CITY OF ONALASKA MEETING NOTICE

COMMITTEE/BOARD: Finance & Personnel Committee
DATE OF MEETING: July 8, 2015 (Wednesday)
PLACE OF MEETING: City Hall — 415 Main Street (Common Council Chambers)

- TIME OF MEETING: 7:30 p.m. (no earlier than 7:30 p.m. or immediately following the
Utilities Commitiee Meeting)

PURPOSE OF MEETING
1. Call to order and roll call,

2. Approval of minutes from the previous meeting.

3. Public Input (limited to 3 minutes/individual)

Consideration and possible action on the following items:

FINANCE

4, Omni Center financials for 2015

5. City General Fund Financials for 2015

6. Authorization to accept a grant from Robert and Eleanor Franke Foundation for 2 head start MRX
monitor/defibrillator a 50/50 match.

7. Authorization to renew Adoni Networks, Inc. for 2016 with same hours/cost per month
(4 hrs. per week/$1,200 per month)

8. Authorization to approve LaCrosse County Fire Department Mutual Aid Agreement

PLEASE TAKE FURTHER NOTICE that members of the Common Council of the City of Onalaska who do not serve on the committee may
attend this mesting to gather information about a subject over which they have decision making responsibility,

Therefore, further notice is hereby given that the above meeting may constitute a meeting of the Common Council and is hereby noticed as such,
even though it is not contemplated that the Common Coungil will take any formal action at this meeting.

Notices Mailed To:
Mayor Joe Chilsen

#*Ald. Jim Olson

*Ald, Jim Bialecki ~ Vice Chair

" Ald, Harvey Bertrand

Ald. Jim Binash

Ald. Barry Blomquist

*Ald. Bob Muth - Chair

City Attorney Dept Heads Charter Com. WPPA Steward  IAFF Steward
La Crosse Tribune WLSU WKBT WXOW , Tourism

Onalaska Holmen Courier Life Omni

WIZM WKTY WLXR WKBH Onalaska Public Library

*Committee Members

Date Notices Mailed and Posted: 07/02/15

In compliance with the Americans with Disabilities Act of 1990, the City of Onalaska will provide reasonable accommodations to qualified
{ndividuals with a disability to ensure equal acoess to public meetings provided notification is given to the City Clerk within seventy-twa (72)

hours prior to the public meeting and that the requested accommodation does not ersate an undue hardship for the City.




PERSONNEL

1. Review and consideration to replace Police Officer position due to a police officer retirement.
2. Review and consideration of new Police Department Policy 25 ~ Open Records,
3. Review and consideration of changes and separation of Policy 6.03 Information Technology

Systems Usage Policy into Policy 6.03a Electronic Communication Poliey and Policy 6.03b
Email System Policy.
4, Review and consideration of new Policy 6. 11 Mobile Phone Usage Policy.
Review and consideration of new Policy 6.12 Social Media Policy.
Review and consideration of changes to job descriptions:
a. City Clerk
b. Deputy City Clerk
¢. Office Clerical Support
7. Review and consideration of stipend for Marketing/Sales Coordinator for handling Interim
Tourism Director duties.
Review and consideration of replacement of Tourism Director position.
Review and consideration of Tourism Director job description,

o

o

10. Closed Session
To consider a motion to convene in closed session under Section 19.85(1)(e) of the Wisconsin Statutes for
the purpose of deliberating or negotiating the purchasing of publie properties, the investing of public
funds or conducting other specified public business, whenever competitive or bargaining reasons require a
closed session and under Section 19 .85(1 )(g) of the Wisconsin Statutes for the purpose of conferring
with legal counsel for the governmental body who is rendering oral or written advice concerning strategy
to be adopted by the body with respect to litigation in which is or is likely to become involved:

» Consideration and action on options regarding City Assessor Contract for 2016

And under Section 19.85(1)(g) of the Wisconsin Statutes for the purpose of conferring with legal counsel
for the governmental body who is rendering oral or written advice concerning strategy to be adopted by
the body with respect to litigation in which is or is likely to'become involved:

¢ Police car damage to other vehlcle

» Cell phone damage

o Damage to bike lock

And under Section 19.85(1)(e) of the Wisconsin Statutes for the purpose of deliberating or negotlatmg the
purchasing of public properties, the investing of publie funds or conductmg other specified public
business, whenever competitive or bargaining reasons require a closed session:

» Discussion and Possible Negotiation of Tourism Collaboration

If any action is required in Open Session, as the result of the Closed Session, the Committee will
reconvene in Open Session to take the necessary action and/or continue on with the printed agenda

Adjournment



Balance Sheet Report

Account Summary -
As Of 05/31/2015
5 8%

L R g _ o

Account Name Balance f [ 5
. .

Fund: 640 - OMNI CENTER ) V

Assets ’ i o

640-11302

640-11370

-42,408.92

1e,204.20

FICA W/H - MEDICARE
1REN
BC/BS HEALTH INS

HEALTH INS

540-21534

—

§40-21540 UNITED WAY
B:-Z1560

UNION DUES

1ST FINANCIAL SVGS
‘BEFERR

6/4/2015 1:48:41 PM o Page 1 of 2



Balance Sheet Report

Account _ Name ' Balance
SUP_PORT PAYMENTS

As Of 05/31/2015

649—22408

ENT PORTION CITY LOAN
"ﬁﬁﬁ“é‘ﬁgﬁ” ORTAEIEDAN.

640-. 29227

Equity
5 L——

SURPLUS}DEFICI-T

ginning Equity: -101,726.11

Total Revenue : 267,233.00
Total Expense 246,867.54
Revenues Over/Under Expenses ’ 20,365.46
 Total Equity and Current Surplus (Deficit): -81,360.65

Total Liabilities, Equity and Current Surplus {Deficit): -42,408.92

67472015 1 :48:_4 1PM

Page 2 of £



= A Budget Report
i City of Onalaska Account Summary
: : ' For Fiscal: 2015 Period Ending: 05/31/2015

G ot
B S g
Variance
Originat Current Period . Fiscal favorable  Percent
Total Budget Total Budget Activity Activity {Unfavorable) Remaining

Fund: 640 - OMNI CENTER
Revenue

ROOM TAX REVENUE 106,250.00 106,250.00 - 13,701.06 33,808.02 -72,441.98 68.18%

COﬁLChESSION
ATERIRS

CONCESSION REVENUE (VENDING) 3,500.00

1,500.00

4,500.00 4,500.00

1,500.00 1,500.00 |

1,7 1:0.36 20,122.53 -3,877.47

640-00000-49900 DEPRECIATION/CHARGEBACK 0.00 . 0.00 0.00 0.00 0.00  0.00%
Revenue Total: 617,826.00 617,826.00 26,63805  267,233.00 -350,593.00  56.75%

Expense
1640:55450-110
640-55450-120

§49—55456-1é4 . " WAGES - PERM PT ‘ 14,700.00 14,700.00 0.00 _ 6.00. 14,700.00  100.00%

55450 126 WAGES - TEMP/SEAS ’ 63,450.00 63,450.00 3,102.26 23,830.13 33,619.87 52.99%

6/4/2015 1:52:08 PM _ . - Page 1 of 5




Budget Report _ For Fiscal: 2015 Period Ending: 05/31/2015

) Variance
Original Current Period Fiscal Favorable  Percent

Total Budget Total Budget Activity Activity {Unfavorable) Remaining
J5A50-197 .0 : '
 §40:55450-150
640:55250-15
64Q-55450-152

4,308.81

3,551.47

.' 640-55450-225
640:55450:240

£40-55450-290
(6405545028
640-55450-252

5,000.00
el
16,600.00 16,600.00 415, 4,180.19
1,275.00 1,275.00
7,250.00

7,384.00

'640 55450-517
$40-45450:540
640-55450-541
£40:55450-54

640-55450-543
-§40-55450-544
£40-55450-620
© o '5450-690)
Y. 25450692

DEPR - BLDG, STRUCTURE, BLDGI‘

DEPR < IMPROV OTHER THAN.LAND
INTEREST

OTHER DEBT SERVICES: =" -~

AMORTIZED BOND COSTS

*/ 10000%

0.00%

6/4/2015 1:52:08 PM

Pége 2of 5




Budget Report For Fiscal: 2015 Period Ending: 05/31/2015

) ‘ Variance
Qriginal Current period . Fiscal Faveorable  Percent
Total Budget Total Budget Activity Activity  {Unfavorable} Remaining

640-55450-720 DONATIONS 0.00 0.00 -

0.00 1,105.00 41,0500  0.00%
Expense Totak 628,221.00 628,221.00 46,395.08 246,867.54 381,353.46  60.70 %
Fund: 640 - OMNI CENTER Surplus (Deficit): 10,395.00  -10,395.00 119,757.03 70,365.46 30,760.46  295.92 %

