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.

Meeting of the: COMMUNITY AFFAIRS/COUNCIL POLICY OF THE CITY OF STOUGHTON
Date /Time: Tuesday, March 1, 2011 at 6:00 p.m.

Location: Hall of Fame Room/City Hall (381 E Main St, Stoughton WI 53589)
Members: Eric Olstad (chair), Dave McKichan (vice chair), Larry Weiss, Carl Chenoweth.

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 # CALL TO ORDER

1. Communications

Item # OLD BUSINESS

2. Establish/Review the Policy for Service Club Signs.

Item # NEW BUSINESS

3. February 3, 2011 Minutes

4, Update/discussion regarding the GFOA and budgeting for outcomes.

5. Establish/Review Policy regarding the earliest times standing
committee’s can meet.

6. Review the Review the City’s form of Governance and Redistricting.

7. Review the City’ s Ordinance/policy which allows for placement of items

on the Council agenda.

8. Discussion on procedure for setting Committee & Council meetings.
0. Review the City’ s electronic (e-mail) use policy.
10. Future agendaitems. Possible change in April 5, 2011 meeting date due to

Spring Election held that day.

GFOA-Budgeting for Outcomes update.
cc. Mayor Olson, City Clerk Kelly Michagls, 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 congtitute a quorum of the Council.

ADJOURNMENT




CITY OF STOUGHTON
SERVICE CLUB SIGN PLACEMENT POLICY

Adopted by the Common Council ...

POLICY STATEMENT: The City of Stoughton recognizes the value Public Service
Club organizations provide to the community. The purpose of Service Club signs is to
allow service clubs organizations to post their club logos. The placement of service club
signs should be placed in an orderly and uniform manner in the designated areas of the
city. :

DEFINITIONS

SERVICE CLUB: Service club means an mternatlonal non-polltlcal non-sectanan
not-for-profit organization with the prlma(y" """ al of prowdlng services:that directly
benefit the community. Service Club Sign freestandmg sign where service
clubs organizations may place their logos.

SIGN PLACEMENT CRITERIA

The service clubs must follow the S|gn placement** 'tevrla for the City of Stoughton.
Criteria will be evaluated, {c , ;lgn placement request. One or
more of the factors should be met to approv the placement of a sign. The City Council
may, at its discretion; approve-or.disapprove‘the placement of any sign that may or may
not meet the criteria. k.
Once a service club sig ved and placed in the designated area, the service
club organizations. will be- responsnble for:designating club members to maintain and
upkeep the service club sign and related area. If the service club sign and area are not
properly maintained, the CIty can: determme to have the service club sign removed.

PROCESS"‘I‘NG*REQUES'IY':éZf:FOR:SIGNS

Requests for placement:of service club signs should be submitted to City Clerk’s office
to review and approve the criteria in determining if the organization fits the description of

a “Service Club” to allow placement of the sign, and to the Planning and Zoning
department in accordance to the Planning and Zoning Ordinance requirements for sign
placement and regulations. This would include the procedure for obtaining a sign
permit. Requests for service club signs shall also be submitted to the appropriate
standing committee for prior recommendation to Council. These requests will also be
review by the CVMIC-the city’s risk insurance carrier, and for review by the City attorney
regarding the appeal process.





It is understood the service club signs will be placed in the designated areas on the
private property at Fastenal Store at 1740 E. Main Street and Ben Waite Circle & W.
Main St/Hwy 51 (a portion of this is city easement).

The service clubs will purchase the signs and the frame for holding the signs, and the
individual service club organizations will purchase their own signs.
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From: Maria Hougan

Sent: Tuesday, February 22, 2011 10:52 AM

To: Mike Stacey; Rodney J. Scheel; Kelly Michaels
Cc: Donna Olson; Karl Manthe

Subject: Draft-Service Club Sign Policy

Hi,

The Community Affairs/Council Policy recommended the Clerk’s office to compile a policy regarding Service Club
Signs. This is a draft, could you please review and et me know of any updates/changes/concerns you have
regarding this draft policy. The draft will be presented to the CA/CP meeting next Tuesday, 3-1-11.

Here's the portion of minutes pertaining to the committee’s request:

Establish a policy for Service Club Signs: The committee members would like to have more clarification regarding a
service club sign policy. There has been interest for service club signs to be placed in the Community. A Service
Club Sign policy draft was presented. Moved by McKichan, seconded by Chenoweth, to direct the Clerk’s office staff
for more detailed clarification regarding the Service Club Sign policy to include who wouild be responsible for
maintenance on the signs; the process when applying for the sign (s) to include having the Clerks office determine
the criteria; appeal process (reviewed by city attomey); CA-CP approval; reviewed by CVMIC, the city’s risk
insurance policy carrier; approval by the Planning Commission including sign permits and zoning requirements.
This revised policy should be brought back to the next CA/CP meeting. Motion carried unanimously.

Thanks for your input!
Maria P. Hougan "Pili"

Deputy Clerk, City of Stoughton
(608)646-0423

2/24/2011
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Maria Hougan

From: Donna Olson

Sent:  Tuesday, February 22, 2011 6:15 PM

To: Mike Stacey; Maria Hougan; Rodney J. Scheel; Kelly Michaels
Cc: Karl Manthe

Subject: RE: Draft-Service Club Sign Policy

| think the policy should only be applicable to signage on City property. As long as signage on private property
meets with the zoning and sign criteria and code requirements, the Clerk’s office should not need to get involved.

Serving Together, We Make a Difference

Donna L Olson, Mayor
City of Stoughton

381 E Main Street
Stoughton WI 53589
Office 608 873-6459
dolson@ci.stoughton.wi.us
From: Mike Stacey

Sent: Tuesday, February 22, 2011 3:39 PM

To: Maria Hougan; Rodney J. Scheel; Kelly Michaels
Cc: Donna Olson; Karl Manthe

Subject: RE: Draft-Service Club Sign Policy

At first glance, it appears there will be a limitation of 2 locations (1 public, 1 private) within the City for
service club signage, even though the zoning code may allow for more locations on private property. |
don't know if that is their intent. I don't think it is necessary for service club signage on private property,
which is allowable by code, to be reviewed by the Clerks office, CVMIC, City Attorney or any City
Committees....seems like alot for a sign that has always been allowed by code and approved by one
department. There may be some liability issues to consider for signage on public property.

The sign on the west side of Stoughton is at US Highway 51, Rowe Street and Ben Waite Circle.

Michael P. Stacey

City of Stoughton

Zoning Administrator/Assistant Planner
381 E. Main Street

Stoughton, WI 53589

phone 608-646-0421

cell 608-209-7768

fax 608-873-5519

hours M - F 7:30am - 4:30pm

website: www.cityofstoughton.com/planning

Please take a survey and let us know how we are doing: Click on the following link:

http://www.surveymonkey.com/s/WMD8]B3

2/24/2011
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Maria Hougan

From: Kelly Michaels

Sent:  Tuesday, February 22, 2011 12:19 PM

To: Maria Hougan; Mike Stacey; Rodney J. Scheel
Cc: Donna Olson; Karl Manthe

Subject: RE: Draft-Service Club Sign Policy

My only suggestion is to avoid naming the specific committee which needs to make a recommendation to
council. You could say something like it needs to be considered by the: “appropriate standing committee of the
common council”. The reason | am making that suggestion is the numerous “mentions” by several council
members lately reference changing or consolidating some of their committees during the next term. When you
specifically name a committee and then it goes away, you wouldn’t have to update the policy if you just indicate
“appropriate committee” and let staff shepherd it to the correct one.  Other than that, | really don’t have any
expertise in sign policies.

Kelly Michaels, CMC WCMC
City Clerk / Personnel Director
City of Stoughton

381 E Main St

Stoughton WI 53589

PH (608) 873-6692

FAX (608) 873-5519

From: Maria Hougan

Sent: Tuesday, February 22, 2011 10:52 AM

To: Mike Stacey; Rodney J. Scheel; Kelly Michaels
Cc: Donna Olson; Karl Manthe

Subject: Draft-Service Club Sign Policy

Hi,

The Community Affairs/Council Policy recommended the Clerk’s office to compile a policy regarding Service Club
Signs. This is a draft, could you please review and let me know of any updates/changes/concerns you have
regarding this draft policy. The draft will be presented to the CA/CP meeting next Tuesday, 3-1-11.

Here's the portion of minutes pertaining to the committee’s request:

Establish a policy for Service Club Signs: The committee members would like to have more darification regarding a
service club sign policy. There has been interest for service club signs to be placed in the Community. A Service
Club Sign policy draft was presented. Moved by McKichan, seconded by Chenoweth, to direct the Clerk’s office staff
for more detailed clarification regarding the Service Club Sign policy to include who would be responsible for
maintenance on the signs; the process when applying for the sign (s) to include having the Clerks office determine
the criteria; appeal process (reviewed by city attormey); CA-CP approval; reviewed by CYMIC, the city’s risk
insurance policy carrier; approval by the Planning Commission including sign permits and zoning requirements.
This revised policy should be brought back to the next CA/CP meeting. Motion carried unanimously.

Thanks for your input!
Maria P. Hougan "Pili"

Deputy Clerk, City of Stoughton
(608)646-0423

2/25/2011
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Maria Hougan

From: Rodney J. Scheel

Sent:
To:
Cc:

Thursday, February 24, 2011 3:38 PM
Maria Hougan
Donna Olson; Karl Manthe; Mike Stacey; Kelly Michaels

Subject: RE: Draft-Service Club Sign Policy

Here are some observations about the policy.

1.

A policy should only be necessary for signs placed in the public rights-of-way or City-owned property.
Ordinances govern signs on private property. Therefore, the Ben Waite Circle area would be governed
by a policy since it is City-owned or public rights-of-way. The Fastenal location would be governed by
ordinance and not a policy. It is important to know that there are size limitations and spacing from
other “off premise” sign locations that will apply under the sign ordinances for signs on private property.
Signs on private property can (already) obtain a sign permit for placement after administrative review
by the Planning Department to confirm compliance with the ordinances and would not need to be
submitted to the CA/CP or City Council for approval.

As proposed, the signs on City-owned property or public rights-of-way will require action by the CA/CP
committee and Common Council before they can be installed.

| believe the intent of the CA/CP motion was to have CVMIC and the City Attorney review the policy
before reconsideration by CA/CP; not to include them in the step for review of a particular sign
placement request. The City Attorney and CYMIC will likely have more input on signs placed on City-
owned property or public rights-of-way.

