Meeting of the:
Date /Time:
Location:

Members:

AMENDED OFFICIAL NOTICE AND AGENDA

Notice is hereby given that the Community Affairs/Council Policy Committee of the City of
Stoughton, Wisconsin will hold a regular or special meeting as indicated on the date, time and
location given below.

COMMUNITY AFFAIRS/COUNCIL POLICY OF THE CITY OF STOUGHTON
Tuesday, November 1, 2011 at 6:00 p.m.

Hall of Fame Room/City Hall (381 E Main St, Stoughton WI 53589)

Ross Scovotti (Chair), Eric Olstad (Vice Chair), Tim Swadley, Paul Lawrence, Mayor Olson (ex-officio)

Note-For security reasons, the front doors of the City Hall building (including the elevator door) will be locked after
4:30 p.m. If you need to enter City Hall after that time, please use the entrance on the east side of City Hall (the
planning department door). If you are physically challenged and are in need of the elevator or other assistance,
please call 873-6677 prior to 4:30 p.m.

Item #
1.

Item #
2.

Item #

0.

CALL TO ORDER
Communications

OLD BUSINESS

Review draft document regarding expectations and guidelines of
committee chairs.

NEW BUSINESS

Minutes of Oct. 4, and the Joint Finance-CA/CP meeting of Oct. 11.
Review Proposed Budget Offer from the Opera House.

Review Proposed Budget Offer from Media Services.

Review Proposed Budget Offer from the Senior Center.

*Review building use policies for the city, school, and library.

*Discussion regarding a policy on the financial oversight of community
based committees.

Future agendaitems:

cc: Mayor Olson, Utilities Director Bob Kardasz, Senior Center Director Cindy McGlynn, City Council Members,
Department Heads, City Attorney, Stoughton Newspapers/Wi State Journal, Deputy Clerk Pili Hougan, Library
Administrative Assistant Debbie Myren.

Note-An expanded meeting may constitute a quorum of the Council.

ADJOURNMENT



	a-CA-CP agenda 11-1-2011 amended.pdf


COMMUNITY AFFAIRS/COUNCIL POLICY MEETING MINUTES
Tuesday, October 4, 2011 @ 6:00 p.m.
Hall of Fame room, City of Stoughton, WI

Present: Alderpersons Ross Scovotti, Paul Lawrence, and Tim Swadley and Mayor Donna
Olson, Deputy Clerk Pili Hougan.

Absent: Eric Olstad and Bob Kardasz

Others in attendance: Erlene Bishop Killeen, Richard MacDonald, Steve Tone, and Trisha Suess.

Call to Order: The meeting was called to order at 6:00 p.m. by Chair Ross Scovotti.

Communications: The GFOA budgeting for outcomes updates for the CA/CP committee are
completed.

Uupdate regarding the GFOA Budgeting for Outcomes: Chair Scovotti stated Finance
Director Sullivan was unable to attend tonight’s meeting. The 2012 budget presentation at the
previous council meeting showed the budget gap was closed. He reviewed Budgeting for
Outcomes report which was included in tonight’s packet, and stated it was the final presentation
as the Budgeting for Outcomes process has been completed. Scovotti congratulated everyone
involved in the Budgeting for Outcomes process on a job well done.

Minutes of Auqust 2, 2011: Moved by Swadley, seconded by Lawrence, to approve the
minutes as presented. Carried unanimously.

Discussion and possible action regarding revisions to the Library meeting room
policy: The Libraries new meeting room policy will allow the Library to enable the room’s to be

rented out for a fee. This will help bring in revenues. Cindy McGlynn suggested a review of all
the meeting room policies for city buildings, and make possible revisions to the policies to
enable the rooms to be rented out for non-profits and for-profits and include a fee. Mayor
Olson requested to review all the related policies together. Moved by Lawrence, seconded by
Swadley, to recommend Council approve the Library Building Use policy as presented. Further
discussion followed, and Chair Scovotti directed staff to review the school’s building use policy,
the city building use policy, and the new library policy and bring back revisions. Carried
unanimously.

Discussion and possible action regarding drafting a document for expectations and
guideline or committee chairs: Chair Scovotti stated this item was brought up by
Alderperson McKichan at a previous meeting, he felt there should be a policy crafted that would
set guidelines for committee chairs and vice chairs of their expectations, duties, and obligations.
Scovotti suggested reviewing all ideas/suggestions regarding a draft document for guidelines of
chairs. He volunteered to draft up a document and bring back to the next CA/CP committee
meeting for review and recommendations, and to have the current council orientation provided
to him to incorporate all changes into one policy. All in favor.

Policy on financial oversight of community based committees: Alderman Scovotti
explained there are several non-city community based committee’s which function under the
city. He reviewed a report from the Finance Department which breaks down all financial entries
for these committees. He questions why the city carrying these community based committees
on the city’s books? Mayor Olson stated these community based committee’s have been set up
this way for a long time. This is what the city can do to support the good things these
committee’s bring to our community, and she will continue to support this. Cindy McGlynn
stated the Senior’s in Need has always been set up this way, and it would be very difficult for
the Seniors in Need program to continue without the support of the city staff. To continue
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sending the donations to the city of Stoughton also provides instant credibility. Scovotti stated
he would like to see the financial aspect to be provided by the organizations, and not kept
within the city. Alderperson Swadley stated he would like to have the city continue to provide
these services; he wouldn’t want to risk having these services disappear. Alderperson
Lawrence stated there needs to be more discussion and information regarding this. Scovotti
directed the finance staff to provide a breakdown of all hours along with a written
recommendation from the Finance Director regarding what the cost and time breakdown of
these services provided in the department are, and what would the charge be if there would be
a fee for services for the committee’s involved, and to bring back the report to the Joint Finance
and CA/CP committee meeting. All in favor.