Report Surplus (Deficl_t):. - -10,395.00 -10,395.00 - ~19,757.03 20,365.46. _ 30,760.46 295.92 %

6/4/2015 1:52:08 PM Page 3 of 5




Balance Sheet Report

City of Onalaska . _ - Account Summary
As Of 06/15/2015

-mi’i A : o ﬂ% {‘
Account " Name i Batance bf
Fund: 100 - GENERAL FUND
Assets

160:11100; h , R
100-11103 CASH-CAFE PLAN _ 965135

i34
Total Assets: 10,560,492.03 10,560,492.03

6/15/2515 3:18:51 PM ' ' ' ' Page 1 of 3°



Balance Sheet Report
Account Name
100 21112 - G.F. SALES TAX PAYARLE

FICA W/H

RETIREMENT W/H

OT-PARKING TICKETS -

As Of 06/15/2015

Balance
1,769.40

HEALTH INS W/H (EMPL. HEAL, NS, CO.}

CANCER INS '

100-28000 . NON-CITY FUNDS

141.47
Total Liability: 521,383.67

6,586,617.78

6/15/2015 3:18:51 PM

Page 2 of 3




Balance Sheet Report ) ' As Of 06/15/2015

Account Name | _ Balance
100-34223 CITY LIBRARY REPAIRS

STREET (MAIN‘:T. SHOP} ’ 29,000.00

100-34233
100-34235 : FlRE'DEPT ATV 0.00
' ' Total Beginning Equity: 7,050,113.78
Total Revenue o 6,563,512.21
Total Expense - P . 3,574,517.63
Revenues Over/Under Expenses 2,988,994.58
' Total Equity and Current Surplus (Deficit): 10,039,108.36

Total Liabilities, Equity and Current Surplus (Deflclt) 10,560,492.03
]

6/15/2015 3:18:51 PM _ ' Page 3 of 3



Original Current ) Period Fiscal

“Total Budget - Total Budget Activity : Activity

Fund: 100 - GENERAL FUND -
Revenue :

Budget Report
Account Summary
For Fiscal: 2015 Period Ending: 06/30/2015

Variance
 Favorable  Percent -
{Unfavorable) Remaining:

100-00009-41113 OMITTED TAXES (R/E & P/P) . 0.00 000 0.00 0.00
108,000,000 00 ) , 101,937,224

1,800.00

2,584.36

" 670,000.00

314,615,94

CAB,

e

0.00 0.00%

-§,062.76
139092 177.27%
1,018.36 164.62%

"118.95%:

-670,000.00
-65,000.00

-315,784.06

-126,537.35

6/15/2015 3:20:04 PM

Page L of 15




Budget Report For Fiscal: 2015 Period Ending: 06/30/2015

Variance
. Original Current Period Fiscal Favorable Percent
Total Budget Total Budget Activity Activity {Unfavarable) Remalning
1000-44335 RAILROAD PERMIT 150.00 159.81 159,81 .81 106.54%
1300000 44336 ECREATIONAL BURNING PERMI 00 . ]

TR e T e e

OTi-lER PERMITS

:’1. £00000-44410

100- 00000 45110

) CQURT PENALTIES
2 COURT COSTSDUECITY:
PARKING VIOLATIONS
EN'LGOV'T REVENUE (S
GENERAL GOVERNMENT FEES

‘100 ooooo 45115

100 DOOOG 46410'
100 OOOOG 46230
100 B0000- 46221’-
100 DOODO 46222

‘100 beooo 46713
A0 0000046715

A T T e

©100- 00000-46716

00 {}GOOQ 47330-
100 00000 48000

me 500000 43@'
100-00000-48180
'100:06000:48190
" 100-00000-48200
1100:00000:48210 {}
100-00000-4821% RENT LIBRARY FAC|LIT|ES
100-06000-48302 ' SALE OFFIREEQUIP™
INSURANCE REIMB - POLICE
INSURANEE REIMB L HWY
INSURANCE REIME - GENERAL
.mo_coooo 4340@ SURANCE DIVIDENDS
100-00C00-48408 INSURANCE WAIVER
100-06000-48500 %17 ¢ BONATIONS ™~ 070 e y SO0 e D A oo e EA00000 00
17 7G00-48510 CONTRIBUTION £ROM SCHOOL ms 21,000.00 21,000.00 0.00 5,126.19 15,873.81  75.59%
L J000-48530°°0 1 CAPITAL CONTRIBUTIONS PARK * LI CTR00 T 00 000 E 10,00%

-

&/15/7015 3:20:04 PM rage 2 of 15




Budget Report ) ‘ ' o For Fiscal: 2015 Period Ending: 06/30/2015 .

) Variance
Original Current : Pericd Fiscal Favorable  Percent
Total Budget Total Budget Activity Activity {Unfavorable} Remaining

0.00 0.00° 0.00 0.00 _ 0.00 0.00%

GAIN ON SALE OF CITY PROPERTY
NG TR
TRANSIT IN/S%_ SALES/COMP. PLAN

SALE OF CITY PROPERTY - POLICE

s

:00000 - NON DEPARTMENTAL Total:  8,601,307.00  8601,307.00 44,9513 . 6563512.21  -2,037,794.79 23.69%

Revenue Total:  §,601,307.00 . 8,601,307.00 = 4429513 = §,563,512.21  -2,037,794.79 23.69%
Expense ' '
- Department: 51100 - COMMON COUNCIL
110 RIES - REGULAR

TRANSCRIPTION CONTRACTUAL

POSTAGE

SUBSCRIPTIONS & DUES 5,392.00 5,304.94

100-51_100-341' _ _PRINTING & FORMS. . © 0,00 0.00. 0.00 0.00 - 0,00 0.00%
Department: 53100 - COMMON COUNCIL Total: 58,710.00 58,710.00 €93.30 - 22,955.89 35,754.11 60.90 %
Depariment: 51110 - POLICE & FIRE COMMISSION ;

- 1606-51110-291 : TRANSCRIPTION CONTRACTUAL 0.00 ) g00 - 0.00. 15.00 -15.00 0.00%

POSTAGE _ o 000 o 000 ! 000  0.00%

f)(-i 1 A LA
Department: 51110 - POLICE & FIRE COMMISSION Total: .. . 100.00 10000 . 0.00 - 15,00 85.00 85.00%
partment: 51200 - MUNICIPAL COURT ' '
101, -51200-290 : OTHER CONTRACTUAL SERVICES 0.00

Department: 51200 - MUNICIPAL COURT Total: 325.00 325.00 0.00 0.00 32500 100.00%

Department: 51300 - LEGAL
00-290

THER CONTRACTUAL SERVICES

63.98%

100.00%:'
117,500.00 . 15,048.55 - 42,139.53 75,360.47 64.14%

SUBSCRIPTIONS & DUES
Department: 51300 - LEGAL Total:

'100-51300-320

Department: 51410 - MAYOR

OTHER CONTRACTUAL SERVICES -

POSTAGE

SUBSCRIPTIONS & DUES

OPERATING SUPPLIES 4,000.00 4,000.00 . 321.86 1,523.26

247674  61.92%

'Q e
Department: 51410 - MAYOR Total: _ 76,077.00 76,077.00 3,243,95 32,915.92 43,161.08 56.73%
Department: 51411 - FINANCE '

3 '411-110 SALARIES - REGULAR 80,601.00 80,601.00 l 3,339.23 37,399.37 43,201.63 53.60%

6/15/2015 3:20:04 PM ) - : Page 3 of 15




Budget Report _ Far Fiscal: 2015 Period Ending: 06/30/2015

_ Variance
Qriginal Current Period Fiscal Favorable  Percent
Total Budget Total Budget Activity Activity  {Unfavorable) Remaining
411-125 _QVERTIME PERM PT ] 0.00 o 0.00 0.00 0.00 : 0.00 0.00%

$0y-53411-150
100-51411:151
411152
100 51411-153
100:51011- 154
' 100-51411:225 225

RETIREM ENT (WRS)

1,325.00

PR[NTING‘& FORMS. 500,00 500.00 . 133.81 36619  73.24%
Department: 51411 - FINANCE Total: 137,655.00 137,655.00 5,564.82 62,792.17 74,862.85 5438 %

100-51411-341

Department 51420 - CITY CLERK

24,632.00 . 10,465.38 - 14,166.61
1,983.27

4,516.'o§

7,060.13

33,707.00 3,166.49 19,356,535 14,350.45

435.00

940.02

'100 51420381 EMPLOYMENT TES £0.00 0.00 21.00 50.00  73.75% -
Department: 51420 - CITY CLERK Total: 215,486.00 215,486.00 10,372.23 92,684.25 122,801.75  56.99%