The “Service Club” definition indicates such organizations are “international.” | anticipate there are
other service clubs that may not be international. | am not sure but the Optimists or Jaycees may not be
international. This definition will exclude churches with currently have signs at the Ben Waite Circle
location.

Please let us know if you have any questions.

Rodney

Scheel

City of Stoughton
Director of Planning & Development

608.873.6619 p

608.873.9519f
From: Maria Hougan

Sent: Tuesday, February 22, 2011 10:52 AM

To: Mike Stacey; Rodney J. Scheel; Kelly Michaels
Cc: Donna Olson; Karl Manthe

Subject: Draft-Service Club Sign Policy

Hi,

The Community Affairs/Council Policy recommended the Clerk’s office to compile a policy regarding Service Club
Signs. This is a draft, could you please review and let me know of any updates/changes/concerns you have
regarding this draft policy. The draft will be presented to the CA/CP meeting next Tuesday, 3-1-11.

Here's the portion of minutes pertaining to the committee’s request:
Establish a policy for Service Club Signs: The committee members would like to have more clarification regarding a

2/25/2011
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service club sign policy. There has been interest for service club signs to be placed in the Community. A Service
Club Sign policy draft was presented. Moved by McKichan, seconded by Chenoweth, to direct the Clerk’s office staff
for more detailed clarification regarding the Service Club Sign policy to include who would be responsible for
maintenance on the signs; the process when applying for the sign (s) to include having the Clerks office determine
the criteria; appeal process (reviewed by city attomey); CA-CP approval; reviewed by CVMIC, the city’s risk
insurance policy carrier; approval by the Planning Commission including sign permits and zoning requirements.

This revised policy should be brought back to the next CA/CP meeting. Motion carried unanimously.

Thanks for your input!
Maria P. Hougan "Pill"

Deputy Clerk, City of Stoughton
(608)646-0423

2/25/2011





CITY OF STOUGHTON RODNEY J. SCHEEL
DEPARTMENT OF DIRECTOR

PLANNING & DEVELOPMENT
381 East Main Street, Stoughton, WI. 53589

(608) 873-6619 Www. ci.stoughton.wi.us
Date: December 22, 2010
To: Community Affairs Committee
From: Michael Stacey, Zoning Administrator/Assistant Planner
Subject: Service Club Signage Policy

Asrequested, | am providing information related to Service Club Signage in the City of Stoughton.
The following City of Stoughton ordinance sections pertain to non-profit signage on public and
private property as labeled.

1. Ordinance Section 64-9 (g) states as follows (public property):

(g) Private property in street rights-of-way.

(1) Privateproperty adjacent to streets, in street rights-of-way, is
permitted asfollows:

(2) Permit required. A permit from the street superintendent shall be
required for thefollowing:

Any structure, installation or_construction adjacent to the street, in
the public right-of-way or park row, of private property for longer
than 90 consecutive days, such as lamp posts, hitching posts, benches,
sculpture or other art, decoration or improvement. Except that no permit
isrequired for one "open" flag per business along Main Street from Page
Street to Hillside Street which are placed only on Sundays. In the
absence of an existing flag pole hole in the concrete, the business shall
utilize an above-grade holder, positioned in-line with existing in-ground
flag pole holes.

Note: If the Street Superintendent is not comfortable approving a signage request, the Public
Works Committee could review therequest.

2. Ordinance Section 78-803 (1) & (2) states asfollows (private property):

(1) Permit requirement. No sign may be constructed, erected, remodeled,
relocated or expanded until asign permit is obtained in accordance with this
article. No sign permit shall be issued for any sign unlessthe sign is permitted
by and complies with the regulations of this article, provided, however, that the
types of signage set out in subsection (2) of this section are exempt from the
permit fee requirement.

S:\mph\Community Affairs-Council Pol 2009 forward\Service Club Signage Memo10.doc





(2) Exemptions. Thefollowing shall be exemptionsto the sign per mit
requirementsin subsection (1) of this section:

(@ Fags or emblems of a government, sign of poalitical, civic,
philanthropic, educationa or reigious organizations displayed on
private property. Political campaign signs must be removed within
one week after election. Only one sign per candidate or political issue
is permitted per lot.

(b) Signsof aduly congtituted governmental body, including traffic or
similar regulatory devices, lega notices, utility warning signs and
warnings at railroad crossings.

(0 Memorid signs.

(d) Address numerals and other signs required to be maintained by law or
governmental order, rule or regulation.

(¢ Small, nonilluminated instructional signs, not exceeding two sguare
feet in area, displayed on private property for the convenience of the
public, including signs to identify restrooms, instructiona signs, freight
entrances and the like. Signs larger than two square feet require a permit
fee.

(f) Temporary signs, provided that such signs conform to subsection 78-
810(1)c and subsection 78-811(3).

(g) Artwork and athletic scoreboards.

(h)  Signsaccessory to residential/commercia uses permitted by
subsections 78-811(1), (2) and (3), section 78-812 and subsections 78-
814(1)f, 78-814(7) and 78-814(8).

(i)  Signsaccessory to churches, schools or_nonprofit institutions
per mitted by section 78-813.

() Garage salesigns per subsection 78-810(13).

(k)  Signsdeemed to be historical by the zoning administrator. The zoning
administrator may seek guidance from the Landmarks Commission.

3. Ordinance section 78-813 (1) states asfollows (private property):

Sec. 78-813. - Signs accessory to churches, schools, or non-pr ofit ingitutions.

No sign accessory to any church, school or nonprofit institution shall be
permitted except in compliance with the following regulations:

(1) Thereshall be not more than three freestanding signs per lot. No
such sign shall exceed 36 square feet in area, except monument signs
as shown in figure C which may have advertisng up to a maximum
of 36 square feet in area per side and the monument sign including
advertisng may be up to a maximum of 100 square feet in area per
side. Such signs shall be no closer than one foot from the lot line on
private property.

Please let me know if you have any questions.

S:\mph\Community Affairs-Council Pol 2009 forward\Service Club Signage Memo10.doc






COMMUNITY AFFAIRS/COUNCIL POLICY MEETING MINUTES
Thursday, February 3, 2011 @ 7:00 p.m.
Hall of Fame Room, City of Stoughton, WI

Present: Alderpersons Eric Olstad, Carl Chenoweth, Dave McKichan, Utilities Director Bob
Kardasz, Mayor Donna Olson and Deputy Clerk Pili Hougan.

Absent & Excused: Alderperson Larry Weiss.
Others in attendance: Alderperson Steve Tone, Food Pantry Volunteer Ruth Fortney.
Call to Order: The meeting was called to order at 7:00 p.m. by Chair Eric Olstad.

Communications: Mayor Olson stated she had recently been to Sun Prairie to discuss
Mayoral government process. Removal of school board discussions from future agenda
items at this time.

Establish a policy for Service Club Signs: The committee members would like to have more
clarification regarding a service club sign policy. There has been interest for service club signs to
be placed in the Community. A Service Club Sign policy draft was presented. Moved by
McKichan, seconded by Chenoweth, to direct the Clerk’s office staff for more detailed
clarification regarding the Service Club Sign policy to include who would be responsible for
maintenance on the signs; the process when applying for the sign (s) to include having the Clerks
office determine the criteria; appeal process (reviewed by city attorney); CA-CP approval;
reviewed by CVMIC, the city’s risk insurance policy carrier; approval by the Planning Commission
including sign permits and zoning requirements. This revised policy should be brought back to
the next CA/CP meeting. Motion carried unanimously.

Minutes of the Community Affairs/Council Policy meeting of January 4, 2010: Moved by
Chenoweth, seconded by McKichan, to approve the minutes as presented. Motion carried
unanimously.

Presentation/update on the City of Stoughton Food Pantry: Food Pantry volunteer
Ruth Fortney gave a presentation on the City of Stoughton Food Pantry. The
committee commended Ruth and the pantry volunteers for doing such a great job.
The committee members would like more data regarding the food pantry presented
when the data is available.

Update /discussion regarding the GFOA (Government Finance Officer Associations):

Mayor Olson reported out on the progress with the budgeting for outcomes study. Mayor
Olson stated they have made great progress so far and they are right on schedule. Chair
Olstad stated the budgeting for outcomes study he feels is the most important item in our city
government today. The committee members stated it was very critical to stay on track and
to keep them informed on the progress. They would like to continue updates regarding the
budgeting for outcomes study at each CA/CP meeting from the finance director. The
committee wants to see step 3 of the budgeting for outcomes study implemented by next
month’s CA/CP meeting, and would like a comprehensive list of those invited to the citizen
input session. Mayor Olson reported that the results team members in step 3 have been
identified and training is scheduled for early March as planned.





Discussion and Possible action regarding the earliest times standing committee’s
can meet: Alderperson Tone requested to discuss this agenda item due to a few meetings

which were held prior to 5:00 p.m. The committee would like to establish meeting times for
the Utilities, standing committees, and planning committee where these meeting should not

start prior to 6:00 p.m. The committee feels it's difficult for the working public to attend
meetings held during normal business hours prior to 6:00 p.m. Alderperson Chenoweth
stated he would like Utilities meetings and any other meetings which have public
input/hearings to be televised. Moved by Chenoweth, seconded by McKichan, to have the
Clerk’s office staff establish a policy where it states meetings of the Utilities Committee;
Standing Committee’s, and Planning Commission not to be held prior to 6:00 p.m. and to hold
one of the open book/tax roll sessions during evening hours. This draft policy should be
brought back to the next CA/CP committee meeting for review. All in favor with Mayor Olson
voting noe.

Future agenda items: 1.) Review Service Club Sign policy. 2.)Update on the Budgeting for
Outcomes/GFOA-the committee would like a complete updated report from the Finance
Director, and to keep on as an ongoing agenda item. 3.)Review and establish a policy for
meeting times regarding standing committees, utilities committee, and planning commission.
4.) Change for April 5, 2011 CA-CP meeting date-Spring Primary.

Adjournment: Motion by Chenoweth, seconded by McKichan, to adjourn at 9:00 p.m.
Motion carried.

Respectfully submitted,
Pili Hougan
Deputy Clerk






CITY OF STOUGHTON

From the Office of the City Finance Director

MEMORANDUM

January 28, 2011

To: CA/CP Committee

CC:  Council, Department Heads

From: Donna Olson, Mayor and Laurie Sullivan, Finance

RE: Budgeting for Outcomes status report

Staff is currently working on the first three steps of the Budgeting for Outcomes process. A
complete list of the BFO stepsis attached.

1) Set the Price of Government-Identify available revenues.