Future agenda items: 1) Expectations /Guidelines of committee chairs. 2) Review building use
policies for the city, school, and library. 3) Policy on Financial Oversight of Community based
Committees-discussion.

There will be a Joint Finance and CACP committee meeting on Tuesday, Oct. 11, 2011.
The next regular CACP committee meeting is scheduled for Tuesday, Nov. 1, 2011.
Respectfully Submitted,

Pili Hougan, Deputy City Clerk.





JOINT FINANCE/CA CP COMMITTEE MEETING MINUTES
October 11, 2011 — 6:00 p.m.
City Hall, Hall of Fame Room

Present:
Alderpersons Paul Lawrence, Eric Hohol, Tim Swadley, Carl Chenoweth, Ross Scovaotti,
Eric Olstad and Mayor Olson.

Others Present:

Finance Director Laurie Sullivan, Deputy Treasurer Julie Roberts, Ruth Fortney, Lois
Quale, Receptionists Tamara Bader Fleres and Debbie Blaney, Senior Center Director
Cindy McGlynn, Steve Tone and Deputy Clerk Pili Hougan.

Absent and Excused:

Call to order:
Finance Chair Lawrence called the meeting to order at 6:00pm.

Discussion Regarding Policy on Financial Oversight of Community Based
Committees Re: The True Cost in Time, Labor, Equipment and Expenses:
Alderperson Scovotti stated that this subject has been brought forward previously
without resolution. It has been brought forward again by the CA/CP committee.
Scovotti stated that there are several issues at hand. How much City staff time is being
utilized, what the true costs are to the City and its tax payers and how it reflects our
annual audit. For audit purposes the City has no controls for these monies and how
they are spent. Invoices are billed to the City. Scovotti would like to see that stop and
have invoices billed to the appropriate organization possibly in care of the City There
are issues with City employees not being able to complete their “City” work but
continuing to do work involving volunteer organizations. Should this continue and
where is the line drawn? These issues need to be investigated. Hohol stated that the
issue of decentralized cash should be reviewed by the Finance Committee and the
issue of staff time should be looked at by the Personnel Committee. Olstad questioned
how the City came to administer funds for the Memory Walk and questioned if the City
would also be administering funds for the Dream Park. Swadley questioned if the City
has a policy in place for these organizations and if not could we have one? Scovotti
stated that there is no policy. Chenoweth stated a policy needs to be created to
address their needs as well as the City’s. Scovotti stated that the goal for this meeting
was to discuss money, not policy or personnel. Moved by Scovotti, seconded by
Chenoweth to have the data that was collected assembled properly and forwarded to
the Personnel Committee for their own determinations and sent back to CA/CP. Motion
carried unanimously. Moved by Olstad, seconded by Chenoweth to direct staff to
investigate how the City came to administer the funds for the Memory Walk. Motion
carried unanimously.






Joint Finance CA/CP Committee Meeting Minutes
October 11™, 2011
Page 2

Future agenda items:
None.

Moved by Scovotti, seconded by Chenoweth to adjourn at 6:39pm. Motion carried
unanimously.

Respectfully submitted,
Julie Roberts
Deputy Treasurer





		10-04-2011 CACP Minutes.pdf
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Appendix A:

CITY OF STOUGHTON MUNICIPAL BUILDING USE POLICY
Approved by Council 7/14/2009

STATEMENT OF POLICY

Recognizing that City Buildings and their grounds belong to the community, the City of Stoughton offers the use of
certain City facilities by and for the benefit of residents, but not to interfere with any municipal operation of the
community. Offices and other administrative areas of the following buildings are not intended for use under this
policy, unless special permission is granted by the Mayor and/or City Council: City Hall, Public Safety Building,
Library, Senior Center, Municipal Utilities Building, EMS Facility, Fire Department, Y outh Center and the Public
Works Facility. This policy does not cover the Opera House or Park Facilities such as shelters or athletic fields
which are covered under separate policies. Please see exhibit “B” for the Stoughton Public Library Meeting Room
Policy.

The City of Stoughton will consider al qualified users without regard to race, color, religion, creed, gender, national
origin, age, disability, marital or veteran status, sexual orientation, or other status covered by applicable state or
federal laws or regulations.

APPLICATION PROCESS

Applications for use of available roomswill be given on afirst request basis. All City of Stoughton committees,
commissions and boards, city departments, and any other groups under the control of the City Council shall be given
priority in scheduling. Groups will be allowed to use the facility on afirst-come, first-served basis after
governmental groups. Applicants shall give sufficient lead-time to analyze the needs and make all necessary
arrangements. The application shall specify the facilities requested, the date(s) needed, time and the name, telephone
number, and the address of at |east one (1) person of the organization or group who shall be personally responsible
for all charges arising out of the intended use of such facility. Applicationsfor use of afacility shall be submitted to
the appropriate facility contact listed in the section below.

APPEAL PROCESS
If there isa question asto approval or denial of a user group, the request may be submitted to the Mayor or
appropriate board or commission for further review.

USERS

Governmental Users

City of Stoughton governmental meetings and activities include but are not limited to meetings of city committees,
commissions, boards, events or meetings sponsored by a City department, committee or commission and are under
the control of that body. City governmental users shall be given priority in scheduling. Other governmental units
may be granted use of space if space isavailable.