Department 51440 - ELECTIONS

] VAGES - TEMP/SEAS
FICA
100:51440:741 QUIPMENT MAINTENANCECON
100-51440-310 OFFICE SUPPLIES
A60:51480-33 STAGE i
100-51440-312 COPY USAGE & PAPER
“100-51440.273 GALNOTICES
100-51440-324 RECRUITMENT
10Mi51440-33 MINARS, CONF.& TRAVEL 100.0 ( ; 0 100700+
.440-340 OPERATING SUPPLIES 480.00 480.00 0.00 149.85 330.15

6/15/2015 3:20:04 PM ' ) Page 4 of 15




Budget Report ' : . ‘ ' For Fiscal: 2015 Period Ending: 06/30/2015

Varlance
Original Current Period Fiscal Favorable  Percent

Total Budget Total Budget Actlvity Activity - (Unfavorable) Remaining

i 440-3 £.000.00 :
Department: 51440 - ELECTIONS Total: 11,306.00 11,306.00 39.40 6,041.03 5,264.97 46.57%
Department: 51500 - AUDIT __ _ : : s : : .
100-51560-290 OTHER CONTRACTUAL SERVICES .. 16,870.00 16,870.00 0.00 17,030.00 -160.00 .  -0.95%

Department: 51500 - AUDIT Total: 16,870.00 16,870.00 .00 17,080.00 6000 -0.88 %

10 51

100-51510-152
100-51
DEgi5107
185.00
OFFICE SUPPLIES

COPY USAGE & PAPER

* CERTIFICATIONS & LICENSES

" Department: 51510 - HUMAN RESOURCES Total: ~ 67,260.00  67,260.00  3,265.11 30,027.36 37,032.64  55.36%

Department: 51530 - ASSESSOR o . . .
100-51530:120 WAGES - REGULAR . 000 0.00 15174 . 4522 -455.22  0.00%

TRANSCRIPTION CONTRACTUAL

100-51530:311 - - POSTAGE 1,000.00 1,000.00 . 0.00 1,105.14 -105.14  -10.51%
. )

:1‘00—5 1530-340 OPERATING SUPPLIES : ) 250.00 250.00 56.73 76.10 173.90 69.56%;' .

Department: 51530 - ASSESSOR Total: 227,919.00 . 18,781.01 90,433.85 137,485.15  60.32% -

Department: 51540 - IT
100-51540-110
10 40

SALARIES - REGULAR 31,464.00 86

100-51540-150 FICA 2,727.00 2,727.00 - 8722 - 981.44 1,745.56  £4.01%
100:61540:15 Vi ;-
100-51540-152 - HEALTH INSURANCE 4,703.00 4,703.00 391.94 2,351.64 2,351.36  50.00%
- 150-51540:15

0.36 1.96 2.04 51.06%

100-51540-154 LIEE INSURANCE 4.00

OFTWARE MAINTENANCE CONTR
MAINTENANGE CONT

5/15/2015 3:20:04. B4 ' Y page 5 of 15




Budget Report For Fiscal: 2015 Period Ending: 06/30/2015

Variance
Original Current Period Fiscat Favorable  Percent
Yotal Budget Total Budget Activity Activity  {Unfavorable) Remaining

; 540-312 100.00

. 4154037

COPY USAGE & PAPER 100.00

1,641.62

100:51540:399

88,302.00 3,093.67 - 33,035.61

Department: 51540 - IT Total: 5526639  62.59 %

Department: 51600 - CITY HALL
100-53600-110 SALARIES - REGULAR
10053

43,611.00 1,686.66 18,639.01

24,971.99 57.26%

ft
00-51600-127

200:51600-15

'100-51600-151
1100:5600:152
100-51600-153

0.00  0.00%

NSUR
DENTAL INSURANCE

BOILER CONTRACTUAL
Q0:516(

100-51600-213 HVAC CONTRACTUAL
“q nes

WATER/SEWER/STORM WATER 2,111.28

"H0:5480

= 2 s
- 100-51600-225

PHONE/INTERNET/CABLE 3,763.00 3,763.00 133.80 976.95 2,786.05 74.04%
- il B

- 600-241
© b, 1600-342 MENT ,

- 100-51600-243 - : ) .285.00
06%51600:290 ¥ CONT :

UiPMENT MAINTENANCE CONT .00 501.00

300.00

1,408.76

400-51600 260
$166:53600: 36

100-51600-381 MPLOYN T Tsp00 50.00 000 0.00 5000 100.00%
Department: 51600 - CITY HALL Total: 166,132.00 166,132.00 ~ a,084.26 65,961.61 100,17039 6030 %

Department: 51900 - OTHER GOVERNMENT

100:51900:397 CELLANEOUS:EXPENS 4Dz 80: 9.58:
Department: 51900 - OTHER GOVERNMENT Total: . 0.00 -402.80 -809.58
Department: 51938 - SICK LEAVE PAYOUT
100-51938-516 EMPLOYEE BENEFITS 0.00 0.00 1,345.96 5,537.48 -9,537.48  0.00%

Department; 51938 - SICK LEAVE PAYQUT Total:” 0.00 0.00 1,345.96 9,537.48 -9,537.48 0.00 %

6/15/2015 3:20:04 PM Page 6 of 15




Budget Report

wpartment:

Tota

Department: 51939 - WORKER'S COMPENSATION Total:

Department: 51940 - UNEMPLOYMENT COMPENSATION

" 100-51940-517

UNEMPLOYMENT

Original
! Budget:

Current
Total Budget

For Fiscal; 2015 Period Ending: 06/30/2015

Period
Actlvity

Fiscal
Actlvity

Varlance
Favorable ~ Percent
(Unfavorable} Remaining -

Department: 51940 - UNEMPLOYMENT COMPENSATION Total:

Department: 51941 - SALES TAX

Department: 51941 - SALES TAX Total:

Department: 51942 - ILLEGAL ASSESSMENTS
MISCELLANEQUS EXPENSE

- 100-51942-397

Department: 51944 - INS
100-51944-512

Department: 51946 - SIR
100-51945-514

Department: 51343 - IN5 - FIRE, COMP / COLL, BOILER Tot
- VEHICLES

Department: 51947 - MONIES & SECURITIES INSURANCE MISC

93,832.00 93,832.00 0.00 49,027.50  44,804.50 47.75%
4,126.00: | 4,12600 - 376.69 952,04 3,163.96  76.68%
-4,126.00 962.04 3,163.96 . 76.68 %"

4,126.00 -

376.6%

INS - VEHICLES :

Department: 51944 - INS - VEHICLES Total: -
Department: 51945 - PROPERTY & LIABILITY VEHICLE INSURANCE

Department: 51345 - PROPERTY & LIABILITY VEHICLE INSURANCE - -

SIR :
Department; 51946 - SIR Total:

SURAN

- Department: 51980 - UNCOLLECTABLE ACCOUNTS

100-51980-398

UNCOLLECTABLE ACCOUNTS

Department; 51980 - UNCOLLECTABLE ACCOUNTS Total:

160-52100-120

100-52100-122

100-52100-125

100-52100-221
100-52100-276

1
i

00-521.00-25C

¥
1. 2100-31%

Department: 52100 - POLICE

WAGES - REGULAR
OVERTIME - SPECIAL PROJECTS
OVERTIME - PERM PT

OVERTIME - TEMP/SEAS

MOBILE DATA AIR CARDS
EQUIPMENT MAINTENANCE CONT
OTHER CONTRACTUAL SERVICES

* POSTAGE

T41,208.00

9,700.00 117.41 1,218.45 848155 87.44%
0.00 0.00 0.00 0.00 000  0.00% -
0.00 . 0.00 5.00 0.00  0.00%

19,000.00°

-19,000.00

208.00

0.060-

T0.00

0,00

£

. 36,425.00

18,749.00

4,779.00 11.60%

-748.00 -3.94%

19,000.00

19,000.00

b1

Db

0.00

19,745.00

far

64.00

«749.00  .3.94%

133%

30,064.00 .00 29,6 400.00
2,00000 . 2,000.00° 0.00 0.00 2,00000  100.00%
2,000,00 0.00 0.00 " 2,000,00 100.00 %

2,000.00

1

2,775.00 -175.00
0,00 0.00 0.00 0.00 000  0.00%
0.00 0.00 " 0,00 0.00 0.00 0.00 %

4,352.00
3,602.00

2,000.00

4,352.00
- 3,602.00

2,000.00

‘0,00

0.00

1,060.86

778.80

2,541.14 70.55%

1,221.20 61.06%

6/15/2015 3:20:04 PM_
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Budget Report For Fiscal: 2015 Period Ending: 06/30/2015

Variance
Driginal Current Perigd Biseal Favorable  Parcent

Total Budget Total Budget Activity Activity  [Unfavorable) Remalning

160352
10.-22100-320

SUBSCRIPTIONS & DUES
ERTIFICATIONS & LICENSES
RECRUITMENT

: MINARS; CONF & TRAV:
100 52100-340 OPERATING SUPPLIES
| H0p:52106:341 NTING:8 FORMS
- 'ioo 52100:342 CLEANING & SANITARY SUPPLIES