In this step, Department Heads are evaluating the revenue sources that they budget for. This
includes areview of three-year history of revenues. Each department will provide revenue
schedules including fees, fines and other charges. The revenue will be broken down by
charge and service instead of just alineitem number. The significanceisin understanding
how much (the fee) and how many (number of charges) for each revenue source. Thiswill be
used to breakdown each revenue into programs and services.

All funding sources will be reviewed and 2012 levels estimated to come up with the total
revenues available to fund programsin 2012.

Assignment: Review and analyze all funding sources. Break down revenues by sour ce,
specific feesand quantities. Estimate 2012 funding levels
Date: Dueby February 4

2.) Establish Priority Results through Community input.

Citizen participation is key to the success of BFO. Citizens are the customers of local
government and for the most part pay the bill. The Council needsto be aware of the citizen
prioritiesin order to arrive at the outcomes that they want and are most willing to pay for.

Staff has engaged the services of UW-Extension consultant Bill Rizzo to lead a strategy
session to gain citizen input. This session is scheduled for February 17" at 6:00 p.m. This
session will be for Council and Citizens. Results team members areinvited to join as well.





3)

It isimportant to make our best attempt at coming up with arepresentative sample of citizens.
Please suggest participants who are community minded and good thinkers.

Assignment: Send suggested Citizen Participantsto the Finance Department for
compilation.
Date: February 1

Identify and train Results Teams.

Department heads are submitting suggestions for result team members. Results team
members must be able to ‘put on a Citizen hat’, be able to think outside of the department box
and willing to put in the time necessary to conclude this project.

Ideally, aresults team will be formed for each priority identified in the Citizen forum. Teams
should consist of five members and be made up of City employees (not department heads),
and citizen volunteers.

Results teams are responsible for refining the priority statement, creating Cause and Effect
maps, devel oping indicator to measure progress in achieving priorities. Thisteam will
develop the Request for Proposals that will be sent on to Department Heads. After the
department heads submit their program proposals, the Results team will be responsible for
determining the first rankings of proposals.

Participants in the Citizen forum will also be asked to volunteer to work on Results teams.
The GFOA training team will meet with the Results Teams on March 1% and 2™ to train and
begin the mapping process. The GFOA will also assist teams in preparing their Request for

proposals.

Assignment: Send suggestionsfor Results Team membersto Finance.
Date: February 1through Feb 10.

381 E. Main Street, Stoughton, Wl 53589 608.873.6677 fax 608.873.5519





Benefits of Budgeting For

Outcomes
(BFO)

[0 Focus on results/outcomes, not inputs

O Involves citizens in the budget process
[0 Fosters competition

0 Combines “Zero Based” and
“Performance-Based” Budgeting
approaches






Budgeting For Outcomes
(BFO)

0 BFO combines the best of several budgeting
methods

m [ts focus is on programs rather than departments, but
more specifically, it takes no existing programs as
“givens.” In other words, no program gets a “free
pass.”

= Instead it asks all programs to compete with other
public (and sometimes private) organizations to
deliver results at the best price!

m Atits heart are results most important to citizens
(who have input in the process)

= By re-examining priorities every budget cycle and
encouraging all kinds of organizations to compete to
deliver programs — it produces valuable results!






Why Budgeting for Outcomes?

Provides structured process for linking
spending to outcomes

Provides logical methodology for
prioritizing activities and programs
Facilitates collaboration and flexibility
+ (Gives managers opportunities to

innovate
Avoids gimmicks like across-the-board
cuts






Budgeting for Outcomes Process

Choose
priorities of
government

\

Create requests

for results

Invite offers
from sellers

Allocate funds
to priorities

Rank the
offers

—

Establish the
price of
government

to buy

| Decide what

Present the
Outcome
Budget






Steps in Budgeting for Outcomes

1)

2)

Summary

Set the Price of Government — ldentify available
revenues

Establish Priority Results through community
input, and a Results Team for each result area

Results Teams a) set indicators, b) identify
primary and secondary factors, create Causal
Maps, and d) form Request for Offers (RFO’s) in
order to purchase what works and matters most

25





8)

Steps in Budgeting for Outcomes

Summary

Departments review and study the RFO’s and submit to the
Results Area that most fit their program

Results Teams rank offers by contribution to outcomes

Mayor & Leadership Team rank offers by contribution to
outcomes

Finance Dept sets up the “Line” buy Programs that deliver

results _citizens want at the price they are willing to pay

Leadership team reviews and revises.

Remember, this process focuses on programs/services that deliver most to

the desired outcome, not on those that will not be purchased.

26





Step 1-The Price of Government

1 ldentify Available Revenues
Revenue Budget Worksheets

Fee Schedules

3 years of history

Most important. How Many-How Much
Is this a program revenue??

D OO0 D0

17





Step 2-Setting Priorities

O Community Input:
~— = PastStrategic Plans and Focus Groups
s  Community Meeting by invitation

o Council Members suggest 2 participants

o Staff recommends participants
o Results team members

O Citizens identify the ‘results’ they expect from
government

m |dentify 5 or 6 high level priorities
= |dentify 3 or 4 indicators of success for each priority.

18





| want to live in a city that
encourages & supports
appropriate economic growth
that creates jobs, expands city
revenue and improves
neighborhoods and
commercial corridors

| want to be safe and feel
safe from crime, fire and
other hazards anywhere in
the City

I want to live in a community
that reduces poverty by
empowering motivated
people to become
economically self-sufficient

I want to live in a city of
strong and vibrant
neighborhoods that are
clean, safe, and
encourage a sense of

Savannah community

will be a safe
environmentally healthy
and economically
thriving

| want a fiscally responsible, community for all its

accessible and responsive citizens
government that maximizes i
use of public resources for
services | need

| want to live in a community that
provides recreational and cultural
opportunities that will keep my
mind and body healthy and that
recognize the diversity of its
citizens

| want to live in a community
that promotes health
through good infrastructure
(e.g., water, sewer) while
preserving the environment
for future generations

Budget Priorities





NEIGHBORHOOD VITALITY STRATEGY MAP

“l want to live in a city of strong and vibrant neighborhoods that are clean, safe, and encourage a sense
of community.”

= Opbtainable Housin R il o
= Compatible Desi g“g * Safe, Accessible, Pedestrian Friendly
= Well Maintained Structures ; Park; g Rec;gatmn

*  Home Ownership * Development Standards

Fermesmenewps

Qpen Space / Public
Realm Development

Aftractive

Valued and Engaged
Neighborhood

Citizens

Indicators
o ; ®  |ncreased homegwnership rates _ /
- Clean and‘;wfmﬁglged * |ncreased neighborhood participation levels . !Eqdfrcha;ed fnglquoh?et: :
Zoning an Lanit Use * Improved private and public praperty conditions EEnbaE o BstEmbel i raceon
|

Feduced vacant iots and dilapidaied structures






Step 3- Results Teams

0 Refine the priority statements .
= Develop indicators to measure
s Create Strategy Maps
m Develop requests for offers
= Rank Offers

O This ranking will be “forced.” Each results team will rank
a third of the offers as high, a third as medium, and a
third as low.
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Step 3 - Continued

Results teams review priority
statements and fine tuned the indicators

of success

Use the priority results statements to
identify primary and secondary factors
that most contribute to achiviing the
priority result statement.-Create maps
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Results Teams

O Use these factors to prepare RFP’s for the desired
outcomes.

0 Departments prepare program budgets
0 Ranking team ranks offers as High, Medium, Low
[0 Leadership team reviews

1 Revise

18





Step 3 Continued...
Sample Causal Map

SAFETY RESULTS TEAM
CAUSE AND EFFECT MAP

Effective
Crirninal Justice
Swstemn

Fire Anjury

P riti
fEraen Indicators:

= Crime Rate
S SR s Lives |ost due to fire
= : I ;

= Response times by Law

Safe Enforcement/Police, EM §,

Areas

Fire to emergency calls for service
= [ Future) Citizens perceptions of safety
based on Citizens Survey results

Law
~ Enforcemernt
Wisibility

Crime
Frevention
Programs

RESULT
"Peopie feel safe from
ctime, fire, and the
effects of emergencies
and natural disasters.”

Efficient
9-1-1 System

. Emergency
Waming
Systems

Capable
Disaster
Response and
Recovery

Effective
Cormrnunication
Systemn

Public 4
Education g

Rapid Response
from
Emergency
Services

Wielltrained,
Well-equipped
Responders
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Safety Rankings

(Example from FY07/08)

Safety Priority Area Results

- — i S
Program Name Board Rank Medium Team Rank Medium
Low Low
Emergency Medical Services 1 High 1 High
Communicaton Center 2 High 4 High
Electronic Monitoring 2 High 6 Medium
Radio Services 2 High 4 Medium
County Probation 5 Medium 1 High
Emergency Mgmt & Operations o Medium 1 High
Animal Control 7 Medium 8 Low
Medical Examiner 8 Low 7 Medium
Predisposition of Juveniles 9 Low 9 Low
Facilities Security 10 Low 10 Low






=
t

tr\llayor with help from the Leadership Team purchase programs
c

ontribute most to desired outcomes

d

Key Purchases

\'EEH igher Priorities

What's Not Purchased
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COMMUNITY AFFAIRS/COUNCIL POLICY MEETING MINUTES
Thursday, February 3, 2011 @ 7:00 p.m.
Hall of Fame Room, City of Stoughton, WI

Discussion and Possible action regarding the earliest times standing committee’s
can meet: Alderperson Tone requested to discuss this agenda item due to a few meetings

which were held prior to 5:00 p.m. The committee would like to establish meeting times for
the Utilities, standing committees, and planning committee where these meeting should not
start prior to 6:00 p.m. The committee feels it’s difficult for the working public to attend
meetings held during normal business hours prior to 6:00 p.m. Alderperson Chenoweth
stated he would like Utilities meetings and any other meetings which have public
input/hearings to be televised. Moved by Chenoweth, seconded by McKichan, to have the
Clerk’s office staff establish a policy where it states meetings of the Utilities Committee;
Standing Committee’s, and Planning Commission not to be held prior to 6:00 p.m. and to
hold one of the open book/tax roll sessions during evening hours. This draft policy should be
brought back to the next CA/CP committee meeting for review. All in favor with Mayor Olson
voting noe.





Adopted by the Common Council on ...

Standing Committee, Utilities Committee, and Planning
Commission Meeting Times

The following should be considered when scheduling meetings for The City of Stoughton
Standing Committee's, Utilities Committee, and Planning Commission.