Non-Governmental Users
Non-governmental userswill be allowed use of the facility when space is available with the understanding that if a
governmental user requires the use of afacility they may be bumped from using the facility. The City of Stoughton
specifically excludes the following types of uses of its meeting rooms:
e Programsinvolving the sale, advertising or promotion of products or services.
e Businessfirmsand other for-profit organizations soliciting or selling products or services, regardless of
purpose.
e Private social functions, such as showers, birthday parties, dances and the like (except Senior Center
facilitiesand Y outh Center.)
e Political campaigns and/or fundraising, although political forums are permitted.
e Programs not in keeping with the City’ s goals and objectives, or which would interfere with the operation of
the City by causing excessive noise, a safety hazard, security risk, etc.

Please see exhibit “A” for a pre-approved city building users list.





ROOMSAVAILABLE FOR USE

Rooms listed in this Section are made available to groups and organi zations upon approval dependent on the user
requirements, availability of space and time of use. The Council Chamberswill only be available for use if City staff
will be present at the event. Requests for use of meeting rooms should be submitted to the following for processing
and approval (use of meeting rooms that affect multiple departments will need the approval of all affected
departments):

City Hall Receptionist Hall of Fame Room, Giles Dow Room,
873-6677 Ed Overland Room and Council Chambers
*Senior Center Receptionist Senior Center Annex and other public meeting
873-8585 rooms at the Senior Center
Library Clerical Assistant Library meeting room
873-6281
EMS Office EMS Training Room
873-6500
Parks & Recreation Director Y outh Center
873-6746
Fire Chief Fire Station Training Room
873-7218

* Pl ease see the attached fee schedule.

GENERAL RULESAND REGULATIONS

Conditions of Use:

The applicant(s) must provide sufficient supervision so that the event will remain orderly and to prevent damage to
the facility.

e Decorations and other items may not be attached to walls or fixtures,

e Prior to departure the room will be put into the same condition and configuration;

e Ondepartureal lights shal be turned off and the room locked.

The use of the room is subject to all ordinances and laws being complied with, specifically, but not limited to the
prohibition of tobacco use and/or possession of alcohol or illegal drugs.

The City may place restrictions and/or additional requirements for the use of the facility. The applicant may be
required to pay for these associated costs.

Cleaning and/or Damage to City Property

The applicant shall be responsible for:
¢ Reasonable and necessary expenses incurred by the City for the purpose of cleaning the facility beyond
customary cleaning done by the city;
e For the cost of replacement or repair of damaged property.

Miscellaneous

The City is not responsible for any equipment or other property left at the facility at any time. Property left for 30
days will be deemed abandoned and disposed of in a manner deemed appropriate by the City.

Failure to meet the above requirements may result in the denial of future use for the individual or group associated

with the facility’ s use.

Approved by the Common Council on July 26, 2005
Revision approved by Council on August 22, 2006
Revision approved by Council on January 27, 2009
Revision approved by Council on July 14, 2009





CITY OF STOUGHTON
BUILDING USE POLICY

Thisfrom isto be used by all groups entitled to use the facility listed below for an event that is not a primary City function.
Permission for use of the facilities shall be granted not more than 120 days prior to the date requested unless special permission is
granted. The City reserves the right to cancel a scheduled use in the event of an anticipated violation of any rule, regulation or law or
if agovernmental user requires the use of the facility. Any misrepresentation on the application may void any use of the facility.

Council Chambers, Public Safety Building — contact City Hall Receptionist (873-6677)
Hall of Fame, Giles Dow, Ed Overland Room — contact City Hall Receptionist (873-6677)
Senior Center Facilities— contact Senior Center Receptionist (873-8585)

Library Facilities— Contact the Library Clerical Assistant (873-6281)

EM S Facilities— contact EM S Office (873-6500)

Fire Station Training Room (contact Fire Chief (873-7218)

Youth Center — contact Parks & Recreation Director (873-6746)

ORGANIZATION:

ORGANIZATION CONTACT:

Name:

Phone: Days: Evenings:

Name:

Address:

DATE OF MEETING:

Beginning AM/PM Ending at AM/PM
at

ATTENDANCE - EST. TOTAL
DESCRIBE PLANNED
ACTIVITY IN DETAIL:

FACILITIESUSE AGREEMENT: The undersigned application agrees to abide by all rules and regulations of the City of Stoughton
regarding use of city facilities, to hold harmless and to indemnify the City of Stoughton from any and all claims, losses, damages,
actions, causes of action and liabilities of any kind or nature whatsoever which are directly or indirectly related to the use of the
facilities described herein by the undersigned and any guests, friends or invitees which result in injury or loss of property to any
person using the facilities herein described. My organization/group will be responsible for the repair or replacement of any damages
to the facility. My organization/group agrees to comply with the conditions set forth in the City of Stoughton Building Use Policy.
My organization/group agrees to meet ADA (Americans with Disabilities Act) requirements and to provide accommodations to access
the meeting or program.

Additional Requirements:

Signature: Date:

Approved: Date:






STOUGHTON AREA SENIOR CENTER
BUILDING USE POLICY
Adopted 9-27-05

When considering or allowing groupsor individualsto use the Center there are several conditionsto be met in
order for thefacility to be used in a functional and practical way:

e Only lower level, annex room and main floor (street level) are available.

e Catered foods only.

e Minimal kitchen facilitiesin lower level and main floor available for final preparation of food only.

e A person contracted by the City will be on duty to provide security and lock up. Thiswould be a person
?;2? e(tahan Senior Center staff, unless otherwise directed by the City. The cost of thiswill beincluded in

e Theground and lower rooms are available for groups up to 80 persons.

e Themainlevel isavailable for groups up to 150 persons.