3,291.45

1,153.93

Department: 52100”POLICETotaI' 2,843,567.00  2,843,567.00 131,957.78  1,234,120.81  L609,446.19 56.60%

Department: 52200 - FIRE
100~22200_11Q . )

5,945,29

SALA_RIES REGULAR 153,951.00 57 08%

- d00:52700-123
mg;&gg_n_a

| 100:52200-15
10052200421
100-52200-221
200:52200:225
100-52200-226
ADiE2200:24
'100 52200-241

100-52200-320
{100-52200:323
'1'09"5'2200 324
10005326033
100-52200-340
:109—52290 34

SUBSCRIPTIONS & DUES
CERTIFICATIONS: & LICENSE
RECRUITMENT

OPERATING‘SUPPLIES
SRINTING & FORMS ™

100-52200-342 CLEANING & SANITARY suppuss
710652200350 BLDG-& GRS MAINT & REPAIRS

100-52200-360 VEHICLE MAINT. & REPAERS

©109:52700-361 REGULAR'FUEL
100-52200-362 OFF ROAD FUEL

1459, oz%‘

1100-52200-363 QUIPMENT MAINT & REPAIRS 1 r
1,000.00  100.00%

100)-52200-389 PUBLIC EDUCATION 1,000.00

3200381 77T EMPLOYMENT TESTING: S 3,500.00 3, . 3217105 163.34%
i .200-332 UMIFQRMS & SAFETY ATTIRE 3,000.00 3,000.00 0.00 1,742.15 1,257.85 41.93%

671577005 320004 PM Page 8 of 145




Budget Report o ' For Flscal: 2015 Perlod Ending: 06/30/2015

. Variance
Original Currant Reriod Fiscal Favorable  Percent
Total Budget Total Budget Activity Activity . (Unfavorable} Remaining
1 2003 WS < SUPPUES : 3,000, & e ' 3}
10y-37200-399 ADD'L SOFTWARE & UPGRADES 0,00 Q.00 0,00 150.00 -150.00 3.00%

_ Bepartment: 52200 - FIRE Total:  1,279,430.60  1,279,410.00 - 60,16012 - G558,188.08 72122091 56.37%
Department; 52210 - HYDRANTS : : .

0,80%,00 , X } i A80,00%
© 380,901.60 : 0.00 0.00 380,901.00 100.00 %

Department; 52210 - HYDRANTS Total: 380,901.00

Department: 52400 - INSPEC-TI:)NS
; LAR

34,570.00 259 70968 1986032 . 57.45%

18,999.00 . i 10,890.15

DENTAL INSURANCE 3,846.00 - 3,845.00

PHONE/INTERNET/CABLE =~ 2,000.00 1,187.03
OTHER CONTRACTUAL SERVICES - - ) 100.00%

OFFICE SUPPLIES

100-52400-312 . COPY USAGE & PAPER 1,500.00 1,500.00 0.21 -72.03 1,572.03 104.80%
10655 2400-
| 10052400321 CERTIFICATIONS & LICENSES

40.00 © 40,00 000 0.000 40.00  100.00%

100-52400-330 SEMINARS, CONF & TRAVEL 3,600.00 3,600.00 0.00 133281 226719 62.98%

i) 8
© 10" T400-341 PRINTING & FORMS 1,130.00 1,130.00 293.25 1,060.25 69.75 6.17%

B

100-52400-361 - REGULAR FUEL . 3,100.00 - 3,100.00 - 208.23° 857.85 2,242.35 72.33%.

Department: 52400 - INSPECTIONS Total: - 421,792.00 421,792.00 19,591.00 191,253.67 230,538.33  54.66%

Department: 52601 - EMERGENCY GOVERNMENT _
© 100-32601-290 OTHER CONTRACTUAL SERVICES
10

7,000.00 7,000.00

12.50%

CYG

" Department: 52 000.00 0.00 1,000.00
Department; 52700 - JAIL ] _ . ) : 7 .
100-52760-290 _ QOTHER CONTRACTUAL SERVICES ©3,000.00 3,000.00 000 0.00 3,000.00 100.00%

Department: 52700 - JAIL Te_ltal: 3,000.00 _ 3,000.00 0.00 0.00 3,000.00 100.00 %
ENGINEERING

3,746.96

100-53100-312
19n553100-32

2 A00-321
I-53100-322"

6/15/2015 3:40:04 PM Page 9 of 15




Budget Report _ For Fiscal: 2015 Period Ending: 06/30/2015

. . Varlance
Original Current Period Fiscal Favorable  Percent
‘ Total Budgat Total Budget Activity Activity {Unfaverable) Remaining
L oaoo3m : £ 0.00 0.00 0.00 000 000%
;mu -53166-3 TF8 TRAY 0.0 i )

;MQLQ,@&Q
100-531006-341..
100-53100-360
{100:53100-36% -
100-53100-399

0.00 0.00 000
121,179.00 6,094.48 55,492.36 65,686.64 54.21%

Department: 53100 - ENGINEERING Total:

Department 53310 - BOARD OF PUBLIC WORKS
30053310791 NSCRIPTIONCON (
100-53310:311 311 POSTAGE 50.00 50.00
: COPY USAGE & PAPE| e i
LEGAL NOTICES " 400.00 400.00 : .00 0.00 400.00  100.00%
Department: 53310 - BOARD OF PUBLIC WORKS Total: . 2,400.00 © 2,400.00 ' 34.84 354.74 2,04526 85.22%

Department: 53311 - STREET

LARIES - REGUIAR' -
WAGES - REGULAR

"100-53371'1-1_;4
“2100:53333:125:

100 533 11 126

100.53311-313
100:53311-312°
100-53311-320
1100-53311-32
200-53311-324
100153311930
100-53311-340)

100-53311-342
1100-53311-350;
100-53311-360
100-53311-361 ULA]
100-53311-362 OFF ROAD FUEL
{100-53311:36 QUIPMENT MAINT
"100-53311:370 SALT & SAND

20MG3319:370 e LT £E & BRUSH MAINT
2 311-375 STREET MAINT & REPAIRS

10u-53311-381 U EMPLOYMENT TESTING

5,000.00

G/ 15/2015 3:20:04 PM Page 10 of 15




Budget Report - o Far Fiscal: 2015 Perlod Ending: 06/30/2015

Varianece
Original Current " Period Fiscal Favorable  Percent
~ Total Budget Tatai Budget Activity Activity {Unfavorable) Remaining
M UNIFORMS & SAFETY ATTIR 1,000.00 ) 0 5 857.44 85.74%'

SOETW.

Department: 53311 - STREET Totai:

321,081.82

706,473.00 706,473.00 34,204.57 385,391.18° 54.55% ..
Department: 53312 - STREET SIGNS & SIGNALS
100-53312-223 ELECTRIC & GAS 3,061.97 4,738.03

STREET SIGNAL MAINT & REPAIRS 1,500.00 0.00 1,500.00  100.00%
Department: 53312 - STREET SIGNS & SIGNALS Total; 19,300.00 ~19,300.00 189,75 4,927.97 1437203 7447 %

Department: 53315 - STREET LIGHTS

OTHER CONTRACTUAL SERVICES

REET LIGHT MAINT & REPAIRS 150000 1,500, Y L 1434 1,485.66  99,04%.

Department; 53315 - STREET LIGHTS Total: 237,930.00  237,930.00 18,623.09  90,964.68  146,065.32 6177 %

Department: 53440 - STORM WATER

Department: 53440 - STORM WATER Total: 000 0.00 0.00 0.00
Department: 54110 - ANIMAL CONTROL : : _
100-54110-290 _ OTHER CONTRACTUAL SERVICES 50,765.00 50,765.00 ' 4,031.70 20,543.50 30,221.50  59.53%
Department: 54110 - ANIMAL CONTROL Total: 50,765.00 £0,765.00 403170 _ 20,543.50 30,221.50 59.83%

10,122.00- . 3,858.48 6,263.52

WAGES - TEMP/SEAS = 0.00 ~0.00 0.00. .00 0.00 0.00%

e

2,736.00 2,736.60' 1,083.90

pest

$,284,00 .

HEALTH [NSURANCE 5,284.00 - 440,37 2,642.22 50.00%
A

LIFE INSURANCE

HVAC CONTRACTUAL

100-55120-350
‘10055511036

100.00%

100-55110:363 ~  EQUIPMENT MAINT. & REPAIRS 5000 350.00 0. 350.00
' Department; 55110 - LIBRARY Total: 90,894.00  90,894.00 2,181.71 33,526.15 5736785  63.12%
~apartment: 55200 - PARKS '
i 40

6/15/2015 3:20:04 PM Page 11 of 15




Budget Report For Fiscal: 2015 Period Ending: 06/30/2015

Variance
Original Currant Period Fiscal Favorable Percent
Total Budget Total Budget Actlvity Activity [Unfavorable) Remaining
1 ‘ 200-120 WAGES - REGULAR 2,827.52 42,864.24  -58.28%

73,547.00 30,682.76 .