1. The Committee Chair shall set the meeting times in accordance to the rest of the
Committee members.

2. Whenever possible, the following Committees shall try to schedule meeting times after
the hours at 6:00 p.m. in order to try to accommodate all citizens during “normal”
business hours.

All Standing Committee meetings.
Utilities Committee meetings.
Planning Commission meetings.
Public Hearings.

One open book review meeting..

s/commony/clerks office/polices& procedures/committee reorgani zation and chair orientation





Pagelof 1

Maria Hougan

From: Eric Olstad [eolstad@charter.net]
Sent: Thursday, January 20, 2011 7:48 AM
To: Maria Hougan

Subject: FW: CA/CP Agenda Item

Pili,
See message below from Steve Tone. Could we add that to our agenda for our next meeting?

Thanks,

tric Olstad
Director of Marketing
East Central/Select Sires
eolstad@charter.net
608.219.0942 (cell)

From: EOIstad@ci.stoughton.wi.us [mailto:EQIstad@ci.stoughton.wi.us]
Sent: Wednesday, January 19, 2011 6:23 PM

To: EOlIstad@charter.net; clerkarchive@ci.stoughton.wi.us

Subject: FW: CA/CP Agenda Item

From: aldermantone@gmail.com on behalf of Steve Tongl SMTP.STONE@CI.STOUGHTON.WI.US]
Sent: Wednesday, January 19, 2011 6:22:42 PM

To: Eric Olstad

Subject: CA/CP Agenda ltem

Auto forwarded by aRule Hi Eric:

Could you put on your next agenda an item to discuss and act on the earliest time a standing committee
meeting can be scheduled? | am of the opinion that no meetings should be scheduled before S5pm.

1/27/2011





Stoughton, Wisconsin, Code of Ordinances >> - MUNICIPAL CODE >> Chapter 2 -
ADMINISTRATION >> ARTICLE II. - CITY COUNCIL >> DIVISION 2. -
COMMITTEES >>

DIVISION 2. - COMMITTEES

Sec. 2-66. - Established:; meetings; responsibilities.

Sec. 2-67. - Appointments.

Sec. 2-68. - Committee reports.

Sec. 2-69. - Commiittee of the whole.

Secs. 2-70—2-100. - Reserved.

Sec. 2-66. - Established; meetings; responsibilities.

(a)

Generally. The committees set out in this section shall constitute the standing committees
of the council. Such committees shall be responsible for the areas provided in this
section.

(b)

Meetings and procedures. The standing committees shall meet regularly at least once a
month at a regularly scheduled meeting. Each committee will be responsible for
reviewing and making recommendations to the council regarding the department's annual
operating and CIP budgets; along with development of department's goals, policies and
ordinances. The rules of procedure prescribed in division 1 of this article shall be
followed in the standing committees so far as applicable. Two-thirds of the membership
of the standing committee shall constitute a quorum for the transaction of business,
although a lesser number may adjourn. The mayor, as an ex-officio member of all
committees, shall not be counted in determining a quorum. All committee members,
including the chair, may make and second motions and shall vote aye, nay or abstain.
Any meeting may be cancelled by the chair or vice-chair, in absence of chair, for cause
shown. The clerk shall notify the official newspaper of such cancellation in a timely
fashion.





(©

Responsibilities.

(1)

Public works committee. The oversight responsibilities of the public works committee
include street department, streets and alleys, signing of streets, sidewalks, disposal of
stormwater, maintenance of municipally owned property, permits, installation and
maintenance of traffic signs, public transportation, tree commission, planning
department, Main Street enhancement committee, cemetery board, and all ordinances and
policies concerning or affecting such subjects.

2)

Community affairs/council policies committee. The oversight responsibilities of the
community affairs/council policies committee include food pantry, hall of fame, holiday
fund, joining forces for families, sister city, opera house, cable commission, commission
on aging, arts council, seniors in need, and other committees related to community or
social projects, as well as rules and procedures to be followed by all standing committees
and the council, policies to be followed by elected and appointed officials in the conduct
of city business and all ordinances and policies concerning or affecting such subjects.

3)

Public safety committee. The oversight responsibilities of the public safety committee
include licenses, ambulance, police, fire, judiciary, traffic regulation and related signage,
safety committee, and all ordinances and policies concerning or affecting such subjects.

4)

Finance committee. The oversight responsibilities of the finance committee include
finance department, financial transactions, treasurer's reports, claims for payment, claims
for damages, contract approval/award/expenditure oversight, insurance purchasing and
oversight, bonds, borrowing resolutions, financial policies, budgets, revenue generation,
assessment/assessor selection/oversight, purchase, lease and sales of property, taxi grant,
grant applications/expenditure oversight, facade improvement committee and all
ordinances and policies affecting or concerning such subjects.

)

Personnel committee. The oversight responsibilities of the personnel committee include
the clerk's department, policy decisions and necessary interpretation of work rules and
union agreements, all personnel policies, hearings or decisions related to employee
hiring, discipline, and status as required by ordinance and/or city policy union and
employee negotiation personnel position requests, payroll questions, position description





creation and appeals, any matter dealing with firms retained for personnel purposes,
exclusive of their contract, and all ordinances and policies concerning or affecting such
subjects.

(6)

Parks and recreation committee. The oversight responsibilities of the parks and
recreation committee include parks and recreation department, parks, park development,
recreation, river and trails task force, youth center, friends of Mandt Park, and all
ordinances and policies concerning or affecting such subjects.

(Code 1986, § 2.01(1); Ord. No. 0-13-06, § 1, 3-28-2006; Ord. No. 0-09-07, § 1, 4-27-
2007; 0-14-07, § 1, 5-22-2007; Ord. No. 0-01-08, § 1, 1-8-2008)

Sec. 2-67. - Appointments.

(a)

Appointments to the standing committees set out in section 2-66 will be comprised of
four members, one from each aldermanic district. Whenever possible, the mayor will
appoint a member of the previous year's committee as a hold over to insure committee
continuity. Appointments to standing committees shall be made annually by the mayor at
the reorganizational meeting of the city council, subject to confirmation by the council.

(b)

Each committee shall elect its own chair and vice-chair at the first meeting following the
reorganizational meeting. No alderperson shall serve as chair of more than one standing
committee.

(Code 1986, § 2.01(2); Ord. No. 0-23-03, § 1, 6-10-2003; Ord. No. 0-13-06, § 1, 3-28-
2006; Ord. No. 0-09-07, § 2, 427-2007; Ord. No. 0-01-08, § 1, 1-8-2008)

Sec. 2-68. - Committee reports.

Each standing committee to which any matter shall be referred shall report thereon in
writing at the next regular meeting of the common council. Such report shall be placed on
file with the clerk and, after action thereon, shall be retained for the statutory period.
(Code 1986, § 2.01(3))

Sec. 2-69. - Committee of the whole.

To form the council into a committee of the whole, the presiding officer shall leave the
chair and the president of the council shall preside. The rules of procedure prescribed in






To: Eric Olstad. Chair, CA/CP

From: Tim Carter, President, Stoughton Common Council
Subject: Governance

Date: February 22, 2011

Dear Eric:

| have two items that | would liked placed on the CA/CP agenda for discussion and exploration:
1) Changing Stoughton city governance to acity manager/administrator form of government;
2) Consolidation of aldermanic districts from four to three.

City Manager

About ten years ago the city council recognized that a part-time mayor was not sufficient to administer agrowing city. The
council discussed and approved a change to a full-time mayor resulting in our current form of governance. Now, it is my view the
city has outgrown this form of governance. The initial change was good but lacked guidance since professional regquirements for
the position were not outlined. The mayor is elected city-wide without regard to whether the candidate(s) has professional
experience in management, budgeting, personnel, or administration.

Given this, | recommend that the committee discuss the practicality of a city manager and create an exploratory committee to
develop and recommend to council the creation of a city manager position with implementation upon the expiration of the current
mayor’s term. This position would add costs to the budget due to arequirement for ahigher salary, but possible save monies with
other efficiencies. The critical issue isthat the city manager would be wholly accountable to the city council. State statutes
prohibit the mayor to be a member of the council under our form of governance except to break atie when council votes on an
issue. Council isthe legidative body. Thus, council should be the group that appoints committees and directs city policy and in
effect appoints department heads, devel ops the budget, and administers the will of the people. Today, the council may have an
agenda and the mayor can have a different one. Council can not direct the mayor to administer policy. With a city manager, the
person would be required to administer policy and run day-to-day operations under the direction of council. This gives authority
to a broader group of people than to a single person. The “mayor” would be a selected from the council members asis our current
council president. The reinvented mayor would set council agendas as submitted by members and staff and would be
compensated in one of two ways. 50% stipend in addition to prevailing council stipend or aper diem to be determined for official
duties required such as the Memoria Day observance.

Aldermanic Districts
Today we have four aldermanic districts with three aldermen from each district for atotal of 12, given aterm of three years, with
one from each district elected each year.

Today we have an opportunity to create a more efficient form of governance by reducing the number of districtsto three with
three alders elected by using the present method. In recent years, the mgjority of the aldermanic races have been unopposed, and
indeed, in one district this year, there is no candidate. | submit we can be more effective. Thiswill also create an uneven number
that, when the city manager position isimplemented, tie votes would not be an issue unless a member is absent. Council costs
would be proportionately reduced.

By act of congress, census data must be submitted to the individual states for the purpose of congressional redistricting by April
1, 2011. Thedistricts in Stoughton will aso be changed to equalize representation due to city growth. So, the city has an
opportunity to redistrict in order to create greater competition in council races. This would increase the representation sample by
roughly 1/3 or 1000 people. Given my three years on council, | do not foresee this as an undue burden and with increased
constituency contact may in redlity give alder’s greater understanding of Stoughton’s needs. The 11k in stipend savings would
help fund the revised mayor position and city manager budget.

Implementation would begin in April 2012 due to the spring elections. Thiswill give the clerk’ s office atest run prior to the
presidential election in November 2012. With redistricting there will be some conflict with current alder’ s residences. For
example, there may be four aldersin one district with only one up for election. If thisisthe case, there will not be aracein that
district in 2012, the open seat would expire. In another district, there may be two open seats, thus one race would be for afull
term, the other for apartial. It is recognized that there will be some growing pains, but in the long term the end result will be a
more responsive, less cumbersome government. Committee membership will be reduced to three alders so quorums can be more
effectively met.

| ask that the CA/CP form a subcommittee with the city clerk to develop an action plan to redistrict Stoughton’s aldermanic
districts from four to three, with full implementation by December 1, 2011 before candidacy petitions are filed. Recommendation
to council would be required by September 1, 2011.
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CHAPTER 111

The GoVERNiING Body,Spemflc Offlces, Commissions
ANd Boards

The Common Council

Cities are governed by a common council consisting of alderpersons and the mayor. A com-
mon council serves as the legislative arm of city government. It decides policy matters. The
corporate authority of the city is vested in the common council and the mayor. Sec. 62.09(7),
Stats. The common council enacts ordinances, resolutions and motions; approves and
amends the annual budget; levies taxes; approves the paying of claims made against the city;
grants licenses issued by the city; and enters into contracts on behalf of the city. The council
also appoints or confirms the appointment of certain city officers.