USER FEESAND DEPOSITS

NO FEE REQUIRED

$60 Main Floor User Fee

$25 Lower Level User Fee

$30 * Refundable Deposit

$6 per hour Security Fee

TOTAL

Please make check payable to Stoughton Area Senior Center.
*Please submit separate check for refundable deposit.

Facilities must be left in the same condition as when the group took responsibility for the premises. The user will be
responsible for all damages to the building, furniture and any extra cleaning.





EXHIBIT “A”

PRE-APPROVED
CITY BUILDING USERSLIST
(Thislist isnot intended to be all-inclusive, but rather a quide)

Any city government-connected committee

The following Stoughton area organizations:

CooNOO~WDNE

American Legion

American Legion Auxiliary

Black Hawk Council of Girl Scouts

Boys Scouts of America

4-H Clubs

Lioness Club

Lions Club

Masons — Kegonsa Lodge #73

Optimists

Stoughton Area Jaycees

Rotarians

VFW — Badger Post #328

VFW —Auxiliary

Stoughton Conservation Club

Stoughton Newcomers Club

Stoughton Historical Society

Exchange Club

PEO

Stoughton Business & Professional Women
Rebekahs

New Century Study Club

The Order of the Eastern Star — Venus Chapter #61
Pythian Sisters

International Club

‘R’ Olde House Society

Stoughton Hospital Auxiliary

Stoughton Sports Boosters Club

City Band

Day of Prayer Group

Stoughton Chamber of Commerce and sub- committees
Neighborhood Associations

Relay for Life

Stoughton Area Y outh Soccer, Baseball and Softball Associations

Any school oriented or parent sponsored group (both public and private school group).

Political forums.





City of Stoughton, 381 East Main Street, Stoughton W1 53589

RESOLUTION OF THE LIBRARY BOARD

Authorizing and directing the proper city official(s) to make changes to the Stoughton Public
Library’s Carnegie Meeting Room Policy

Committee Action: Library Board Approva 8-0; CA/CP Approva 3-0
Fiscal Impact: Revenue generation, $100-$500 per year
File Number: R-130-2011 Date I ntroduced: October 25, 2011

WHEREAS, the Stoughton Public Library offersits Carnegie Meeting Room for use by the public, and
WHEREAS, the use of the Carnegie Meeting Room has been limited to not for profit activities, and

WHEREAS, the Stoughton Public Library’s Strategic Plan (2011-2014), Waypoint 4, Section 3 proposes that “the
Carnegie Meeting Room policy will be revised to allow for-profit use for a nominal rental fee,” and

WHEREAS, the proposed change to “allow the Carnegie meeting room to be used for profit use, by for-profit
organizations and individuals at the rate of $20 per hour fee, and with an additional custodial fee of $25 if food is to
be served,” has been approved by the Library Board and by the CA/CP Committee, now therefore

BE IT RESOLVED, that the City of Stoughton accept and approve these changes in and additions to the Stoughton
Public Library’s Carnegie Meeting Room Policy.

BE IT FURTHER RESOLVED, that confirmed copies of this resolution be forwarded to the Library Board.

Council Action: |:| Adopted |:| Failed Vote

Mayoral Action: |:| Accept |:| Veto

Donna Olson, Mayor Date

Council Action: |:| Override Vote






COMMUNITY AFFAIRS/COUNCIL POLICY MEETING MINUTES
Tuesday, October 4, 2011 @ 6:00 p.m.
Hall of Fame room, City of Stoughton, WI

Discussion and possible action regarding revisions to the Library meeting room
policy: The Library's new meeting room policy will allow the Library to enable the rooms to
be rented out for a fee. This will help bring in revenues. Cindy McGlynn suggested a review of
all the meeting room policies for city buildings, and make possible revisions to the policies to
enable the rooms to be rented out for non-profits and for-profits and include a fee. Mayor
Olson requested to review all the related policies together. Moved by Lawrence, seconded by
Swadley, to recommend Council approve the Library Building Use policy as presented. Further
discussion followed, and Chair Scovotti directed staff to review the school’s building use policy,
the city building use policy, and the new library policy and bring back revisions. Carried
unanimously.






LIBRARY BOARD MINUTES

August 17, 2011 6:30 pm
Carnegie Meeting Room

PRESENT: Carl Chenoweth, George Craig, Bill Cress, Denise Duranczyk, Erlene Bishop Killeen, Linda Schaefer, Tricia
Suess (left 8:00 pm), Elva Tyson

ABSENT: Kathleen Kelly

ALSO PRESENT: Library Director, Richard MacDonald; Administrative Assistant, Debbie Myren

1.
2.

13.

13.

12.

The meeting was called to order at 6:30 pm by President Suess.

Amendments to the Agenda:
ltems 13 e., 13 d., and 12 a. will be discussed following item 4, before item 5

Review/Approval of Minutes of July 20, 2011
Duranczyk moved to accept the minutes, Schaefer seconded, and the motion carried unanimously.

Public Comment: None

e.

From Personnel Committee: Request to City of Stoughton to reimburse any Library employees who were
inadvertently underpaid for the July 4, 2011 holiday

Laurie Sullivan, City Finance Director, and Kelly Michaels, City Personnel Director, attended the Board meeting to
discuss items 13 d and 13 e.