¢ VERTIME REGULAR 92.01%

WAGES - PERM PT

RTIVIE' PERNPT;
GES - TEMP/SEAS
ERTIME < FEMP/SEAS

10u=25200:121
'100-55200.124
100-55200- 125+
100: 55200-126

3,035.59 g 266, 99 ‘

400-55200-150

8,858.82

'100-55200-152
: _‘ioo;f'szeo 153

100-55200-220 9,779.59
?_1,00‘55200.221 '
100-55200-225
1180:55200-240
100-55200-242

100-55200-31%
‘1055520021
100-55200-320
1005530043
.100-55200- 330

1 ‘200-342
e .3200:350
. 100-55200-350

. 100-55200-3652

UNIFORMS & SAFETY ATTIRE 250.00 0.00 79895 548.95 -219.58%
Department: 55200 - PARKS Total: 291,920.00 - 291,929.00 15,317.20 121,202.44 170,726.56  58.48 %

_1_0055200-382

Department 55300 - RECREATION

. 8,331.29

34,063.00

57,507.00 17,211.61

WAGES TEMP/SEAS
ERTIME - TEMP/SEAS
FICA

TIREMENT-{(WRS).
HEALTH INSURANCE
NTAL INSURANCE

LIFE INSURANCE

19, 913 00 668.86 7,066.92 12,846.08  64.51%
. '100 55300-152 23,105.76
#100-55300-1537
100-55300-154

100:55300:225
100-55300-240
6055300241
100-5530(-290
1100-552300:31

3 3300211
Ao 5300-312

SOFTWARE MA]NTENANCE CONTR
UIPMENT MAINTENANCE CO
DTHER CONTRACTUAL SERV[CES

1,000.00

POSTAGE 4.500.00

| o 450000 -
SOPY USAGE & PAPER-© 000 i 3,000:00 .0 £y

/1 572015 3:20:04 PM Page 12 of 15




Budget Report For Fiscal: 2015 Period Ending: 06/30/2015

Varlance
Original Current Period Fiscal - Favorable  Percent
Total Budget Total Budget Actlvity : Activity  {Unfavorable) Remaining

1 _O -320 SUBSCRIPTlaNS&DUES : - 77500 775.00 . 0.00 _750-.00 25.00 3.23%

1,517.00

Repartment: 55300 - RECREATION Total:

Department; 55420 AQUATIC CENTER .
WAQES REGULAR : ’ 18,683.00 18,683.00

390,163.00 390,163.00 181, 158,544.45  231,618.55

100-55420-350

{234 2 7% g
Department: 55420 - AQUATIC CENTER Total: 175,778.00 175,778.00 ,119. 37,658.42 138,119.58 78.58%
Department; 56600 - URBAN PLANNING _ _ .
100-56600-290 OTHER CONTRACTUAL SERVICES 0.00 0.00 ' 0.00
~ Department: 56600 - URBAN PLANNING Total: : 0.00 0.00 ' 0.00 - 0.00 0.00 0.00 %
Department: 56610 - CITY STUDY o ] o C
100-56610-295 CITY STUDY 000 . 000 - 000 0.00 . 0.00 0.00% .
Department: 56610 - CITY STUDY Total: 0.00 0.00 ' 0.00 . 0.00 ' 0.00 0.00 %

Department: 56700 - ECONOMIC DEVELOPMENT

Department: 56700 - ECONOMIC DEVELOPMENT Total: - | 14,387.00 14,387.00 0.0 0.0 14,387.00 100.00 %

Department; 56900 - PLANNING & ZONING

100-56900-110 SALARIES REGULAR 112,439.00 112,439.00 4,349.11 47,919.47 64,519,53 57.38% .

100-56900-121 _ OVERTIME - REGULAR 0.00 0.00 0.00 000  0.00%

8,834.00 8,834.00 3,768.48 5,065.52

-1,470.00

1,470.00

1,800.00 1,800.00 1,076.80

'100-56900-241

100-56900-291 TRANSCRIPTiON CONTRACTUAL 2,900.00 2,900.00 362.05 1,496,82 1,403.18  48.39%
1160-56900:310 FFIGE SUPPLIES ) o
100°56900:311 POSTAGE 880.00 © 880,00 0.00 631.36 248.64  28.25%
7 9005313 USAGE 8 PAP
100-26900-320 SUBSCRIPTIONS & DUES ‘ 900.00 900.00 0.00 7,500.00 -6,600.00 -733.33%

6/15/2015 3:20:04 PM Page 13 of 15

E ety CII
2_100—55300—341' PRINTING & FORMS I . 5,000.00 - 5,000.00 0.00 2,951.37 2,048.63 40.97%




Budget Report ' . i . For Fiscal: 2015 Period Ending: 06/30/2015
' ' ' : Variance

Current Period Fiscal Favorable  Percent

Original
Activity  (Unfavarable] Remaining

Total Budget Total Budget Actlvity

RECRUITMENT

s

OPERATING SUPPLIES

100-56900-361 REGULAR FUEL
: Department: 56900 - PLANNING & ZONING Total: . 177,271.00

© 1,300.00 1,300.00 46,03 242.63 1,087.37 81,34%
177,271.00 9,823.60 95,076.42 82,194.58 46.37% -

-

Department: 59200 - TRANSFERS

000 0.00%

Department: 59200 - TRANSFERS Total: o - 0.00 0.00 0.00
Expense Total:  8,601,307.00  §,601,307.00 395,130.99  3,574517.63 _ 5,026,789.37 58.44%
Fund: 100 - GENERAL FUND Surplus (Deficit): 5.00 000 35080486 2,08899458  2,08B994.58  0.00%
. 0.00 ) 0.00 - -350,844.86 2,988,994.58 2,988,994.58 - 0.00%

- Report Surplus (Deficit):

61572015 3:20:04 PM Paga 14 of 15




Budget Report -

For Fiscal: 2015 Period Ending: 06/30/2015 K

Fund Summary

. . _ " Variance
LT o Original Current Period Fiscal Favorable
Fund - o o Total Budget .- Total Budget- Activity Activity - (Unfavorable) . .
100 - GENERAL FUND - o 0.00 . 0.00 -350,844.86 - 2,988,994.58  2,988,994,58
' 0.00 .

Report Surplus (Deficith

0.00

. -350,844.86

. 2,988,994,58

2,988,994.58

6/15/2015 1:20:04 PM

Page 15 of 15




F-G
MEMO FOR RECORD | |  June30,2015
TO: Finance Director. |
REFERENCE: Robert and Eleanor Franke Foundation Grant
Fl;ed,' . .

The purpose of this grant is to equip our EMTs with the most advanced cardiac monitors
our residents deserve and to increase our level of care during cardiac emergencies. The
new MRx Cardiac Monitor/Defibrillator will allow us to acquire a 12-lead
Electrocardiogram (EKG) before paramedics arrive on scene. Within 10 seconds the
EKG will give a complete diagnosis of the heart; saving valuable seconds and providing
data to help identify the best treatment for our patients. Currently our EMTs are carrying
an AED and a monitor that only measures pulse and blood pressure. The new MRx are
what is currently used today in hospitals and compatible with Tri-State Ambulance
monitors. The MRx features: defibrillator, blood pressure, pulse, 12-lead EKG, SpO2

~ (measures concentration of oxygen in the blood), and a printer so data can be printed and-

" handed off to Paramedics and the cardiac team at the hospital.

' The Onalaska Fire Department (OFD) recently received a local grant to purchase two
Heart Start MRx Cardiac Monitor/Defibrillator units. The grant is $14,906 with the
conditions that OFD raise a match of $14,906 for a total of $29,811.

OFD will start a community fund raising campaign and deposit dollars collected into a
special donations account setup by the City of Onalaska per our conversation on June 24™
‘We currently have $3,000.00 in our 2015 new equipment aceount for a blood
pressure/pulse monitor which would not be needed because of the grant. We also have
funds in our donation account. ' '

Thank you and please let me know if you need any additional information

DONALD DOMINCK
Fire Chief



)\ LA CROSSE - " For Good. F

) COMMUNITY : o - Serving the don;fs*;rt:ei;' and
FO[JNDATI.ON" IR the community’s needs since 1930.

