
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:
Date /Time:
Location:

Members:

COMMUNITY AFFAIRS/COUNCIL POLICY OF THE CITY OF STOUGHTON

Tuesday, March 1, 2011 at 6:00 p.m.
Hall of Fame Room/City Hall (381 E Main St, Stoughton WI 53589)
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.

9. Review the City’s electronic (e-mail) use policy.

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

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


As requested, I 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) Private property adjacent to streets, in street rights-of-way, is
permitted as follows:


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


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
is required 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 the request.


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


(1) Permit requirement. No sign may be constructed, erected, remodeled,
relocated or expanded until a sign permit is obtained in accordance with this
article. No sign permit shall be issued for any sign unless the 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.
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(2) Exemptions. The following shall be exemptions to the sign permit
requirements in subsection (1) of this section:


(a) Flags or emblems of a government, sign of political, civic,
philanthropic, educational or religious 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) Signs of a duly constituted governmental body, including traffic or
similar regulatory devices, legal notices, utility warning signs and
warnings at railroad crossings.


(c) Memorial signs.


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


(e) Small, nonilluminated instructional signs, not exceeding two square
feet in area, displayed on private property for the convenience of the
public, including signs to identify restrooms, instructional 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) Signs accessory to residential/commercial 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) Signs accessory to churches, schools or nonprofit institutions
permitted by section 78-813.


(j) Garage sale signs per subsection 78-810(13).
(k) Signs deemed to be historical by the zoning administrator. The zoning


administrator may seek guidance from the Landmarks Commission.


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


Sec. 78-813. - Signs accessory to churches, schools, or non-profit institutions.


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


(1) There shall 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 advertising up to a maximum
of 36 square feet in area per side and the monument sign including
advertising 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.








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.
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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 steps is 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 a review 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 a line item number. The significance is in understanding
how much (the fee) and how many (number of charges) for each revenue source. This will 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 programs in 2012.


Assignment: Review and analyze all funding sources. Break down revenues by source,
specific fees and quantities. Estimate 2012 funding levels
Date: Due by 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 needs to be aware of the citizen
priorities in 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 17th at 6:00 p.m. This
session will be for Council and Citizens. Results team members are invited to join as well.







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


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


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


3.) 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, a results 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, developing indicator to measure progress in achieving priorities. This team 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 1st and 2nd to train and
begin the mapping process. The GFOA will also assist teams in preparing their Request for
proposals.


Assignment: Send suggestions for Results Team members to Finance.
Date: February 1 through Feb 10.
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Benefits of Budgeting For
Outcomes


(BFO)


 Focus on results/outcomes, not inputs


 Involves citizens in the budget process


 Fosters competition


Combines “Zero Based” and
“Performance-Based” Budgeting
approaches
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Budgeting For Outcomes
(BFO)


 BFO combines the best of several budgeting
methods
 Its 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!


 At its 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


- ----=-.~-=-F=·'acilitates collaboration and flexibillfy
• Gives managers o0?ortunities to----------innovate
• Avoids gimmicks like across-the-board


cuts







Budgeting for Outcomes Process


-II


Present the
Outcome
Budget


Choose
priorities of
government


~


Create requests
for results f-------. Invite offers


from sellers
Rank the


offers
r--.


Allocate funds
to priorities


Decide what
to buy


~


Establish the
price of


government







Steps in Budgeting for Outcomes
Summary


1) Set the Price of Government - Identify available
revenues


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


3) 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
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Steps in Budgeting for Outcomes
Summary


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


-
5) Results Teams rank offers by contribution to outcomes


6) Mayor & Leadership Team rank offers by contribution to
outcomes


7) Finance Dept sets up the "Line" buy Programs that deliver
results citizens want at the price they are willing to pay


8) 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.
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Step 1-The Price of Government


o identifyAvailable Revenues
o Revenue Budget Worksheets -
o Fee Schedules
o 3 years of history
o Most important: How Many-How Much
o Is this a program revenue??