The City will add the monies that were not included for the July 4, 2011 holiday on the next paycheck for the
employees affected.

From Personnel Committee: Proposal to continue to follow Library Work Rules with regard to holiday pay
for part-time Library employees

The City is requesting that the Library change their policy to mirror the City’s policy regarding holiday pay for part-
time employees.

Duranczyk made a motion requesting the Personnel Committee to review the Library Work Rules, Holiday Pay
and Differential Pay, Chenoweth seconded and the motion carried unanimously.
Sullivan and Michaels left the meeting.

Revision of By-Laws to allow change in Library Board Committee structure
MacDonald gave a handout titled Article IV, which discussed changes to the committees as they currently stand
and the revision of the By-Laws that would need to be made to allow for the suggested changes.

Schaefer made a motion to adopt Article 4 as presented, Duranczyk seconded, Killeen abstained, and the motion
carried by majority vote.

The members of the new Planning Committee are: Suess, Schaefer, Kelly
The Marketing Committee is dissolved. The Facility Committee will be an Ad Hoc committee as needed.

Review/Discuss Correspondence: None

Board In-Service: Review Strategic Plan
Chenoweth made a motion to table this item, sending it to the Planning Committee to review, Craig seconded and
the motion carried unanimously.

Review/Approve Financial Statements for July 2011:

a.

Account 215 (General Fund)

Cress made a motion to accept the Account 215 statements, Craig seconded and the motion carried
unanimously.

Account 217 (Special Gift Fund)

Chenoweth made a motion to accept the Account 217 statements, Killeen seconded and the motion carried
unanimously.

. Stoughton Area Community Foundation account

The July statement was circulated among the Board members.

Review/Approve Bills for August 2011:

a.

b.

August 2011 Fund 215 (General Fund) bills totaling $8,678.76 were approved on a motion by Chenoweth,
Schaefer seconded and the motion carried unanimously.

August 2011 Fund 217 (Special Gift Fund) bills totaling $2,019.93 (Designated) and $1.82 (Undesignated) were
approved on a motion by Craig, Chenoweth seconded and the motion carried unanimously.





10.

11.

12.

13.

14.

15.

Director’s Report:
a. Administration Report for July 2011
The report was included in the Board packet and reviewed.
b. Statistics for July 2011 ~ Library statistics were included in the Board packet and reviewed.

Committee Reports:

a. Facilities — No Report

b. Finance — No Report

c. Personnel — Met August 8 - Minutes from the meeting were included in the meeting packet and discussed.
d. Policies — Met August 9 - Minutes from the meeting were included in the meeting packet and discussed.
e. Marketing — No Report

Friends Report: MacDonald
Members are being contacted to sponsor tables for the Fall Gala, other plans are progressing. The Coffee Days
Raffle and Book Sale went well, the official amount raised will be coming at a later date.

Unfinished Business:
a. Revision of By-Laws to allow change in Library Board Committee structure - Discussed earlier

New Business:

a. From Policy Committee: Proposal to follow the Library’s Strategic Plan and change the Meeting Room Policy to
allow the Carnegie meeting room to be used for profit use, by for-profit organizations and individuals at the rate of
$20 per hour fee, and with an additional custodial fee of $25 if food is to be served.

Cress made a motion to adopt the proposal to change the Meeting Room Policy to allow the Carnegie meeting
room to be used for profit use, by for-profit organizations and individuals at the rate of $20 per hour fee, and with
an additional custodial fee of $25 if food is to be served, Craig seconded and the motion carried unanimously.

This will need to be discussed with the City, to see if the proposal will be allowed by City Policy, and returned to
the Library Policy Committee to make the necessary changes to the Meeting Room Policy, then returned to the
Library Board for final approval.

b. From Policy Committee: Proposal to change the Library Materials Use Policy to allow Library users who have
valid library cards, to checkout without their cards, if they can show valid photo ID.

Cress made a motion to adopt the proposal to change the Library Materials Use Policy to allow Library users who
have valid library cards, to checkout without their cards, if they can show valid photo ID, Craig seconded and the
motion carried unanimously.

c. From Personnel Committee: Proposal to follow the City’s plan for WRS parity payment for Library employees
A handout regarding Part-Time Wages Comparisons after 7 Months was distributed and discussed.

An initial motion was made, and subsequently withdrawn.

Duranczyk made a substitute motion that the $8,460 realized in savings would be paid to employees the first
paycheck of December 2011 as a one-time bonus, with the individual amounts prorated based on WRS
contributions, Chenoweth seconded and the motion carried unanimously.

d. From Personnel Committee: Proposal to continue to follow Library Work Rules with regard to holiday pay for part-
time Library employees - Discussed earlier

e. From Personnel Committee: Request to City of Stoughton to reimburse any Library employees who were
inadvertently underpaid for the July 4, 2011 holiday - Discussed earlier

f. Participation in a statewide digital media buying plan
Handout regarding a proposal by SCLS for the purchase of audiobooks and ebooks by from MacDonald was
distributed and discussed. It was the consensus of the Board that the Stoughton Public Library participate in this
program. The Finance Committee will discuss the proposal at its next meeting and bring more information to the
Board Meeting in September.

Pending Agenda Item — Visit by Bob Sorge of Madison Community Foundation in September
The visit will be on the agenda for September under the Board In-Service.

Adjournment: The meeting was adjourned at 8:40 pm on a motion by Chenoweth, seconded by Cress and carried
unanimously.