401 Main Street, Ste. 205 o - o S S

La Crosse, Wisconsin 54601

May 26, 2015
Onalaska Fire Department |
Fire Chief o :
415 Main Street - PR
Onalaska, WI 54650+

- Dear Chief,

I am writing on behalf of the La Crosse Community Foundaﬁbn 'Board of Directors which has approired
the Robert & Eleanor Franke Charitable Foundation Board of Directors’ advice for a conditional grant
from the La Crosse Community Foundation’s R&E Franke Charitable Foundation Fund. - B

Grant Amount: $14,906 R e :
From: R&E Franke Charitable Foundation Fund " = -
For: A dollar for dollar matc_l‘_l to total $29,811 _

Conditions: OFD to raisé an additional $14,906. -~

tt & Bloanor Franke Chasitable Foundation Inc. Board of
Directors and was made from the R&E Franke Charitable Foundation Fund at the La Crosse Community
~ Foundation. S S R ' L o

~'This grant was recommended by the Robert &

For publications, correspondence, and tax ﬁlﬁlg pleése, report this award as a grant from the La Crosse
. Community Foundation‘s R&E Franke Charitable Foundation Fund. L

Me! Hoffman, the Executive Director of the Robert & Eleanor Franke Charitable Foundatioﬁ Inc. will be _
in contact with you regarding this matching challénge grant. = ' o

Sincerely,

xecutive Director

By accepting this graul, your organization éernﬁes to La Crosse Community Foundation that no will receive any goéds, services or other privale
benefit, such as benefit tickets, school tuition, membership fees or goods purchased at an auction. Alse, the grant may not be used to fulfull o

pre-existing pledge.

Phone: (608) 762-3223 NATIONAL
website: laxcommfoundation.com STANDARDS*™




. 50S% TECHNOLOGIES

Purchase Order! Remit-to Instructions:
S08 Technologies

5080 N. Elston Avenue

Chicago, linois 60630-2427

Fax 773.665.2424

Customer Service -888.705.6100

PHILIPS HEARTSTART MRX DEFIBRILLATOR
SALES ORDER WORKSHEET
Delwery Schedule Subject to Product Availability

Please fax to: SOS Technologies 773.685. 2424
Please sign and, if necessary, include a Purchase Order

Quate valid 60 days from:

Customer: Onalaska Fire Department

Contact Name: Jeremy Southwotth

Address 1: 415 Main Street Title/Dept:
Address 2: Phone: _
Cify/State/Zip: Onalaske, Wi 54650 | Emaif: isouthworth@@iitvofonataska. con
Medical Director: **Not Applicable™ Sales Rep: Scott Carter
Address: ) Phone/Fax:  262-945-8327
City/State/Zip: 7 Emait: scorler@SOBASatety.com
Phone: : ]
Complete medical info requ:red to p_cess order
Quantity, item Desoription ltem DisiPrice  Quote  Extended Price
' (USD) (uspy - (USD)
1 2 HeariStart MRx Monitor/Defibrillator M3536A $10,700.00  $7,490.00 $14,980.0C
2 2 $pO2 NBP, and 75mm pnnter A22 $5,165.00  §3,615.50 $7,231.00
3 2 12 Llead Acquisition 862 $4,000.00  $2,800.00 $5,600.00
4 2 AC Power Module 06 $425.00 $297.50 $£595.00
5 2  Black Soft Cany Case WiDetachable Pouches B ] $245.00 $241.50 $483.00 -
"6 2  Multifunction Electrode Pads Adult 10 sets M3713A $290.00 $203.00 . $406.00
7. 2 Reusabie NBP Cuff Kit, 5 sizes 404018 $269.00 $188.30 $376.60
8§ 2 Adult Long NBP Cuff M45568 $40.00 $28.00 - $56.00
9 2 75mm Thermal Paper, 10 rolls 1381M $60.00 $42.00 $84.00 .
10 2 Two YearBench wuth loaner warranty for MRx w22 Included $0.00 . $0.00
12
13
14
15
16
17
18
19
'FRANQ TOTAL $29,811.60
Name/Titla: Date:

Returned Goods Pollcy -

FR2version3.xis
Last Revised: 7/00

Price List: 3/1/00

Quote Prepared: 6/24/115
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LA CROSSE COUNTY FIRE DEPARTMENT MUTUAL AID AGREEMENT

This agreement is entered into on . between the undersigned La
Crosse County Fire Departments to secure for each the benefits of mutual aid in
~ fire prevention, the protection of life and property from fire and firefighting.

" Itis agreed that:

1. On request by an authorized representative of a member fire department to
one or more member departments, firefighting equipment and personnel will be
dispatched when avallable to any pomt within the area the requestlng

. department normally prowdes flre protectlon

2. Mutual aid is not to be a substitute for the undersigned departments to provide
adequate staffing and equipment to meet the normal day-to-day service demands
of their respective response areas.

3. The rendering of assistance under the terms of this agreement shall not be
mandatory, but the party receiving the request for assistance should immediately .
" inform the requesting department if, for any reason, assustance cannot be
rendered

4. This agreement shall not cover specialized hazardous materials responses for
‘the participating departments of this agreement.

- 5. Any drspatch of equipment and personnel pursuant to this agreement is subject ,
‘to the following conditions: ' '

A. Any request for aid under this agreement will specify the location to
which the equipment and personnel are to be dispatched; however,
amount and type of equipment and number of personnel to be
furnished will be determined by a representative of the responding
organization. | o

B. The responding organization will report to the officer in charge of the
requestinglorgan_ize{tion at the location to which the equipment is "
dispatched, and will be subject to the orders of the officer. It will be



Type text]
agreed upon that both agencies must utilize the National Incident ;
Management System (NIMS) for the management of all emergencies.

C. A respondmg organization will be released by the requestmg B
' organlzatlon when the services of the responding organlzat|on are no:

longer requrred orwhena respondmg orgamzatlon is needed wnth:n the-_ o

: area for which it normally provides fire protection.
D. In the event that an emergency occurs in the response terrltory that :

~ requires the aiding department to recall thelr mutual aid units, said units

will be released from providing mutual ald as soon as safely possrble by
the mmdent commander : :

6. Each party to this agreement hereby waives all claims against the other party B
for compensation for any loss, damage, injury or death arising from or related toa
party s performance of |ts obllgations pursuant to this agreement.

7. The chlef flre offlcers and personnel of the f|re departments of aIl part:es to thls

. agreement are invited and encouraged ona rec1proca| basis, to frequently visit

* each other’s facilities for guided fam:llanzatlon tours consrstent with local securlty
requirements and as feasible, to Jomtly conduct pre-ﬁre plannmg |nspect|ons and
drllis '

- 8. The t‘echnical_ heads of'the member fire departments of this agreement are-
authorized and directed to meet and draft any detailed plans and procedures of

~ operation necessary to effectively implement this agreement. Such plans and

_ procedures of operatrons shall become effectlve upon ratlflcatlon by the member

- departments

- S Al equipment used by the requesting department in ca-rrying out this
agreement will be owned by that department;' and all personnel acting for the -
requesting department under this ag’reement'will be employees of the requesting
department. ] : o -

10. All equipment used by the responding department in carrying out this
agreement will be owned by that department; and all personnel acting for the
responding department will be employees of the responding department.




[Type text] '

11. This agreement shall become effective on the date signed and remain in full
force and effect until cancelled by mutual agreement of the parties or by written
notice by one party to the others, giving thirty (30) days notice of said
cancellation. - | :

BANGOR . LA CROSSE
- CAMPBELL ' ONALASKA

" FARMINGTON - | | SHELBY

HOLMEN | WEST SALEM
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CITY OF ONALASKA POLICE DEPARTMENT

Policy: Open Records
| Policy Number: 25

Pages:
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Approved by Common Council:
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1L

IV,

PURPOSE

The Onalaska Police Department (“OPD”)} Open Records Policy outlines the proper procedures to be
followed with respect to the handling of any and all public request requests made under the Wisconsin
Public Record Law. Wis. Stats. §§19.31-3%.

RECORDS QPEN TO THE PUBLIC
There is a strong statutory presumption in favor of the right of the public to inspect records in the custody
of a public authority. Wis. Stats. §19.35(1)(a).

DEFINITIONS

A, Record
The definition of what censtltutes a pubhc “record” is extremely broad, encompassing almost any
memorialization of information created or kept by the OPD, Wis. Stat. §19.32(2)

B. Electronic Record
' An electronic record is subject to public records law, the same as a “hard copy” of a record would

be, Electronic Records would include but are not limited to:

All records stored on OPD databases and computers;

Records stored for the OPD by a private contractor;

All OPD email;

Any OPD records generated or stored on members personal computers, personal smart

phones, personal storage media or any other personal equipment used for OPD business.