17







Step 2-Setting Priorities


o Community Input:
• Pas~S~~~san~Fe~f9Hp'~-------------- _
• Community Meeting by invitation


D Council Members suggest 2 participants
D Staff recommends participants
D Results team members


n Citizens identify the 'results' they expect from
government
• Identify 5 or 6 high level priorities
• Identify 3 or 4 indicators of success for each priority.
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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 that
encourages & supports
appropriate economic growth
that creates jobs, expands city
revenue and improves
neighborhoods and
commercial corridors


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


I want to live in a city of
strong and vibrant
neighborhoods that are
clean, safe, and__
encourage a sense 0
community


I want a fiscally responsible,
accessible and responsive
government that maximizes
use of public resources for
services I need


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


I 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


Budget Priorities







NEIG!HBIORHOOD VITALITY STRATEG:Y MAP'
":1want to live in a city of strong and vibrant neiglhborhoods that are' clean, safe, and encourage a sense
of community."


• Obt3ilil:ab~e Housing
• Compatibl:e lI}esign
• Wet! INI,aintdned Structures
• liIome Ownershfp··•I ••.•••••.•.•.•.


II Safe, Accessible, Peaestri,(}11 fri:e.l1Idl'~r
II Parks. and ReCifeatioll1l
II lDiB~lelQ~mnet1tStandards


ImJi,C3tofS
., Inoreased hOn16<[wmership rates
• Increased neigriborhood participation levels
., ImprO<ll!?lip-livate and public pro.o€rt~'cooditions
., Perjllred vacant lets and dilapidated structures


• Clean and' Maintalned
•• Zoning and Land Use


•• Educated and' Inrormed
•• Neiighbolf to Neig Ilbor It~teracti,on







Step 3- Results Teams


o Refine the priority statements .
• Develop indicators to measure
• Create Strategy Maps
• Develop requests for offers
• Rank Offers


o This ranking will be "forced." Each results team will rank
a third of the offers as Iligh, a third as meCJium, and-a
third as low.
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Step 3 - Continued


-- ldentify primary and secondary factors-- --
that most contribute to achiviing the
priority result statement.-Create maps


o Results teams review priority
statements and fine tuned the indicators
of success


o Use the priority results statements to
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Results Teams


o Use these factors to prepare RFP's for the desired
outcomes.


o Departments prepare program budgets


o Ranking team ranks offers as High, Medium, Low


o Leadership team reviews


o Revise
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Step 3 Continued ...
Sample Causal Map


SAFETY RESULTS TEAM
CAUSE AND EFFECT MAP


Effecti ve
Criminal Justice


Svstem Indi cat ors :


Prevention


• Crime Rate
• Lives lost due to fire
• Re spons e ti me s by Law
Enforcement/Police, EM S,


Fire to em e rge ncy c ails for s ervi ce
• (Future) Citizens perceptions of safety
ba sed on C~ize ns Sur v ey res ult s


RESULT
"People feel safe from


crime, fire, and the
effects ot emerqenoie«
and naturet disasters. »


Efficient
9·1·1 System


Capable
Disaster


Res ponse and
Recovery


Effective
Com muni cati on


System


Public
Education


Preparedness


Rapi d Respons e
from


Emergency
Services
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Safety Rankings


(Example from FY07/08)


Safety Priority Area Results
~ High -


Program Name Board Rank Medium Team Rank Medium


Low Low


Ernerqencv Medical Services 1 High 1 -Hi§-h
Communicaton Center 2 High 4 Hiqh
Electronic Monitorlno 2 Hiqh 6 Medium
Radio Services 2 HiQh 4 Medium
County Probation 5 Medium 1 High
Emergency Mgmt & Operations 5 Medium 1 High
~nimal Control ---== ~ 7 Medium 8 ==--c Low- -- --


Medical Examiner 8 Low 7 Medium
Predisposition of Juveniles 9 Low 9 Low
Facilities Security 10 Low 10 Low


-







ayor with help from the Leadership Team purchase programs
contribute most to desired outcomes


D


Key Purchases


U)


~ .:~ What's Not Purchased
S~rl::


~o
..,J "Z.a::_AI
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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 …


s/common/clerks office/polices&procedures/committee reorganization and chair orientation


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..