Next regular Meeting — September 20, 2011, 6:30 pm, Carnegie Room
Recorded by Debbie Myren; Reviewed by Richard MacDonald





Stoughton Public Library Strategic Plan, 2011-2014

Mission
Stoughton Public Library will educate, enrich, and empower our community.

Vision

Stoughton Public Library

Will be welcoming, well-funded, attractive, comfortable, and up-to-date.

Will employ a talented, customer service-oriented staff.

Will be highly valued for the modern and innovative services and programs offered for all ages.
Will support the community’s economic development.

Will preserve the community’s cultural heritage through the Kvamme local history collection.

Waypoints & Objectives

WAYPOINT 1: Funding/Fundraising
The library will be well-supported financially, both by local appropriation and private donation/gift/fundraising

efforts.

1)

2)

3)

4)

Local operating appropriation will increase every year of the plan to fund increased staffing levels necessary to
staff all public service desks during open hours, accomplish enhanced adult programming, and enhance
collection development in a variety of formats.

Funding through a combination of local appropriation, grants, and donations to complete second floor
renovation will be achieved by the end of 2013.

Grants will be obtained to create innovative technology tools collection, to begin by the end of 2011 and
continue throughout every year of the plan.

The Stoughton Community Foundation Library account will increase in size and contributions in preparation for
a building expansion every year of the plan.

WAYPOINT 2: Advocacy/Promotion
The library will experience increased visibility within the community, supported by the advocacy efforts of board,
staff, and community members who speak up for the library at every opportunity.

1)

2)

3)

4)

Board members regularly advocate for the library to local elected officials.

The Library’s online presence will be refined and diversified, with increased online offerings and advertising
every year of the plan.

The Library’s media presence will be diversified to include paid advertising coordinated by staff and letters to
the editor written by Trustees and community supporters, with published submissions increasing every year of
the plan.

Library staff serve as the front lines of library advocacy; thus, attendance at Continuing Education programs will
be required for all permanent staff, with an emphasis on technology skill development and customer service,
with Supervisory staff required to accomplish at least 10 CE hours per year and non-supervisory permanent staff
required to accomplish at least 5 CE hours per year.





WAYPOINT 3: Public Programs
The library will offer a wide variety of programs for all ages, to meet the diverse needs of the community.

1) The number and variety of adult programs & events coordinated and offered by trained library staff and
contracted presenters will increase every year of the plan without decreasing the number and variety of
children’s programs.

2) The diversity and amount of Children’s Outreach will be expanded in every year of the plan.

3) Funded grants for program supplies and/or contracted professional presenters will be achieved every year of the
plan.

WAYPOINT 4: Economic Development
The library will actively support the community’s businesses and its economic development efforts and activities.

1) A business support special collection will begin in 2011 with a minimum of 100 items and will increase by at least
50 new items every year of the plan.

2) Programs and outreach to enhance financial literacy and support local business development will take place
starting in 2011.

3) The Carnegie Meeting Room policy will be revised to allow for-profit use for a nominal rental fee and the
Bulletin Board policy will be revised to allow for-profits using the Carnegie Room to post & promote their events

by the end of 2011.

4) Wireless internet access will be available throughout the entire library by the end of 2011.

Adopted: October 20, 2010





_ Stoughton Public Library
Library Board Policies Committee Minutes ~ Draft

August 9, 2011 ~ 4:30 p.m., Carnegie Room
Present: George Craig, Bill Cress, Linda Schaefer
Also Present: Richard MacDonald

AGENDA
1. Call to Order

The meeting was called to order at 4:30 p.m. by Bill Cress.

It was moved by George Craig and seconded by Linda Schaefer that Bill Cress continue to
serve as chair. Motion passed (2-0).

2. Amendments to Agenda
Library Director MacDonald requested the addition of, “Review draft email list use
policy.” So added, below. Agenda as amended approved by consensus.

3. Review/Approve Minutes of October 12, 2010 (enclosed)
It was moved by Linda Schaefer and seconded by George Craig to accept the Agenda as
amended. Motion passed. (3-0).

It was the consensus of the Committee that Director MacDonald should review the
Library’s behavior policy for next time

4. Review/Update Meeting Room Policy with regard to use by other than non-profit
organizations
Thisitem is part of the Library’s Strategic Plan, Waypoint 4: Economic Development, #3:
“The Carnegie Meeting Room policy will be revised to allow for-profit use for a nominal rental
fee.” Discussion followed and included...
e How the Library’s meeting room policy will be incorporated into the City’s, and the
procedure to follow if this Committee and the Library Board approve this change
Use of the room by for-profit vs. nonprofit groups
The concept of giving certain groups or organizations priority for room use
Amount of rental and/or custodial fees for use of the room
Acceptability of people using the room to actually sell products and services
Assessing fees for damages

It was the consensus of the Committee that the Library not charge any fees for use of the
room by non-profit groups. Discussion followed.

It was moved by Bill Cress and seconded by Linda Schaefer to propose a change the
Meeting Room Policy to allow the Carnegie meeting room to be used for profit use, by for-
profit organizations and individuals at the rate of $20 per hour fee, and with an additional
custodial fee of $25 if food is to be served. This would be presented as a proposal from the
Committee to the Library Board, which in turn would present such a proposal to the City.
Discussion followed.

Motion passed (3-0).

5. Review/Update Materials Use Policy (information enclosed)
Director MacDonald shared with the Committee how he had reviewed the policy and made
changes in the language to reflect more modern usage, more common usage, and in general





make the policy more understandable to the layperson. These are not considered actual changes
in the policy per se. Discussion followed.