5, OPD reeprds generated or stored on any ‘social media’ account e.g. Twitter, Facebook,
instant messaging, text message or other electronic media;

6. Any audio or video recorded by the Department using the Mobile Video Reecording
systems.

C. Records Custodian

The Police Chief is the overall custodian of all Records and may designate subordinates to
perform Records related functions within the scope of their employment,

Ll

D. Requester
: Any person, identified or anonymous, who requests QDP records or copies.

PROCEDURES FOR REQUESTING RECORDS
All requests for OPD records must be made at/through the Onalaska Police Department either verbally or

- on the Open Records Request form. The public may submit requests for copies of, or access to, records
- during regular office hours between 9:00 and 5:00 p.m. Monday through Friday, holidays excluded, at the

OPD counter Onalaska Police Department 415 Main Street. Requests may also be submitted by mail to
Onalaska Police Department 415 Main Street, Onalaska, W1 54650.

PROCEDURES FOR HANDLING REQUESTS FOR RECORDS.

A, Record requests can be made verbally or in writing. Requests will be handled as soon as
practicable and without delay in the order in which they are received. Basic requests taken over
the counter will be handled immediately, if possible. If the requested information cannot be

~ coordinated or assembled within 10 working days, OPD will inform the Requester that the OPD

{01735965.DOCX}




will comply with the law as soon as practicable (verbally if a verbal request-in writing if a
written reguest}.

Ii

All public record requests will be logged by OPD. Time to complete requests will be
tracked for charging purposes,

Requests involving “sensitive” issues as defined in Section V11 require notification to the
Chief of Police and City Attorney.

Requests invelving disciplinary or persnnnel records will be routed to the Human
Resources Department with a copy to the City Attorney’s office.

Records will be reviewed and appropriate redactions made before giving any document to
the Requester. If the request was made in writing and redactions are necessary OPD shall
provide a written explanation that must include statutory, conimon law or public policy
reasons for redactions. The written response must also inform the Requester of his or her
right to court review of the denial under mandamus action. OPD wilt contact the City
Attorney for advice as necessary. OPD is not required by law to give an explanation for
redactions to the Requester if the request was made verbally. Actions to approve or deny
telease will be noted on the Open Records Request form wzth & copy being given to the
Requester and a copy maintained within the Record.

When inspecting records, the person doing such may be restricted from personaily
copying by means, other than making hand written notes of the documents, when the
integrity of the document is at risk or the copying would provide information that is not
open to inspection. Personal copying must be pre-approved by the records custodian. No
fees will be assessed to a person who makes their own copies of documents, unless
directed or allowed by state statute,

If & request is made verbally, it can be denied without a verbal explanation at the time of
the request. A request for the reasons denying the verbal request must be in writing, by
the Requester, within 5 business days of the oral denial.

OPD will reproduce any Electronic Record that is accessible.

Reproduced video or audie for requests will consist of the entire relevant video of an
incident. Any required redactions will be made by means readily apparent to the viewer
or listener,

VL GENERAL RELEASE OF INFORMATION

The media has no more rights to information than does the general public other than which is
granted specifically by law such as the right to see juvenile information but the media is not to
otherwise use or release the juvenile’s identity. Release of information is restricted as follows:

AL
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1.

WI §§19.35 Limitation on Release. Some records must remain eonfidential if they harm
the public interest, hinder or compromise police goals or activities, contain personally
identifiable information that if disclosed could endanger a person, identify a confidential
informant, endanger population or staff at a secure facility or infringe on victim or

suspect rights.
a. Information on confidential or anonymous cornplaints;
b. Open Investigations that may lead to enforcement action,
- administrative or arbitration or coutt proceedings, evidence in pending

cases #s defined in Wis, Stat. §19.35(1)

& Expunged Records,

4 Contractor records, where the OPD assisted another agency while
actmg as a contractor or under mutual aid or other agreement as defined
in Wis. Stat. §19.36(3).

& Medical or psychological records, Chapter 51 records or any record
govergd under the HIPAA Privacy Rule.

£ Employment Information (except when a written release is received

- from the subject of the request).

g Computer programs, security information, search warrants in pending
cases, informanis, investigative training or techniques.

h. Any record specifically restricted by state, federal or case law.




2, Information that can be released without prior anthorization includes traffic citation
information, property damage or theft reports without a named suspect to insurance
providers and accident crash reports with the following exceptions:

a. Accident fatality until the next of kin is notified.

b. Witness statements or other documents if there are pending
investigations or charges.

c. Iclentlfymg information of a person under age 17 if charged with a
crime or aleoho] offense unless redacted.

d. Children if under age 16 and referred, charged or issued 2 citation or
any other law enforgement action.

2. The name or identifying information of a suspect in the commission of
a ¢rime,

f Such exceptions do not apply if the subject of the “exception” provides

a signed release of records authorizing the OPD to release any and all
accident related records perfaining the person signing the form,

3, Information can be partially released if:
a. Non-releasable parts are redacted before copying.
b. Records acquired via subpoena or court action need not be redacted.
c. A record is not available at the time of the request but may be available

at a later date; the Requester may receive portions that are releasable
and complete and be notified that it is up to the Requester to make a
later and subsegquent request,

Requests by Criminal Justice Agencies. Pursuant to a written request, the following records may
be released to a criminal justice agency such as law enforcement, probation and parole, victim or
witness coordinators, corrections, health and human services, juvenile resources, city or district
attorneys or the corporation counsel:

1. Incident Reports, including pending reports;
2 Arrest records, reports and photos;
3. Fingerprint cards;
4, Medical Records,

VIIL SENSITIVE REQUESTS

A.

IS e

Record requests that are considered “sensitive” include but are not limited to: -

Sexual Agsault;
Child Abuse;
Child Neglect;
Suicide;

Domestic Assault audio.or video where a Child is present;

Photos/Videos deplctmg images that would be considered graphic, horrific and/or could
“shock the senses”

7. An ongoing criminal investigation

Decisions on release of “sensitive” records must be made on a case-by-case basis, subject to
statutory, common law and public policy considerations. The OPD will be responsible for
conducting the required balancing test. Release of records that are considered “sensitive” may
require a “Waiver and Release of Claims” form to be signed by the victim or next of kin. The form
must be witnessed and signed by a Notary Publie prior to release of the record. OPD will contact
the City Attorney for legal advice as necessary,

All information related to the disposition of the record release will be documented by the OPD on
the Open Record Request Form and a copy will be kept with the Record.

VIIL. CRIMINAL INVESTIGATIONS
A, Records involving eriminal investigations will require approval by the Chief of Police or hig/her
designee, Information related to the decision and disposition of the record release will be documented
by the OPD on the Record Request Form and a copy will be kept with the Record,
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IX. JUVENILE RECORDS

A,

Juvenile records are handled according to Wiscongin Statute Section Chapters 48 and 938,
Juvenile record dissernination iy probibited unless approved by the Police Chisf or Agsistant
Police Chief or as provided for in reluted statutes. Juvenile Records are not ppen to relgase except

Jors

1, News media representatives as long as all other relgase criteria is met;

2, Criminal Justice agencies including victim or witness and fire investigator;

3 Victims of Juveniles acts resulting in ¢lose injury or loss or darmage;

4 Victim’s insurers ONLY when court restitution was ordered and has not been paid and
after one year of the date of the incident.

3. Parent, legal guardian or legal custodian with proof thereof per Wis, Statute
938.396(1)(c). The district attorney shall be consulted if information requested pertains to
a subject involved in CHIPS, delinquency or some other court proceeding,

6. To a holder of a notarized permission statement from the parent, legal guardian or legal
custodian,
1. School administrator of the school the child attends when:

a. Records related to alcohol, drugs, weapons, or
b. Records relating to an act he or she was adjudicated delingquent, or
¢. Records relating to a Juvenile apprehended, Wis. Stat. §5938.34(4h)().
8. Information can be released as authorized except in cases where there is mote thun one
juvenile involved. Parents, logal custodians and guardians may only receive reports
pertaining to their child. Identifying information on other juveriles must be redacted.

X REDACTIC)N REQUIREMENTS
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All redactions shall be in accordance with statutory, common law and public policy reasons under
the balancing test. The balancing test must be conducted by the Record Custodian or his/her
designee. Contact the City Attorney for legal advice as necessary.

Redaction, Location and Copy Costs. Fees imposed for copies and labor shall be actual costs
except where a specific feée is established:
25 cents per copied page
Mailing/shipping charges
" Cotnpact Disc charges
" Photographic Copies
Transeription of Records
Certification of records when requested
Computer programuiing costs
Other actual and direct costs allowed by statute and case law

el B

Redaction Fee: A fee may be imposed for the actual cost, including staff time, to redact portions
of records not diselosable under Wisconsin’s public recorda law, e, soeial security numbers,

- home addresses, hualth eare information, The OPD must docuntent staff time and eosts incurred in

case of a legal challenge,

Location Fee: A separate fee may be imposed for staff time used to locate and/or assemble
recotds or fo create a computer program/query if the cost is $50 or more. To determine the fee
when reimbursement for staff time is allowed, multiply the hourly cost of the affected staff -
member by the time used to locaté and asseinble the records. The OPL must document staff time
in cage of & legal chailenge The location fee shall be determined separately from cither fees listed
herein.