The council may conduct business at a meeting only when a quorum is present. Two-
thirds of all the members of the council constitutes a quorum. In cities with five or fewer
alderpersons, a majority constitutes a quorum. Sec. 62.11(3)(b), Stats. While the mayor is a
member of the council and presides over council meetings, the mayor is not counted in
determining whether a quorum is presgnt. Secs. 62.09(8)(b) & 62.11(1), Stats.

Cities may determine the size of théir councils. Some cities have as many as twenty coun-
cil members (e.g. Madison), but the gverage ranges between six and ten. John A. Martin, “City
Councils and Village Boards: What Deter\mines Their Size,” the Municipality, November 1996.

Councils may adopt their own rules of‘parhamentary procedure. Sec. 62.11(3)(e), Stats.

The council is the judge of the electiorfand qualification of its members, may compel
their attendance, and may fine or expel for neglect of duty. Sec. 62.11(3)(a), Stats. In order to
remove a member, however, the council must comply with the procedures for removal set
out in secs. 17.14 and 17.16, Stats.

Councils may create as many or as few committees as they wish. Common councils may
determine by ordinance the size, organization and powers of council committees.
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Handbook for Wisconsin Municipal Officials

The Village Board

A village is governed by a board consisting of a president and trustees. The trustees and the
president are typically elected at large. The president-board of trustees form of government
does not clearly distinguish between the legislative and administrative branches of govern-
ment. Rather, the village board exercises executive, legislative and administrative responsibil-
ities. The president is a village trustee who presides at village board meetings and votes on all
matters before the board. Sec. 61.32, Stats.

A majority of the members-elect constitutes a quorum of the village board. The village
president, being a trustee, is counted in determining whether a quorum is present. Sec.
61.32, Stats.

The statutes provide that villages shall elect six trustees. Sec. 61.20(1), Stats. Small villages,
with populations of 350 or less, are required to have two trustees. Sec. 61.20(3), Stats.
However, any village may by ordinance change the number of trustees. Sec. 61.20(4), Stats.
Thus, the size of village boards varies across the state.

Village boards may adopt their own rules of parliamentary procedure. Village boards have
power to preserve order at their meetings, compel attendance of trustees and punish nonat-
tendance. Sec. 61.32, Stats. The board is judge of the election and qualification of its mem-
bers. Id.

Village boards may create as many or as few committees as they wish. A board may deter-
mine by ordinance the size, organization and powers of board committees.

Statutory Officers ¢

THE MAYOR

The mayor is, by statute, a member of the council, presides at its meetings and may vote on
measures before the council in the event of a tie vote. The mayor has the power to veto
actions of the council. As chief executive officer of the city, the mayor has a statutory duty to
“take care that city ordinances and state laws are observed and enforced and that all city offi-
“cers and employees discharge their du‘.ties.” Sec. 62.09(8)(a), Stats. The mayor’s authority as
chief executive officer is not unlimiteyd. For example, a mayor cannot unilaterally decide what
uses are to be made of city property and cannot, without prior council approval, enter into a
Ml contract on behalf of the city. Also, a mayor cannot, without prior council approval, expend
§-—municipal funds.

The mayor is the head of the pohce and fire departments, except in cities where the police
and fire commission has been granfed optlonal powers by the electorate. In cities without a
police and fire commission, the mgyor appoints all police officers. The chief of police has
command of the police force under the direction of the mayor, and must obey lawful written
orders of the mayor and common council.

Sometimes references are made to a “strong mayor” system or a “weak mayor” system.
These terms refer to the amount of independent power exercised by the mayor. A “weak” sys-
tem is characterized by shared administrative responsibility among the mayor, elected
administrative officers, various boards and commissions, and independent appointed offi-
cials. A “strong” type involves unification of responsibility and accountability in the mayor’s
office. This includes the mayor’s selection of most major departmental officials, the adminis-
trative supervision over governmental services and the preparation of an “executive” budget.
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Chapter III: The Governing Body, Specific Offices Commissions and Boards

The comptroller must examine each claim presented against the city, and determine
whether it is in proper form and, if it is on contract, whether authorized and correct. For
these purposes the comptroller may swear witnesses and take testimony. If the comptroller
finds no objection, the comptroller shall mark his or her approval on the claim. If the comp-
troller disapproves in whole or in part, the comptroller shall report the reasons for that dis-
approval to the council. The comptroller shall in all cases report evidence taken. The council
may not consider a claimm and no claim may be referred to a committee until the comptroller
has examined the claim and reported on it.

The comptroller must countersign all contracts with the city if the necessary funds have
been provided to pay the liability that may be incurred under the contract. No contract shall
be valid until countersigned by the comptroller. The comptroller must annually make a list
of all certificates for the payment of which special taxes are to be levied, in time for the same
to be inserted in the tax roll, and certify its correctness. .

The comptroller may in writing, filed in the office of the clerk, appoint a deputy who shall
act under the comptroller’s direction and in the comptroller’s absence or disability, or in case
of a vacancy shall perform the comptroller’s duties. The deputy shall receive such compensa-
tion as the council provides. The acts of such deputy shall be covered by official bond as the
council directs.

MANAGER

In munig¢ipalities with a manager form of government under ch. 64 of the Wisconsin statutes
(currently there are ten cities and nine villages), the manager is appointed by the governing
body and serves, at the pleasure of the governing body, as the city or village’s chief executive
officer and head of administration. Sec. 64.11, Stats. The manager must bexselected on merit,
based on professional training and experience in municipal management. The manager pos-
sesses all executive and general administrative authority which was conferred by general law
and special charter on the council, the mayor and the various boards and commissions and
officers and in force in the municipality at the time it reorganized under ch. 64. The manager
has the power to create minor administrative offices and positions and to discontinue such
offices and positions. The manager has the power to appoint and remove all heads of depart-
ments (subject to sec. 62.13, Stats., which governs police and fire commissions and police and
fire chiefs).

»
3
)

ASSESSOR ‘ .

Cities and villages will have an assessor unless the municipality is assessed by a county asses-
sor under sec. 70.99, Stats. The assessor is responsible for assessing real and personal proper-
ty for purposes of taxation. No person fnay assume the office of city or village assessor unless
certified by the department of revenye under sec. 73.09, Stats., as qualified to perform the
functions of the office. If a person who has not been s0 certlﬁed is elected to the office, the
office is considered vacant and the’ app‘mntlng authority is required to fill the vacancy from a
list of persons certified by the Department of Revenue (DOR). A municipality may appoint a
corporation or an independent contractor as the assessor. That corporation or contractor
then must designate the person responsible for the assessment. Only persons certified by the
DOR under sec. 73.09, Stats., can be designated. The designee must file the official oath
under sec. 19.01, Stats., and sign the affidavit of the assessor attached to the assessment roll
under sec. 70.49, Stats. “Independent contractor” means a person who either is under con-
tract to furnish appraisal and assessment services or is customarily engaged in an indepen-
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| survey of municipal administration in Wisconsin, prepared by the Wiseonsin Taxpayer’s

i an administrator because in addition to those communities which have formally established

v, have responded to the necessity of having full-time administration of local government

“trator position may be established with all the general government responsibilities, plus

Handbook for Wisconsin Municipal Officials

been much modified and changed from its English counterpart, and constables’ duties have
been largely limited to the service of court process. McQuillin, MuNICIPAL CORPORATIONS, Sec.
1.15(3d ed.).

In towns, the office of constable exists more widely and the town is required to define the
constable’s jurisdiction and duties.89 Although some constables duties may be limited to ser-
vice of court process, any constable who performs the duties of a “law enforcement officer”
under sec. 165.85(2)(¢c) Stats.,81 must fulfill the training requirements for law enforcement
officers required under sec. 165.85, Stats.

Municipal AdminisTRATOR

Because most governing body members and chief executives in Wisconsin cities and villages
are part-time officials, many municipalities have found it expedient to employ full-time
administrative personnel to oversee the day-to-day operations of the city or village govern-
ment in accordance with the policies and procedures adopted by the elected representatives.
Even in those communities which have full-time alderpersons or mayors, the routine admin-
istrative work is often delegated to elected or appointed administrative officials and depart-
ment heads such as clerks, treasurers, assessors, directors of public works and comptrollers.
The growth in the use of municipal administrators has been steady. According to a 1995

Alliance, the number of incorporated municipalities with an administrator position rose
from 37 in 1976 to 124 in 1995, an increase of 235 percent. As of this writing, the League’s
member database indicates that 146 municipalities (71 villages and 75 cities) have designated
administrators. This number does not necessarily reflect the number of municipalities using

the position of administrator, it is likely that there are additional municipalities which have
an official acting in that capacity, but not formally designated as “administrator.”

The municipal administrator is not a statutorily created position. It is created by a munici-
pality under its home rule authority. As such, there is wide variation in how municipalities

affairs and the position of “administrator” differs from municipality to municipality. An indi-
vidual with the designation of admlmstrator may, in a large city, be an administrative assis-
tant to the mayor and his administrative authority may be limited to that given him by the
mayor. In another municipality, the administrator may be responsible for general govern-
ment functions, including those asgigned to the clerk, treasurer, assessor, building inspector
and health officer, and activities reiaitmg to personnel and planning, along with financial
duties of budgeting, accounting and\purchasmg In other communities a stronger adminis-

administration of public works, police and fire services, parks and recreation and other city
services.

Some municipalities have established the position of full-time administrator, while others
have combined two or more administrative offices or positions (e.g., clerk/treasurer) to create
a single position which is filled by a full-time, paid professional public servant. In recent
years, there has been a trend to combine offices in the hopes of increasing efficiency. Many

80. Secs. 60.35 and 60.22(4), Stats.
81. Seen.77
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To: Eric Olstad. Chair, CA/CP

From: Tim Carter, President, Stoughton Common Council
Subject: Governance

Date: February 22, 2011

Dear Eric:

I have two items that I would liked placed on the CA/CP agenda for discussion and exploration:
1) Changing Stoughton city governance to a city manager/administrator form of government;
2) Consolidation of aldermanic districts from four to three. '

City Manager

About ten years ago the city council recognized that a part-time mayor was not sufficient to administer a growing city. The
council discussed and approved a change to a full-time mayor resulting in our current form of governance. Now, it is my view the
city has outgrown this form of governance. The initial change was good but lacked guidance since professional requirements for
the position were not outlined. The mayor is elected city-wide without regard to whether the candidate(s) has professional
experience in management, budgeting, personnel, or administration.