The Committee also discussed whether or not to allow checkouts without the presence of an
actual library card. Director MacDonald reported on Madison Public Library’s policy of
checking out if alibrary card holder has forgotten his or her card. Madison Public will check
out without a card upon presentation of avalid photo ID. They tell people that they will do it
once. Discussion followed.

It was moved by George Craig to change the Library Materials Use Policy to allow Library
users who have valid library cards, to checkout without their cards, if they can show valid
photo ID. Second by Bill Cress.

Discussion followed. It was the consensus of the Committee that Library staff informally
monitor this, and if library users are abusing this change in policy, then the Committee can
readdress the issue.

Discussion also included the possibility of changing the self-checkout machines so that
people can simply type in their library card numbers. Director MacDonald pointed out that this
will also mean that everyone, whether they have a card or not, will have to typein a PIN
number. MacDonald will look into this further and report back to the Committee and the
Library Board at a future date

Motion passed (3-0)

6. Draft email list use policy
Director MacDonald reviewed a draft policy with the Committee. Discussion followed and
included...
¢ The existence of privacy and confidentiality statements in existing policies
e The need for a policy specifically addressing user privacy and confidentiality of library
records
e How the concept of privacy and confidentiality applies to electronic communications and
other electronic venues such as Library websites and Facebook.

Discussion followed.

It was the consensus of the Committee that Director MacDonald review all existing policies
to find statements addressing privacy and confidentiality; then draft a confidentiality policy for
the Library which would include those statements found in other policies, statements referring
to email list use, and any other statements referring to confidentiality of social media, and
other electronic communications.

Linda Schaefer will look into Facebook to see if there is the potential for user privacy
concerns.

7. Schedule next meeting date, if necessary

Director MacDonald will send out a Doodle for the next meeting. Topics for the next
meeting will included confidentiality; & electronic communications, and the Library’s
behavior policy.

8. Adjournment

Before adjourning, Linda Schaefer raised the question about who is responsible for keeping
the Library Board members’ notebooks up to date, and where is the best place and the best way
for Board members to access library policies.

At 5:46 Linda Schaefer moved to adjourn, second by George Craig. Motion passed (3-0).





STOUGHTON PUBLIC LIBRARY
MEETING ROOM POLICY

I Purpose

The Library Board and staff encourage the use of its meeting room space by and for
the benefit of the community including educational, cultural, intellectual or charitable
activities.

[. Definitions

A. Carnegie Room: alarge room equipped with five folding tables and 25 chairs.
Capacity of room is 50 persons.

B. Conference Room: asmall room equipped with one conference table and six chairs.
Capacity of room is 7 persons.

[1l. Guiddines

A. Scheduling

\ 1. Library programming/use will be given first priority for the space’s use.
There are no restrictions on the scheduling of library programming/use.

2. Individuas, and-net-for-profit-groups or ganizations and businesses may
reserve the room(s) on afirst-come, first-served basis.
a. Requestsfor use must be submitted at least 7 days in advance and no
more than 120 days in advance using the City of Stoughton Building
Use Form (Appendix A) and Carnegie Meeting Room Application For
Use Form (Appendix B).

b. Groupswill be limited to one Carnegie M eeting Room reservation per
\ calendar month

d. All meetings must be open to the public. Library staff may attend or
observe any program at any time.
3. Any misrepresentation upon reserving the room(s) shall void any use of that
space.

B. Use of Facilities

1. TheLibrary Board affirmsthe City of Stoughton Municipal Building Use
\ Policy specm cally excludi ng the foll OWI ng types of uses of its meeting rooms:

a. Private social functions, such as showers, birthday parties, and dances.





b. Programs which would interfere with the library’ s operation by causing
excessive noise, a safety hazard, or security risk.

. The meeting room(s) will be available for use during library hours only.

Groups must be out of the rooms fifteen minutes prior to closing time. Staff
will inform groups 15 minutes before closing. The only exception will be for
meetings of City of Stoughton governmental units.

. Usersmust check in at the Circulation Desk prior to using the room(s).

. Users must provide adequate supervisors, chaperones, and crowd control

personnel to satisfy the library administration and staff that the event will be
controlled. The same conditions for use apply to those using the meeting
room(s) areas asin the library proper. (See Appropriate Library Behavior
Policy).

. Simple refreshments provided by the users may be served in the Carnegie

Room. Any food, serving and eating supplies, etc. must be provided by the
users, cleaned up and removed from the facility at the end of the meeting. The
library has a kitchenette equipped with a sink and dishwasher that may be
used. The kitchenette must be cleaned before leaving. Alcoholic beverages
are prohibited.

. Decorations, wall hangings, or any other items may not be taped, stapled,
glued, or in any way fastened or adhered to any walls, windows, ceilings, or
fixtures without prior permission and direction from the Library Director or
staff.

. The Carnegie M eeting Room may be reserved for profit use, by for-profit

organizations and individuals at the rate of $20 per hour fee, and with an
additional custodial fee of $25 if food is to be served.

C. Useof Equipment

Equipment available for usein the Carnegie Meeting Room islisted in Appendix B.
Equipment must be reserved along with the room(s). An adult, 18 or older, must
be responsible for equipment reservation and use.

The Library will not provide personnel to set up the meeting rooms or operate
audiovisual equipment.

Thelibrary is not responsible for any equipment or other items left in the meeting
room(s). Items left for 30 days may be disposed of in a manner deemed
appropriate by the Library Director/ staff.





