


























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 and therefore subject to records request.

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 email and
electronic communications, and have been afforded an opportunity to ask questions 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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COMMON COUNCIL COMPYTER ELECTRONIC TABLET POLICY

In an effort to reduce printing costs and improve the Common Council's ability to have the best tools to
do their jobs, the Common Council adopts the following policy:

Council members will be issued an AcerNetbock-computer{orcomparable-brand} Android Tablet at the
beginning of their term of office. Cemputers Tablets will be issued only one time per three-year term. If

a Council member does not fulfill their initial three-year term they will be required to return the

Netbook-computer Tablet in acceptable working condition.

1. The eemputer Tablet will become the property of the Council member.

2. The computer Tablet is intended to be a tool provided to the council member for the purpose of
agenda and packet distribution.

3. The City will no longer provide paper copies of agendas or packets to Council members. Council
members will receive an email notifying them that agendas are ready for download, which will contain a
link to the agenda and packet materials. Council members will be required to download agendas and
packet materials from the City's documents storage website: www.stoughtoncitydocs.com

If the Council member does not have access to the document storage website the materials will be
downloaded on a flash drive and made available to the Council member. Special needs will be
considered at the Council member's request.

4. Computer Tablet maintenance is the responsibility of the Council member. If the eemputer Tablet is
damaged or lost, it is the responsibility of the Council member to repair or replace the eemputer Tablet
at his or her own expense.

5. The same rules which apply to record retention for other City electronic devices will apply. As a
general rule, what is downloaded on this electronic device will apply to the public records laws.

6. Policies on Council Conduct, Electronic Communication, and Ethics are applicable to the use of the
Tablet. An attachment containing more information on these policies is included and becomes part of
this document.



COMMON-COUNCH-COMPTERPOLICY ADDENDUM

CITY Of STOUGHTON STANDARDS OF PROHIBITED COMMUNICATIONS FOR STOUGHTON ELECTED OR
APPOINTED OFFICIALS AND EMPLOYEES.

Electronic media (including Net-beeks Tablets, Cell Phones and Laptops provided to individuals and
departments) cannot be used for knowingly transmitting, retrieving, or storing any communications that
are:

a. Discriminatory or harassing;

b. Derogatory to any individual or group;

c. Obscene as defined in Wis. Stats. § 944.21;

d. Defamatory or threatening; or

e. Engaging in any purpose that is illegal or contrary to the City's policy or business interests.

| have read the Common Council Computer Policy and the Addendum, accept the Netbook computer,
and agree to abide by the policy.

Signature Date






POLICY REGARDING ELECTRONIC DELIVERY OF SPECIAL MEETING NOTICES

The mayor or Council president may call special meetings by written notice to each Council member and
the mayor. The notice shall be delivered to all Council members either personally, electronically to those
who have consented to electronic delivery of notices from the City, or left at their usual abode, at least
twenty-four (24) hours before the meeting, unless for good cause a twenty-four hour notice is
impossible or impractical. In that case, a shorter notice may be given, but the notice may not at any time
be provided less than six (6) hours in advance of the meeting. The notice shall specify the time, place,
and purpose of the meeting. Attendance by any Council member is a waiver of any defect of notice.!

NAME:

EMAIL ADDRESS:

I hereby consent, as authorized by my signature on this document, to receiving notice of special
meetings, via electronic means, to the email address noted above.

Signature Date

ILike regular meetings, notice to the public and news media must also be given in accordance with the
requirements of open meetings law.







USAGE POLICY FOR CITY-PROVIDED CELLULAR PHONES

In recognition of the fact that department heads and certain supervisory personnel with on-call
responsibility are expected to be available for City business outside of normal working hours, it is City
policy to allow these employees to use City-provided cell phones for personal calls as well, with the
following provisos:

3. Department heads and supervisory personnel delegated with on-call responsibility shall be required
to carry the City cell phone at all times.

4. Routine analysis of monthly cell phone reports and invoices wil-eentinue,se-as-te-guard-against
excessive-personal-use-efthe-phones will be performed to guard against unnecessary overages due to

excess data use or improper plan.

5. Employees terminating City employment will be immediately removed from the plan-



WEBSITE PRIVACY & LINKING POLICY
I. PRIVACY POLICY

Committed to your privacy: The City of Stoughton, Wisconsin maintains this website as a public service
and is committed to protecting your privacy. The following is intended to explain our current Internet
privacy protection practices.

The City of Stoughton monitors overall site traffic to ensure users of the City's Internet site are able to
access information in an effective manner. By monitoring overall site traffic, the City is able to
continually improve the site to better suit the users needs. While the City of Stoughton monitors overall
site traffic, it does not collect individual user information from those who only browse or download
information.

The City of Stoughton does not collect personal information about you unless you voluntarily participate
in an activity that asks for information (i.e. sending an email, participating in a survey, or filing an online
application). If personal information is requested on the web site or volunteered by the user, state law
and the federal Privacy Act of 1974 may protect it. However, this information is a public record once you
provide it, and may be subject to public inspection and copying if not protected by federal or state law.

