Council member Melendez stated he thinks
it is important that the person hired have the certifications for the job listed in the requirements.

Peter Swisher commented that one of the reasons for the way it was worded is that one of the
examples provided by Council member Major stated you did not need to have the certification in
order to be hired but there is a time limit given to obtain the certification. Council member Adair
asked if the standards should be raised so when we hire someone they have the certifications to
eliminate the Town paying for education for the job they were hired. Peter Swisher responded
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stating that this would greatly limit the people who could be hired because they may not have the
certifications needed.

Council member Melendez suggested adding a time by which the certification must be obtained.
Listing the expectation in the job description puts the Town in a better position. One of Council
member Melendez’ concerns is that if Luke Thomas leaves and the Town has to hire a new
employee, will the Town be allowed to perform those specific functions within the realm of State
law. The State may require the Town to have someone who is certified or in the process of

receiving the certification.

Council member Major stated that in the draft she provided, under sewer it says the Public
Works Director must possess a DCR certification for sewer inspection or be able to obtain the
certification within a six month period after being hired. Council member Adair asked if the job
description could be changed to say the successful applicants are required to have certifications
as outlined by State law. Council member Adair stated that the description should be worded so
that it does not require micromanagement. This would eliminate the need for the Council to
change if state laws are changed. Council member Melendez asked Luke Thomas if there are
any federal mandates that supersede the Town or State. Luke Thomas answered that all
requirements are from the State.

Council member Major asked if attending road school is it mandatory and who approves
attendance. Council member Ure stated that the Council decides. Council member Major also
asked that under sewer systemn third line down "engage" be removed and replaced with
"coordinate any required”. She also asked that under roads change line number one to
responsible for town property snow removal as designated.

Council member Major asked that under parks, Buildings and Grounds remove line "snow
removal." Council member Melendez asked that Blue Stakes requests be moved from water and
sewer duties and put under employment requirements. Council member Major asked for
clarification under management duties. Kraig Powell suggested under management category
adding "as necessary" at the end of the sentence for clarification.

Council member Adair stated that under working conditions the Town policy covers the first four
items. Therefore, if a change is made the Town policy could be updated. Council member
Major asked if upkeep of the machines and trucks is included in job description. Luke Thomas
stated it is listed under roads and park, buildings, and grounds lists parks tools and machinery

maintenance.

Council member Major asked that under main functions at the end of the first sentence add and
town owned vehicles and town facilities. Council member Adair asked if a high school diploma
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should be added under employment requirements. Council decided this did not need to be
added. Council member Adair asked if greater clarification regarding to whom the public works

director reports to is needed.

Council member Major asked if language was needed to address purchases. Mayor Snelgrove
stated that each category prepares a report on ongoing maintenance and overall system health to
the Mayor and Town Council, which should cover purchases.

Mayor Snelgrove asked for a motion.

Council member Adair motioned to accept the Public Works Director's job description with the
corrections as discussed by the Council tonight. Council member Melendez seconded the

motion.
Roll Call vote:
Councilmember Melendez ~ Aye
Council member Adair Aye
Council member Ure Aye
Mayor Snelgrove Aye
Council member Major Aye
3. Adjourn

Mayor Snelgrove asked for motion.
Council member Adair made the motion to adjourn. Council member Major seconded.

Roll Call vote:
Councilmember Melendez ~ Aye
Council member Adair Aye
Council member Ure Aye
Mayor Snelgrove Aye
Council member Major Aye
Motion carried.

Meeting adjourned at 8:35.

Attachments:
Public Works Job Description
Budget worksheets

These minutes were approved at the June 9, 2011 Town Council meeting.
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R. Lee Snelgrove, Mayor

Alison Weyher, Town Clerk
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Position Title: Public Works Director

Main functions:

The Public Works Director is responsible for the town of Francis’ municipal services including
the water system, sewer system, road, parks, city owned vehicles and town facilities. This
includes maintenance/repairs, budgeting, orders, staffing, and serving as a consultant to the town
council and mayor on public works projects. '

Reports to: Mayor, Francis Town
Duties:

Water System
Stay current as required by state law required training and certifications

Install, read, and record residential and commercial water meters
""" Maintdin working knowledge of town SCADA system

Evaluate and repair water leaks as necessary

Maintain Francis town spring

Maintain Francis town water infrastructure

Report on ongoing maintenance and overall system health to the mayor and town council

Other duties as required

Sewer System
Monitor and maintain town sewer ponds, sprinkler system, and meters

Monitor and maintain town lift stations
Evaluate system health and coordinate any required third party resources as necessary
Report on ongoing maintenance and overall system health to the mayor and town council

Other duties as required

Roads
Responsible for town property snow removal as designated (roads, parking lots,
driveways, walkways)
Road evaluation and maintenance
Maintain street signs
Maintain salt supply
Vehicle and snowplow equipment maintenance
Stay current on all training
Plan for future upgrades and expansions as needed
Report on ongoing maintenance and overall system health to the mayor and town council

Other duties as required




Parks, Buildings, and Grounds
Lawn and tree care maintenance
Parks tools and machinery maintenance
Irrigation system maintenance
Park facility maintenance and custodial services
Log all park related activities
Report on ongoing maintenance and overall system health to the mayor and town council
Other duties as required

Management:
Supervise permanent & seasonal public works employees, volunteers, and community
service projects as necessary

Working conditions:

——————— -Strenuous manual labor may be required on a daily basis— " ~
Adverse weather conditions may be encountered on a daily basis including wet, muddy,
slippery surfaces, and extreme temperatures
Independent, motivated work ethic is expected on a daily basis
Extensive local travel will be required on a daily basis
Some longer/overnight travel may be required

Employment Requirements:
Effective communication skills-both verbal and written
Background check
Working knowledge of small and large tools and equipment and their inherent risks
Ability to lift 50 Ibs
Ability to perform all manner of physical labor
Courteous manners with staff, town officers and public
Valid class D drivers license and obtain a class B (CDL) license
Obtain all state and town required certifications within a designated time frame or as
required
Act as an on-call 24/7 basis for any of the departments or needs of the town
Blue Stakes related requests '
Be able to plan for future upgrades and expansions as needed i
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