V. Review and Appeal

Any group or individual who is refused permission to use the meeting room(s), or
who has other objections may appeal to the Library Board by filing the appeal in
writing with the Library Director within 10 days of the refusal. The Library Board
will hear the appedl at its next regularly scheduled meeting.

V. Disclaimers

A. The City of Stoughton Municipal Building Use Policy has been adopted by the
Library Board and will govern use of the meeting rooms. (Appendix A)

B. Thefact that agroup is permitted use of the room(s) does not in any way constitute
endorsement of the group’s policies or beliefs by the City, Library Board, or staff.

C. All organizations/individuals using the Stoughton Public Library meeting room(s)
will maintain compliance with Federal, State and local laws and regulations regarding
discrimination. Thisincludes but is not limited to the Federal Americans with
Disabilities Act.

D. TheLibrary Board/Director reserve the right to refuse use of the room as deemed
necessary according to this policy.

E. This policy may be subject to change based on need or circumstances as approved by
the library board at any regularly scheduled meeting.

Adopted: August 9, 2001

Revised: July 11, 2003

Revised: April 14, 2005

Revised: July 8, 2009

Recommended by CA/CP Committee: October 4, 2011





Appendix B: Carnegie Meeting Room Application for Use Form

STOUGHTON PUBLIC LIBRARY

CARNEGIE MEETING ROOM APPLICATION FOR USE FORM
This form must be completed in addition to the City of Soughton Building Use Policy Form.

Applicant:

Daytime telephone:

Evening telephone:

Fax number:

Email address:

Applicant’s postal mail address:

(Inquiries from the library or public will be directed to the applicant at the contact information supplied above.)

Name of Organization:
Purpose of meeting:
Organization’s postal mail address:

Nopn-nrofit taxv 1D #+ -
|‘U||P|U||LLW\ T 1T «

Request is For Use of: [ Carnegie Meeting Room Only (] Meeting Room & Kitchenette

If you plan to serve food/beverages, please describe what you will be serving:

Place acheck mark in front of the equipment you are requesting to use:
] Screen 71 LCD Projector (1 Overhead Projector [ Whiteboard CLectern

[ I haveread and agree to follow the Stoughton Public Library Meeting Room Policy.
[J I understand that | am responsible for set up, use and care of the room and set up and
\ operation of audiovisual equipment for the duration of the event.

T 1 will notify the library 24 hours before cancellation.
[J I understand that failure to comply with the Library’s policies may result in loss of use of
the meeting room.

T 1 understand that this request becomes a reservation only after the Library has confirmed
it.

Signature of Applicant: Date:
Staff Use Only

Form Received & Fully Completed: Equipment Requested:

Room Use: Approved / Not Approved Date:

Time IN: Time OUT: Room Condition Checked:
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JOINT FINANCE/CA CP COMMITTEE MEETING MINUTES
October 11, 2011 — 6:00 p.m.
City Hall, Hall of Fame Room

Present:
Alderpersons Paul Lawrence, Eric Hohol, Tim Swadley, Carl Chenoweth, Ross Scovaotti,
Eric Olstad and Mayor Olson.

Others Present:

Finance Director Laurie Sullivan, Deputy Treasurer Julie Roberts, Ruth Fortney, Lois
Quale, Receptionists Tamara Bader Fleres and Debbie Blaney, Senior Center Director
Cindy McGlynn, Steve Tone and Deputy Clerk Pili Hougan.

Absent and Excused:

Call to order:
Finance Chair Lawrence called the meeting to order at 6:00pm.

Discussion Regarding Policy on Financial Oversight of Community Based
Committees Re: The True Cost in Time, Labor, Equipment and Expenses:
Alderperson Scovotti stated that this subject has been brought forward previously
without resolution. It has been brought forward again by the CA/CP committee.
Scovotti stated that there are several issues at hand. How much City staff time is being
utilized, what the true costs are to the City and its tax payers and how it reflects our
annual audit. For audit purposes the City has no controls for these monies and how
they are spent. Invoices are billed to the City. Scovotti would like to see that stop and
have invoices billed to the appropriate organization possibly in care of the City There
are issues with City employees not being able to complete their “City” work but
continuing to do work involving volunteer organizations. Should this continue and
where is the line drawn? These issues need to be investigated. Hohol stated that the
issue of decentralized cash should be reviewed by the Finance Committee and the
issue of staff time should be looked at by the Personnel Committee. Olstad questioned
how the City came to administer funds for the Memory Walk and questioned if the City
would also be administering funds for the Dream Park. Swadley questioned if the City
has a policy in place for these organizations and if not could we have one? Scovotti
stated that there is no policy. Chenoweth stated a policy needs to be created to
address their needs as well as the City’s. Scovotti stated that the goal for this meeting
was to discuss money, not policy or personnel. Moved by Scovotti, seconded by
Chenoweth to have the data that was collected assembled properly and forwarded to
the Personnel Committee for their own determinations and sent back to CA/CP. Motion
carried unanimously. Moved by Olstad, seconded by Chenoweth to direct staff to
investigate how the City came to administer the funds for the Memory Walk. Motion
carried unanimously.






Joint Finance CA/CP Committee Meeting Minutes
October 11™, 2011
Page 2

Future agenda items:
None.

Moved by Scovotti, seconded by Chenoweth to adjourn at 6:39pm. Motion carried
unanimously.

Respectfully submitted,
Julie Roberts
Deputy Treasurer