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


Page 1 of 1


1/27/2011


Pili,


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


Thanks,


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


From: EOlstad@ci.stoughton.wi.us [mailto:EOlstad@ci.stoughton.wi.us]
Sent: Wednesday, January 19, 2011 6:23 PM
To: EOlstad@charter.net; clerkarchive@ci.stoughton.wi.us
Subject: FW: CA/CP Agenda Item


-------------------------------------------
From: aldermantone@gmail.com on behalf of Steve Tone[SMTP:STONE@CI.STOUGHTON.WI.US]
Sent: Wednesday, January 19, 2011 6:22:42 PM
To: Eric Olstad
Subject: CA/CP Agenda Item
Auto forwarded by a Rule 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? I am of the opinion that no meetings should be scheduled before 5pm.







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. - Committee 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.







(c)


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.


(5)


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: 
 
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. Items 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. 





		Agenda Items (Placement of) Policy






Adopted by the Common Council January 8, 2008


s/common/clerks office/polices&procedures/committee reorganization and chair orientation


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 elected.


2. The following 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


agenda items.
 Recommend for consideration future policy changes or exploration of issues.
 Review the monitoring tools the committee has been using to determine if the


department has achieved their goals.


3. The new Committee Chair and Vice Chair should familiarize themselves 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 individual (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 agenda items from alderpersons and staff members on the agenda within 2
months. Requests should be in writing along with supporting materials.


 Call all meetings including special meetings, setting the date, time and place of the
meeting.


 Run the meeting in a timely and orderly fashion directing the discussion to the
noticed agenda items 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 completion.
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CITY OF STOUGHTON
ELECTRONIC COMMUNICATION & INFORMATION SYSTEMS POLICY


Council adopted 11/9/04


SECTION 1 - ELECTRONIC COMMUNICATION


1.1 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:
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Electronic Communications Privacy Act of 1986 (18 U.S.C. §§ 2510 - 2711); Wis. Stats.
§947.0125.


1.5 PROCEDURES:


1.5. 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.


1.5. 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;
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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.


1.5. 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.


1.5. 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
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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
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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.


1.5. G 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.


1.5. H 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:
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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.


2.2 ORGANIZATIONS AFFECTED:


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


2.3 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.


2.4 REFERENCES:


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


2.5 PROCEDURES:


2.5. 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
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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.


2.5. B 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 Utilities 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.
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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) 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:


a) Personal use must not:


i) Involve any prohibited activity (see Section 2.5.D);


ii) 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.


b) 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) Engaging in personal business or entertainment on
Governing Unit time;


b) Engaging in illegal, fraudulent, or malicious activities;


c) 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);


d) 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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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;


g) 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.


2.5. E 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.


2.5. F 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.


2.5. G 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
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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.


2.5. 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 PURPOSE:


The purpose of this policy is to emphasize that certain types of e-mail as defined in Wis.
Stats. §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.


3.2 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.


3.3 POLICY:


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


3.4 REFERENCES:


Wis. Stats. §§16.612, 19.21 et. seq., 19.32 and 19.33.


3.5 PROCEDURES:


3.5. 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







11


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







12


E-MAIL AND ELECTRONIC COMMUNICATIONS POLICIES


EMPLOYEE NOTICE


As an employee of the Governing Unit of City of Stoughton (the "Governing Unit"), I
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.  I understand that all equipment, software, messages and files are the
exclusive property of the Governing Unit.  I agree not to use the electronic communication
systems in a way that is disruptive, offensive, or harmful to others or to the Governing Unit.  I
agree not to use pass codes, access a file or retrieve any stored communication other than where
authorized.  I agree not to copy, send or receive confidential information without prior
authorization from my immediate supervisor and the Department Head.


I 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.  I 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.  I 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.  I 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.


I acknowledge that I have read and that I understand the Governing Unit's policies
regarding e-mail and electronic communications, and have been afforded an opportunity to ask
questions regarding the policy.  I also acknowledge that I have read and that I 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"), I
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.  I understand that all equipment, software, messages and files are the
exclusive property of the Governing Unit.  I agree not to use the electronic communication
systems in a way that is disruptive, offensive, or harmful to others or to the Governing Unit.  I
agree not to use pass codes, access a file or retrieve any stored communication other than where
authorized.  I agree not to copy, send or receive confidential information without prior
authorization from my immediate supervisor and the Department Head.


I 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.  I 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.  I 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.  I 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.


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


_____________________________________ ________________
Signature of Employee Date


_____________________________________ ________________
Signature of Supervisor Date


Copy for Employee’s Personnel File