Given this, I recommend that the committee discuss the practicality of a city manager and create an exploratory committee to
develop and recommend to council the creation of a city manager position with implementation upon the expiration of the current
mayor’s term. This position would add costs to the budget due to a requirement for a higher salary, but possible save monies with
other efficiencies. The critical issue is that the city manager would be wholly accountable to the city council. State statutes
prohibit the mayor to be a member of the council under our form of governance except to break a tie when council votes on an
issue. Council is the legislative body. Thus, council should be the group that appoints committees and directs city policy and in
effect appoints department heads, develops the budget, and administers the will of the people. Today, the council may have an
agenda and the mayor can have a different one. Council can not direct the mayor to administer policy. With a city manager, the
person would be required to administer policy and run day-to-day operations under the direction of council. This gives authority
to a broader group of people than to a single person. The “mayor” would be a selected from the council members as is our current
council president. The reinvented mayor would set council agendas as submitted by members and staff and would be
compensated in one of two ways: 50% stipend in addition to prevailing council stipend or a per diem to be determined for official
duties required such as the Memorial Day observance.

Aldermanic Districts
Today we have four aldermanic districts with three aldermen from each district for a total of 12, given a term of three years, with
one from each district elected each year.

Today we have an opportunity to create a more efficient form of governance by reducing the number of districts to three with
three alders elected by using the present method. In recent years, the majority of the aldermanic races have been unopposed, and
indeed, in one district this year, there is no candidate. I submit we can be more effective. This will also create an uneven number
that, when the city manager position is implemented, tie votes would not be an issue unless a member is absent. Council costs
would be proportionately reduced.

By act of congress, census data must be submitted to the individual states for the purpose of congressional redistricting by April
1, 2011. The districts in Stoughton will also be changed to equalize representation due to city growth. So, the city has an
opportunity to redistrict in order to create greater competition in council races. This would increase the representation sample by
roughly 1/3 or 1000 people. Given my three years on council, I do not foresee this as an undue burden and with increased
constituency contact may in reality give alder’s greater understanding of Stoughton’s needs. The 11k in stipend savings would
help fund the revised mayor position and city manager budget.

Implementation would begin in April 2012 due to the spring elections. This will give the clerk’s office a test run prior to the
presidential election in November 2012. With redistricting there will be some conflict with current alder’s residences. For
example, there may be four alders in one district with only one up for election. If this is the case, there will not be a race in that
district in 2012, the open seat would expire. In another district, there may be two open seats, thus one race would be for a full
term, the other for a partial. It is recognized that there will be some growing pains, but in the long term the end result will be a
more responsive, less cumbersome government. Committee membership will be reduced to three alders so quorums can be more
effectively met.

I ask that the CA/CP form a subcommittee with the city clerk to develop an action plan to redistrict Stoughton’s aldermanic
districts from four to three, with full implementation by December 1, 2011 before candidacy petitions are filed. Recommendation
to council would be required by September 1, 2011.






Agenda Items (Placement of) Policy
Adopted by the Common Council May 26, 2009

All items referred to a committee should be placed on an agenda in a timely
manner. Iltems may be placed on agendas in one of the following ways:

1. The Mayor places it on the Council agenda or asks the committee chair to
place it on a committee agenda.

2. An Alderperson, Department Head, or member of the public makes a
request of the appropriate committee chair for committee consideration
and recommendation to the Council.

3. If the Mayor or committee chair declines a request, a motion can be made
at either the committee or Council level to place the matter on a future
agenda. If there is a majority vote in favor of the request, the chair or
Mayor is required to place it on a future agenda.

4. Each standing committee is responsible for reviewing all issues that are to
be referred to the Personnel and Finance Committees for action. The
standing committee will make a recommendation to recommend or deny
the request with the understanding that the Personnel Committee has the
overall responsibility in the personnel area and the Finance Committee
has the overall responsibility in the finance area. If the standing
committee and the Personnel or Finance Committees disagree on the
issue they may need to have a joint meeting.
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Adopted by the Common Council January 8, 2008

Committee Reorganization and Orientation

The following activities will take place to ensure a smooth transition from one chair to the next
after the Common Council Reorganization Meeting.

1. A new Committee Chair and Vice-Chair will be el ected.

2. Thefollowing items should be addressed at the reorganizational meeting or a subsequent
meeting, depending upon current pending business, in order to provide all committee
members with an understanding of departmental operations and goals.

Distribute and discuss department specific information in the Local Government
Handbook and department web-site, and an overview of the department’s
organization and contact persons. A tour of the department facilities will be offered.
Review the short and long range plans of the department and departmental priorities.
Distribute committee meeting minutes from the previous 12 months and discuss
major policy changes or issue(s).

Distribute and discuss information, policy changes or issue(s), specific to pending
agendaitems.

Recommend for consideration future policy changes or exploration of issues.
Review the monitoring tools the committee has been using to determineif the
department has achieved their goals.

3. Thenew Committee Chair and Vice Chair should familiarize themsel ves with department
and City staff resources, and basic procedures for the conduct of committee meetings,
including the following:

Set agenda with department head/staff.
Review agenda suggestions from the public. Chair will work out with individua (s)
when or if the item will appear on the agenda. If item is appropriate for the
committee it should be placed on the agenda within 2 months. If item is not
appropriate for the committee a written explanation should be provided.
Place all agendaitems from alderpersons and staff members on the agenda within 2
months. Regquests should be in writing along with supporting materials.
Call al meetings including special meetings, setting the date, time and place of the
meeting.
Run the meeting in atimely and orderly fashion directing the discussion to the
noticed agendaitems only.
Recognize persons wishing to speak.
Can impose time limits on citizens wishing to speak.
Rule on parliamentary questions using Roberts Rules of Order.

See Municipal Code 2.02 (16).
Follow-up on delegated work to ensure timely compl etion.

s/commony/clerks office/polices& procedures/committee reorgani zation and chair orientation






CITY OF STOUGHTON
ELECTRONIC COMMUNICATION & INFORMATION SYSTEMS POLICY
Council adopted 11/9/04

SECTION 1 - ELECTRONIC COMMUNICATION

11

PURPOSE:

To better serve our citizens and give our workforce the best tools to do their jobs, the Governing
Unit of City of Stoughton (the "Governing Unit") continues to adopt and make use of new means
of communication and information exchange. This means that many of our employees have
access to one or more forms of electronic media and services, including, but not limited to,
computers, e-mail, telephones, cellular telephones, pagers, voice mail, fax machines, external
electronic bulletin boards, wire services, on-line services, the Internet, and the World Wide Web.

The Governing Unit encourages the use of these media and associated services because they can make

communication more efficient and effective and because they are valuable sources of
information. However, all employees and everyone connected with the Governing Unit should
remember that electronic media and services provided by the Governing Unit are Governing Unit
property and their purpose is to facilitate and support Governing Unit business. No expectation of
privacy in regards to use of the Governing Unit’'s electronic communication systems should be
expected by the employee in any respect related to accessing, transmitting, sorting or
communicating information via the system.

This policy cannot lay down rules to cover every possible situation. The purpose of this policy is to

express the Governing Unit's philosophy and set forth general guidelines governing the use of
electronic media and services. By adopting this policy, it is the Governing Unit's intent to ensure
the electronic communication systems are used to their maximum potential for business purposes
and not used in a way that is disruptive, offensive to others, or contrary to the best interest of the
Governing Unit.

The following procedures apply to all electronic media and services that are:

Accessed on or from Governing Unit premises;

Accessed using Governing Unit computer equipment or via Governing Unit-paid
access methods; or

Used in a manner that identifies the individual as acting for or on behalf of the
Governing Unit; or in anyway identifies the Governing Unit.

1.2 ORGANIZATIONS AFFECTED:

This policy applies to all of the Governing Unit of City of Stoughton, including its
departments, offices, boards, commissions, committees, Governing Unit employees and
contracted and consulting resources.

1.3 POLICY:

It is the policy of the Governing Unit to follow this set of procedures for the use of
electronic communication media and services.

1.4 REFERENCES:





Electronic Communications Privacy Act of 1986 (18 U.S.C. 88 2510 - 2711); Wis. Stats.

§947.0125.

1.5 PROCEDURES:

15 A ACCESS and AUTHORITY

1) Each Department Head shall determine which employees in their
department shall have access to the various media and services, based
on business practices and necessity and which shall have authority to
communicate on behalf of the Governing Unit.

2) The provisions of this Policy shall apply to the use of Governing Unit-
owned/provided equipment and/or services from home or other locations
off Governing Unit premises. Governing Unit-owned equipment (e.g. lap
tops) may be removed from Governing Unit premises solely for
Governing Unit work related purposes pursuant to prior authorization
from the Department Head.

1.5.B PROHIBITED COMMUNICATIONS

1) Electronic media cannot be used for knowingly transmitting, retrieving
or storing any communication that is:

a) Personal business on Governing Unit time (e.g. sports
pools, games, shopping, correspondence or other non-
business-related items/documents), except as otherwise
allowed under Section 1.5.C;

b) Discriminatory or harassing;

c) Derogatory to any individual or group;

d) Obscene as defined in Wis. Stats. § 944.21;

e) Defamatory or threatening; or

f) Engaged in for any purpose that is illegal or contrary to the
Governing Unit's policy or business interests.

2) For the protection, integrity and security of the Governing Unit's

System, electronic media shall not be used to download or transfer
software, unless authorized by the Director of Planning &
Development.

15.C PERSONAL USE

1) Except as otherwise provided, electronic media and services are
provided by the Governing Unit for employees' business use during
Governing Unit time. Limited, occasional, or incidental use of
electronic media (sending or receiving) for personal non-business
purposes is permitted as set forth below:

a)

Personal use is limited to breaks, lunch or immediately
before/after work;





b) Personal use must not interfere with the productivity of the
employee or his or her co-workers;

C) Personal use does not involve any prohibited activity (see
Section 1.5.B, b-f);

d) Personal use does not consume system resources or
storage capacity on an ongoing basis;

e) Personal use does not involve large file transfers or
otherwise deplete system resources available for business
purposes.