The City of Stoughton does not sell, rent or otherwise distribute visitor information, including email
addresses, to any outside company or organization. We do not reveal specific information about
subscribers or other personally identifiable data to unaffiliated third parties for their independent use,
except if required to do so law.

When you link to another site, you are no longer on the City of Stoughton's Internet site and this Privacy
Notice will not apply.

[I. DISCLAIMER

A. Website Content

You are hereby advised that any reliance upon materials on this Internet site shall be at your sole risk.
The City of Stoughton has made every attempt to ensure the information on this site is correct.
However, the City of Stoughton makes no representations or warranties as to the truth, accuracy,
timeliness or completeness of any statements, information or materials that may be contained in the
City of Stoughton Internet site. The City of Stoughton reserves the right, in its sole discretion and
without obligation, to make amendments to, or correct any error or omission in, any portion of these
materials at any time. In no event will the City of Stoughton be liable for any direct, indirect, punitive,
special, incidental or consequential damages arising from the use of the City of Stoughton Internet site.
Should you find any information that is incorrect, please email webmaster@ci.stoughton.wi.us so that
errors may be corrected.

B. Outside Web Pages

While browsing this site, you may find links to outside web pages that are not under the control of the
City of Stoughton. The City of Stoughton makes no representations concerning any endeavor to review
the content of sites of outside web pages and is not responsible for the accuracy, copyright compliance,
legality or decency of material contained in outside web pages.



B C. Monitor Resolution:
The City of Stoughton's Internet site is designed to dynamically adjust to the viewing monitor. For the

[ll. CONTACT INFORMATION
To offer comments about the City of Stoughton's Internet site, or about the information presented in
this notice, you may contact the City of Stoughton by:

A. TELEPHONE: 608.873.7523
B. FAX: 608.873.0875
C. EMAIL: webmaster@ci.stoughton.wi.us

IV. CITY OF STOUGHTON WEB SITE LINKING POLICY

A.

Purpose The purpose of the City of Stoughton's web site is to use the Internet to connect residents and
others with convenient and timely information on City programs, services, policies, events and
objectives. It is not intended to be a public forum, but is maintained for the exclusive use of the City for
communicating matters of general public interest.

At its discretion, the City will consider link requests to external websites that it deems to be compatible
with the goals of the site, and mission of the City. The City reserves the right to determine how, where,
and for how long links will appear on its site.

The City is NOT responsible for the format, content, accuracy or privacy practices of these outside links
(specifically: any site not part of the domains "www.cityofstoughton.com" or
"www.ci.stoughton.wi.us"). The City is providing these links only as a convenience to visitors of the site.

The City reserves the right to refuse to post any web site links or to delete existing links in conformance
with this policy, without notice.

B. Linking Criteria

The City of Stoughton generally limits external links to outside government agencies and other non-
commercial organizations actively supported by the City. On rare occasions the City may link to private
organizations that are in partnership with the City. These will be decided upon on a case-by-case basis.

1. The City will consider links to websites for:
a. Other government entities, including local, state and federal government sites, or

sites operated by agencies of any of those entities.
b. Educational institutions operating within the City.



c. Not-for-profit organizations created, funded or supported by the City that promote
the economic welfare, tourism and industry of the City.

d. Private utilities that have a franchise with the City.

e. Non-partisan websites that promote the participation of residents in government.

f. Organizations partnering with the City to meet the City's strategic or operational
goals.

g. Arts, cultural, sports, major festivals and similar organizations of general interest to
City of Stoughton citizens. Such links are generally to non-profit organizations.

2. Linking sites must meet these criteria:

a. The focus of linking sites must be to educate and inform, rather than persuade or sell.
The site may include advertising but must be free from intrusive advertising.

b. The site's owner or sponsor must be easily identified along with contact information,
including name, email address and phone number.

c. The site must not promote specific political, religious or other social agendas.

d. The information must be significant and timely, and managed in a professional
manner (fully operational and available most of the time).

3. The City will not link to websites for:

a. Candidates for local, state or federal office.

b. Political organizations, special interest groups or other organizations supporting or
seeking to defeat any candidate for elective office, or ballot issue.

c. Individual or personal home pages.

d. Sites that are inappropriate or inconsistent with the City's goals, or sites which offend
common standards of decency and propriety.

C. Requests for Links
To request a link on the City's web site, please send information on your organization to:
webmaster@ci.stoughton.wi.us. This information must include:

1. How the site benefits City of Stoughton citizens, businesses or visitors.
2. The name, address and contact information for your organization.
3. Adescription of the goods or services your organization provides.

D. Linking to City of Stoughton's Web Site

Persons wishing to link to the City web site may contact the Webmaster at
webmaster@ci.stoughton.wi.us for permission and linking procedures. Please point to the City's
homepage as internal pages are periodically changed. Do not incorporate any content from this site into
your site, or otherwise present our content as your own (e.g., by in-lining or capturing our pages within
your frames). You should not to link to individual graphics or tables within our pages, especially in an
effort to place the downloading burden on our servers. Such an action may be considered a misuse of
city resources.

V. USE OF MATERIAL FROM THIS SITE
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