2) Governing Unit telephones and cellular phones are to be used for

Governing Unit business. However, brief, limited personal use is
permitted during the work day. Personal long distance calls are only
permitted with the use of a personal 1-800 calling card, or with the
understanding that such calls must be reimbursed to the Governing
Unit.

3) Employees should not have any expectation of privacy with respect to
personal use of the Governing Unit's electronic media or services.

15.D ACCESS TO EMPLOYEE COMMUNICATIONS

1) Electronic information created and/or communicated by an employee using e-
mail, word processing, utility programs, spreadsheets, voice mail,
telephones, Internet and bulletin board systems, desktop faxes, and
similar electronic media may be accessed and monitored by the
Governing Unit. The Governing Unit respects its employees' desire
to work without surveillance. However, the Governing Unit reserves
and intends to exercise the right, at its discretion, to review, monitor,
intercept, access and disclose all messages created, received or
sent over the electronic communication systems for any purpose
including, but not limited to: cost analysis; resource allocation;
optimum technical management of information resources; and
detecting use which is in violation of Governing Unit policies or may
constitute illegal activity. Disclosure will not be made except when
necessary to enforce the policy, as permitted or required under the
law, or for business purposes.

2) Any such monitoring, intercepting and accessing shall observe any and all
confidentiality regulations under federal and state laws.

15. E SECURITY/APPROPRIATE USE

1) Employees must respect the confidentiality of other individuals'
electronic communications. Except in cases in which explicit
authorization has been granted by the Department Head,
employees are prohibited from engaging in, or attempting to engage

in:

a) Monitoring or intercepting the files or electronic
communications of other employees or third parties;

b) Hacking or obtaining access to systems or accounts they





are not authorized to use;
c) Using other people's log-ins or passwords; and

d) Breaching, testing, or monitoring computer or network
security measures.

2) No e-mail or other electronic communications can be sent that attempt
to hide the identity of the sender or represent the sender as
someone else.

3) Electronic media and services should not be used in a manner that is
likely to cause network congestion or significantly hamper the ability
of other people to access and use the system.

4) Anyone obtaining electronic access to other organizations', business',
companies', municipalities' or individuals' materials must respect all
copyrights and cannot copy, retrieve, modify, or forward copyrighted
materials except as permitted by the copyright owner.

Employees must understand that the unauthorized use or
independent installation of non-standard software or data may
cause computers and networks to function erratically, improperly, or
cause data loss. Therefore, before installing any new software or
data, users should seek the assistance of the Director of Planning &
Development, except Stoughton Municipal Utilities employees shall
contact the Utilities Consumer Services/Information Systems
Technician. Users must never install downloaded software to
networked storage devices without the assistance and approval of
appropriate personnel.

Most of the Governing Unit's computing facilities automatically check
for viruses before files and data which are transferred into the
system from external sources are run or otherwise accessed. On
computers where virus scanning takes place automatically, the virus
scanning software must not be disabled, modified, uninstalled, or
otherwise inactivated. If you are uncertain as to whether the
workstation you are using is capable of detecting viruses
automatically, or you are unsure whether the data has been
adequately checked for viruses, you should contact the Director of
Planning & Development, except Stoughton Municipal Utilities
employees shall contact the Utilities Consumer Services/Information
Systems Technician.

Anyone receiving an electronic communication in error shall notify the
sender immediately. The communication may be privileged,
confidential and/or exempt from disclosure under applicable law.
Such privilege and confidentiality shall be respected.

1.5.F ENCRYPTION

Employees should not assume electronic communications are totally private.
Employees with a business-need to encrypt messages (e.g. for purposes of
safeguarding sensitive or confidential information) shall submit a written request
to their supervisor and the Department Head. When authorized to use
encryption by their supervisor and the Department Head, employees shall use





15.G

15.H

encryption software supplied to them by the Director of Planning & Development,
except Stoughton Municipal Utilities employees shall contact the Utilities
Consumer Services/Information Systems Technician. Employees who use
encryption on files stored on a Governing Unit computer must provide their
supervisor with a sealed hard copy record (to be retained in a secure location) of
all of the passwords and/or encryption keys necessary to access the files.

PARTICIPATION IN ON-LINE FORUMS

1) Employees should remember that any messages or information sent
on Governing Unit-provided facilities to one or more individuals via
an electronic network (for example: Internet mailing lists, bulletin
boards, and on-line services) are statements identifiable and
attributable to the Governing Unit.

2) The Governing Unit recognizes that participation in some forums
might be important to the performance of an employee's job. For
instance, an employee might find the answer to a technical problem
by consulting members of a newsgroup devoted to the technical
area.

3) Employees shall include the following disclaimer in all of their postings
to public forums:

"The views, opinions, and judgments expressed in this
message are solely those of the author. The message
contents have not been reviewed or approved by the
Governing Unit of the City of Stoughton."

4) Employees should note that even with a disclaimer, a connection with
the Governing Unit exists and a statement could be imputed legally
to the Governing Unit. Therefore, employees should not rely on
disclaimers as a way of insulating the Governing Unit from the
comments and opinions they contribute to forums. Instead,
employees must limit their discussion to matters of fact and avoid
expressing opinions while using the Governing Unit's systems or
Governing Unit provided account. Communications must not reveal
confidential information and must not otherwise violate this or other
Governing Unit policies.

5) Employees must receive authorization from their Department Heads
prior to participating in an on-line forum. The employees shall be
required to review the provisions of this section before they receive
such authorization.

POLICY VIOLATIONS

Employees who abuse the privilege of Governing Unit-facilitated access to
electronic media or services risk having the privilege removed for themselves
and possibly other employees, are subject to discipline, up to and including
termination and may be subject to civil liability and criminal prosecution.

SECTION 2 - E-MAIL POLICY

2.1

PURPOSE:





2.2

2.3

2.4

2.5

The Governing Unit provides certain employees with systems to send and receive
electronic mail (e-mail) so they can work more productively. E-mail gives employees a
useful way to exchange ideas, share files, and keep in touch with colleagues, whether
they are located in the next room, another Governing Unit building, or thousands of miles
away.

The Governing Unit's e-mail system is a valuable business asset. The messages sent
and received on the e-mail system, like memos, purchase orders, letters, or other
documents created by employees in the course of their workday, are the property of the
Governing Unit and may constitute public records. This policy explains rules governing
the appropriate use of e-mail and sets out the Governing Unit's rights to access
messages on the e-mail system. No expectation of privacy in regards to use of the
Governing Unit's e-mail system should be expected by the employee in any respect
related to accessing, transmitting, sorting or communicating information via the system.

ORGANIZATIONS AFFECTED:

This policy applies to all Governing Unit departments, divisions, offices, boards,
commissions, committees, Governing Unit employees and contracted and consulting
resources.
POLICY:

It is the policy of the Governing Unit to follow this set of procedures for the use of the
Governing Unit's e-mail system.

REFERENCES.:

Electronic Communications Privacy Act of 1986 (18 U.S.C. 8§88 2510 - 2711); Wis. Stats.
8§19.21; Wis. Stats. §947.0125.

PROCEDURES:

25.A ACCESS TO EMPLOYEE E-MAIL

1) Employees should not have any expectation of privacy with respect to
messages or files sent, received, or stored on the Governing Unit's e-mail
system. E-mail messages and files, like other types of correspondence
and Governing Unit documents, can be accessed and read by authorized
employees or authorized individuals outside the Governing Unit. The
Governing Unit reserves the right to monitor, review, audit, intercept,
access and disclose all messages created, received or sent over the e-mail
system. Information contained in the e-mail system will only be disclosed
to the extent permitted by law, for business purposes, or as needed to
enforce the policy. Authorized access to employee e-mail by other
employees or outside individuals includes, but is not limited to, the
following:

a)  Access by the Director of Planning & Development during the course
of system maintenance or administration;

b)  Access approved by the employee, the employee's supervisor, or an
officer of the Governing Unit when there is an urgent business
reason to access the employee's mailbox - for example, if an
employee is absent from the office and the supervisor has reason to
believe that information relevant to the day's business is located in





25.B

the employee's mailbox;

c) Access approved by the employee's supervisor, the Director of
Planning & Development, or an officer of the Governing Unit when
there is reason to believe the employee is using e-mail in violation of
the Governing Unit's policies;

d)  Access approved by the Director of Planning & Development or the
Governing Unit Attorney in response to the Governing Unit's receipt
of a court order or request from law enforcement officials for
disclosure of an employee's e-mail messages.

2) Except as otherwise noted herein, e-mail should not be used to
communicate sensitive or confidential information. Employees
should anticipate that an e-mail message might be disclosed to or
read by individuals other than the intended recipient(s), since
messages can be easily forwarded to other individuals. In addition,
while the Governing Unit endeavors to maintain the reliability of its
e-mail system, employees should be aware that a variety of human
and system errors have the potential to cause inadvertent or
accidental disclosures of e-mail messages.

3) The confidentiality of any message should not be assumed. Even
when a message is erased, it is still possible to retrieve and read
that message.

4) Employees should understand that electronic mail is a written form of
communication, just like a paper letter. Though electronic mail is
relatively spontaneous compared with regular mail, employees
should take care to use the same level of discretion and forethought
before executing electronic messages.

PASSWORDS

Each user accesses the e-mail system by means of a personal log-in name and
password, which will be selected by the employee and kept on file with the
Department Head and Director of Planning & Development, except Stoughton
Municipal Utilities employees, shall contact the Utilittes Consumer
Services/Information Systems Technician.

1) Passwords are intended to keep unauthorized individuals from
accessing messages stored on the system. From a systems
perspective and from the perspective of an e-mail recipient,
passwords also establish the identity of the person sending an e-
mail message. The failure to keep passwords confidential can allow
unauthorized individuals to read, modify, or delete e-mail messages;
circulate e-mail forgeries; and download or manipulate files on other
systems.

2) The practice of using passwords should not lead employees to expect
privacy with respect to messages sent or received. The use of
passwords for security does not guarantee confidentiality. (See
Section 2.5.A, "Access to Employee E-mail").

3) Passwords should never be given out over the phone, included in e-
mail messages, posted, or kept within public view.





4) Employees are prohibited from disclosing their password, or those of
any other employee, to anyone who is not an employee of the
Governing Unit. Employees also should not disclose their password
to other employees, except when required by an urgent business
matter (see Section 2.5.A.1(b) of this policy).

2.5.C PERSONAL USE

1)

b)

The Governing Unit allows limited, occasional, or incidental
personal use of its e-mail system during lunch, breaks or
immediately before or after work, subject to the following
conditions and restrictions:

Personal use must not:
i) Involve any prohibited activity (see Section 2.5.D);

i) Interfere with the productivity of the employee or his
or her co-workers;

iii) Consume system resources or storage capacity on
an ongoing basis; or

iv) Involve large file transfers or otherwise deplete
system resources available for business purposes.

Employees should not have any expectations of privacy
with respect to personal e-mail sent or received on the
Governing Unit's e-mail system. Employees should delete
personal messages as soon as they are read or replied to.
Employees should not store copies of the personal
messages they have sent. Because e-mail is not private,
employees should avoid sending personal messages that
are sensitive or confidential.

2.5.D PROHIBITED ACTIVITIES

1) Employees are strictly prohibited from sending e-mail or otherwise
using the e-mail system in connection with any of the following
activities:

a)

b)

c)

d)

Engaging in personal business or entertainment on
Governing Unit time;

Engaging in illegal, fraudulent, or malicious activities;

Engaging in the unlawful use of the e-mail system as set
forth in Section 947.0125 of the Wisconsin Statutes
(Unlawful use of computerized communication systems);

Sending or storing offensive, disruptive, obscene, or
defamatory material.  Materials which are considered
offensive include, but are not limited to: any materials
which contain sexual implications, racial slurs, gender-
specific comments, or any other comment that offensively
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25.F

25.G

addresses someone’s age, race, creed, color, sex,
ancestry, religious or political beliefs, marital status, national
origin or disability;

e) Annoying or harassing other individuals;

f) Using another individual's account or identity without explicit
authorization;

0)] Attempting to test, circumvent, or defeat security or auditing
systems, without prior authorization;

h) Accessing, retrieving or reading any e-mail messages sent
to other individuals, without prior authorization from the
Department Head; or

i) Permitting any unauthorized individual to access the
Governing Unit's e-mail system.

CONFIDENTIAL INFORMATION

1) All employees are expected and required to protect the Governing
Unit's confidential information. Employees shall not transmit or
forward confidential information to outside individuals or companies
without the permission of their supervisor and the Department Head.
See Section 2.5.G, Encryption.

2) The Governing Unit also requires its employees to use e-mail in a way
that respects the confidential and proprietary information of others.
Employees are prohibited from copying or distributing copyrighted
material - for example, software, database files, documentation, or
articles using the e-mail system.

RECORD RETENTION

1) The same rules which apply to record retention for other Governing
Unit documents apply to e-mail. As a general rule, e-mail is a public
record whenever a paper message with the same content would be
a public record.

2) The specific procedures to be followed with respect to the retention of
e-mail records is contained in Section 3, E-Mail Record Retention
Policy.

ENCRYPTION

Encrypting e-mail messages or attached files sent, stored, or received on the
Governing Unit's e-mail system is prohibited except where explicitly authorized.
Employees are prohibited from using or installing any encryption software without
prior permission from the Department Head. Employees with a business need to
encrypt messages should submit a written request to their supervisor and the
Department Head. When authorized to use encryption by their supervisor and
the Department Head, employees shall use encryption software supplied to them
by the Director of Planning & Development, except Stoughton Municipal Utilities
employees shall contact the Utilities Consumer Services/Information Systems
Technician. Employees who use encryption on e-mail stored on a Governing





Unit computer must provide their supervisor with a sealed hard copy record (to
be retained in a secure location) of all the passwords and/or encryption keys
necessary to access the e-mail.

25.H E-MAIL POLICY VIOLATIONS

Employees violating the Governing Unit's e-mail policy are subject to discipline,
up to and including termination. Employees using the e-mail system for
defamatory, illegal, or fraudulent purposes and employees who break into
unauthorized areas of the Governing Unit's computer system also are subject to
civil liability and criminal prosecution.

SECTION 3 - E-MAIL RECORD RETENTION POLICY

3.1

3.2

3.3

3.4

3.5

PURPOSE:

The purpose of this policy is to emphasize that certain types of e-mail as defined in Wis.
Stats. 8§19.32(2) are public records. The same rules which apply to record retention and
disclosure for other Governing Unit documents apply to such records.

ORGANIZATIONS AFFECTED:

This policy applies to all of the Governing Unit of City of Stoughton, including its
departments, divisions, offices, boards, commissions, committees, Governing Unit
employees and contracted and consulting resources.

POLICY:

It is the policy of the Governing Unit to follow this set of procedures for e-mail record
retention.

REFERENCES:
Wis. Stats. 8816.612, 19.21 et. seq., 19.32 and 19.33.

PROCEDURES:

35 A NATURE OF E-MAIL RECORDS

As a general rule, e-mail is a public record whenever a paper message with the same
content would be a public record. See Wis. Stats. §19.32(2) for definition of a
record.

3.5.B COMPONENTS OF AN E-MAIL RECORD

The e-mail record is defined to include the message, the identities of the sender and
all recipients, the date, and any non-archived attachments to the e-mail
message. Any return receipt indicating the message was received by the sender
is also considered to be part of the record.

3.5.C SAVING AND INDEXING E-MAIL RECORDS

Initially the custodian (that officer, department head, division head, or employee
of the Governing Unit who keeps or is in possession of an e-mail) bears the
responsibility for determining whether or not a particular e-mail record is a public
record which should be saved and ensuring the record is properly indexed and
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forwarded for retention as a public record. E-mail which is subject to records
retention must be saved and should be indexed so that it is linked to the related
records in other media (for example, paper) so that a complete record can be
accessed when needed. E-mail records to be retained shall be archived to an
archivable media, network drive or printed out and saved in the appropriate file.
Any officer, department head, division head, or employee of the Governing Unit
may request assistance from the Legal Custodian of records (the Governing Unit
Clerk or the Clerk’s designee, except that the Chief of Police is Legal Custodian
of Police Department records) in determining whether an e-mail is a public
record.

3.5.D RESPONSIBILITIES FOR E-MAIL RECORDS MANAGEMENT

1) Legal Custodian. E-mail records of a Governing Unit authority having
custody of records shall be maintained by the City Clerk.

2) Information Services Manager. If e-mail is maintained in an on-line
data base, it is the responsibility of the Director of Planning &
Development, except Stoughton Municipal Utilities employees shall
contact the Utilities Consumer Services/Information Systems
Technician to provide technical support for the Legal Custodian as
needed. When equipment is updated, the Director of Planning &
Development, except Stoughton Municipal Utilities employees shall
contact the Utilities Consumer Services/Information Systems
Technician shall ensure that the ability to reproduce e-mail in a
readable form is maintained. @ The Director of Planning &
Development, except Stoughton Municipal Utilities employees shall
contact the Utilities Consumer Services/Information Systems
Technician shall assure that e-mail programs are properly set up to
archive e-mail as required by the City Clerk.

3.5.E PUBLIC ACCESS TO E-MAIL RECORDS

If a Department receives a request for release of an e-mail public record, the
Legal Custodian of the record shall determine if it is appropriate for public
release, in whole or in part, pursuant to law, consulting the Governing Unit
Attorney, if necessary. As with other records, access to or electronic copies of
disclosable records shall be provided within a reasonable time.

3.5.F VIOLATION
Employees violating this policy are subject to discipline up to and including

dismissal. In addition, violations of this policy may be referred for civil and/or
criminal prosecution, where appropriate.

Approved by the Common Council 11-9-04
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E-MAIL AND ELECTRONIC COMMUNICATIONS POLICIES

EMPLOYEE NOTICE

As an employee of the Governing Unit of City of Stoughton (the "Governing Unit"), |
recognize and understand that the Governing Unit's electronic communication systems are
provided for conducting the Governing Unit's business. However, Governing Unit policy does
permit some limited, occasional, or incidental personal use of the equipment and services under
certain circumstances. | understand that all equipment, software, messages and files are the
exclusive property of the Governing Unit. | agree not to use the electronic communication
systems in a way that is disruptive, offensive, or harmful to others or to the Governing Unit. |
agree not to use pass codes, access a file or retrieve any stored communication other than where
authorized. | agree not to copy, send or receive confidential information without prior
authorization from my immediate supervisor and the Department Head.

| am aware that the Governing Unit reserves and will exercise the right to review, audit,
intercept, access and disclose all matters on the Governing Unit's electronic communications
systems at any time. | am aware that the Governing Unit may exercise these rights with or
without employee notice, and that such access may occur during or after working hours. | am
aware that use of a log-in name and password do not guarantee confidentiality, guarantee privacy
or restrict the Governing Unit's right to access electronic communications. | am aware that
violations of this policy may subject me to disciplinary action, up to and including discharge from
employment, as well as civil and/or criminal liability.

| acknowledge that | have read and that | understand the Governing Unit's policies
regarding e-mail and electronic communications, and have been afforded an opportunity to ask
guestions regarding the policy. | also acknowledge that | have read and that | understand this
notice.

Signature of Employee Date

Signature of Supervisor Date

Copy for Employee
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E-MAIL AND ELECTRONIC COMMUNICATIONS POLICIES

EMPLOYEE NOTICE

As an employee of the Governing Unit of City of Stoughton (the "Governing Unit"), |
recognize and understand that the Governing Unit's electronic communication systems are
provided for conducting the Governing Unit's business. However, Governing Unit policy does
permit some limited, occasional, or incidental personal use of the equipment and services under
certain circumstances. | understand that all equipment, software, messages and files are the
exclusive property of the Governing Unit. | agree not to use the electronic communication
systems in a way that is disruptive, offensive, or harmful to others or to the Governing Unit. |
agree not to use pass codes, access a file or retrieve any stored communication other than where
authorized. | agree not to copy, send or receive confidential information without prior
authorization from my immediate supervisor and the Department Head.

| am aware that the Governing Unit reserves and will exercise the right to review, audit,
intercept, access and disclose all matters on the Governing Unit's electronic communications
systems at any time. | am aware that the Governing Unit may exercise these rights with or
without employee notice, and that such access may occur during or after working hours. | am
aware that use of a log-in name and password do not guarantee confidentiality, guarantee privacy
or restrict the Governing Unit's right to access electronic communications. | am aware that
violations of this policy may subject me to disciplinary action, up to and including discharge from
employment, as well as civil and/or criminal liability.

| acknowledge that | have read and that | understand the Governing Unit's policies
regarding e-mail and electronic communications, and have been afforded an opportunity to ask
guestions regarding the policy. | also acknowledge that | have read and that | understand this
notice.

Signature of Employee Date

Signature of Supervisor Date

Copy for Employee’s Personnel File
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