The OPD may require prepayment if the total costs are more thati $5,00, For large public record
requests, OPD shall establish  reasonable estimate of the total complionee ¢osts and requirs
prepayment, Contact the City Attorney for legal advice as necessary,
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~ A. PURPOSE

To better serve our. citizens and give our workforce the best tools to do their jobs, the City of Onalaska
continues to adopt and make use of new means of communication and information exchange. This means that
many of our employees, officers, committee members, volunteers, interns and contracted and consulting
resources (hereinafter “System Users™) 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, copiers, web based
sites, and the World Wide Web.

The City of Onalaska 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 System Users should remember that electronic media and services provided by the City are City property
. and their purpose is to facilitate and support City of Onalaska business. System Users should not have any
expectation of privacy with respect to their use of the City of Onalaska’s electronic communication systems and
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
City of Onalaska’s philosophy and set forth general guidelines governing the use of electronic media and
services, By adopting this policy, it is the City’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 dlsruptlve offensive to
others, or contrary to the best interest of the City. :

1. The following procedures apply to all electronic media and services that are;
a. Accessed on or from City of Onalaska premises;
b. Accessed using City of Onalaska computer equipment or via City’s paid access methods; or
¢. Used in a manner that identifies the individual as acting for or on behalf of the City; or in any way
identifies the City.

2. Organizations affected:
~This pohcy applies to all of the City of Onalaska including its departments, offices, boards, Council,
commissions, committees, City of Onalaska employees, volunteers, interns and contracted and consulting
resources who in the course of normal business has access to the information system. '

B. POLICY
Tt is the policy of the Clty of Onalaska to follow this set of procedures for the use of electronic
communication media and services.
1. References:
Electromc Commumcatlons Privacy Act of 1986 (18 U.S.C. §§ 2510 - 271 1); Wis. Stats. §947 0125.

C. PROCEDURES
1. Access and Authority
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a.. Each Department Head, City Mayor or City Officer or designee shall determine which System
Users 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 City of Onalaska.

b. The provisions of this Policy shall apply to the use of City of Onalaska-owned/provided equipment
and/or services from home or other locations off City premises. City of Onalaska-owned
equipment (e.g. lap tops, PDAs, and cell phones) may be removed from City premises solely for
City work related purposes pursuant to prior authorization from the Department Head, City Mayor,
City Office or City designee.

¢. Logging into, updating information and other participation in social networking sites must be

limited to business/marketing use only. Review the City’s Social Media policy for further
- information on social media policies.

2. Prohibited Communications/Equipment -
a. Electronic media cannot be used for knowingly transmitting, retrieving, or storing any
communication that is:

i. Personal business on City of Onalaska time {(e.g. sports pools, games, shopping,
correspondence or other non-business-related items/documents), except as otherwise allowed
under personal use below;

ii. Discriminatory or harassing toward another individual or group;

iii. Derogatory to any individual or group;

. tv. Obscene as defined in Wis. Stats. § 944.21;
v. Defamatory or threatening; or
~ vi. Engaged in for any purpose that is iflegal or contrary to the City’s policy or business interests.
b. For the protection, integrity, and security of the City’s System, electronic media shall not be used
to download or transfer software. Requests to download or transfer software must be made to the
System User’s Department Head, if the System User is not an employee of the City of Onalaska,
such request shall be made to the City Mayor or appropriate City designee(s). All approved
requests will be conducted by the Information Technology (IT) Department or the City’s
designee(s). ‘
~¢. For the protection, integrity, and security of the City’s System, electronic media shall not be used
~ toinstant message. Instant messaging is considered public record.

~d. ‘Third party equipment such as USB drives or other removable storage devices may be used on City
equipment/systems, provided the files only contain object files and no executable files. The
department head or designee shall ensure any third party equipment will be properly scanned by the
IT department prior to use.

e, Third party equipment is prohibited from being used, includirig without limitation: removable
digital storage media and wireless devices such as access points. Switches may not be installed on
the City’s System without -authorization of the System User’s Department Head and the
Information Technology (IT) Department. All installation of equipment must be conducted or
supervised by the IT Department or the City’s designee.

3. Personal Use _

8. Except as otherwise provided, electronic media and services are provided by the City of Onalaska
for the System User's business use during City of Onalaska time. Limited, occasional, or incidental
use of electronic media for personal non-business purposes is permitted as set forth below: '

- i, Personal use is limited to breaks, lunch, or immediately before/after work; -
ii. Personal use must not interfere with the productivity of the System User ot other system users;
iii. Personal use does not involve any prohibited activity (as governed by this policy);
iv. Personal use does not consume systetn resources or storage capacity on an ongoing basis;
v. Personal use does not involve large file transfers or otherwise deplete system resources
available for business purposes.
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~ vi. Personal use is a prlvﬂege which can be revoked by the Sy&tem User’s Department Head if a
System User does not follow these policies.

b. City of Onalaska telephones and cellular phones and other wireless devices are to be used for City
business. However, brief, limited personal use is permitted during the workday. 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 City.

¢. System Users should not have any expectation of privacy with respect to personal use of the City’s
electronic media or services,

d. It is the opinion of the City of Onalaska that the use of personal cell phoncs or other wireless
devices for business purposes while on duty is an individual’s choiee, but there should be no
expectation of reimbursement, and any such use must first be approved by the System User $
Department Head or appropriate City Desxgnee

4. Passwords
a. System User’s must respect the confidentiality of other individuals® electronic communications
- and passwords, A user name and confidential password shall control network access. The
password shall be changed no less frequently than every six months to protect the integrity of
the information system. The network will remind users when their password needs to be
changed. '

b. To protect the City network when System Users step away from their desks, all System Users
shall set up their screen savers to: “On resume, display logon screen.”

c. To protect the City network, all System Users shall log out of the network when they leave for
the day. The System User will be held accountable for any other person using their computer
under their user name and password if it is due to their failure to follow proper procedures.

d. Any suspected breach of password security must be reported immediately to Human Resources
who will report it to the necessary parties,

S Access to System User Communications '

a, Electronic information created and/or communicated by a System User using e-mail, word
processing, utility programs, spreadsheets, voice mail, telephones, Internet and web logs, desktop
faxes, and all similar electronic media. may be accessed and monitored by the City. The City of
‘Onalaska respects the System User’s desire to work without surveillance. However, the City of
Onalaska 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 City of
Onalaska 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.

6. Security/Appropriate Use

a. System User’s must respect the confidentiality of other individuals' electronic commumcatlons
-except in cases in which explicit authorization has been granted by the System User’s Department
Head, City Mayor or other appropriate City designee. System Users are prohibited from engaging
in, or attempting to engage in:
i. Monitoring or intercepting the files or electronic communications of other Systemn Users or

third parties;

ii. Hacking or obtaining access to systems or accounts they are not authorized to use;
iii. Using other people's log-ins or passwords; and
iv. Breaching, testing, or monitoring computer or network security measures.

b. No e-mail or other electronic communications may be sent that attempt to hide the identity of the
sender or represent the sender as someone else.
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C.

d.

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.

Anyone obtaining electronic access to other organizations', businesses’, 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. System Users 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. All new software or
data must be installed by the IT Department or the City’s designee(s), after approval by the System
User’s Department Head or appropriate City designee. Unauthorized installation of software or
data shall be deemed a violation of this policy. Systetn Users must never install downloaded
software to networked storage devices without this approval,

Upon approval by the City’s Finance Director or his designee, the City’s IT Department will
review, image, test, and verify that any and all equipment to be used by the City or for conducting
City business meets current specifications and requirements.

All computers must be protected from malware and viruses. On computers where virus scanning
takes place automatically, the virus scanning software must not be disabled, modified, uninstalied,
or otherwise inactivated. If you are uncertain as to whether the workstation you are using is
properly protected, or you are unsure whether the data has been adequately checked for viruses,
you should contact the IT Department.

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.

7. Eneryption

a.

No unauthorized encryption of data is deemed necessary and is prohibited.

8. Participation in on-line forums

&,

System Users should remember that any meésages or information sent on City-provided facilities to
one or more individuals via an electronic network (for example; Internet mailing lists, bulletin

- boards, web logs, and on-line services) are statements identifiable and attributable to the City of

Onalaska. '

The City of Onalaska recognizes that participation in some forums might be important to the
performance of an employee's job or to the performance of a System Users business with the City.
For instance, an employee or System User might find the answer to a technical problem by
consulting members of a newsgroup devoted to the technical area.

System Users shall include the following disclaimer in ali 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 City of Onalaska.”

System Users should note that even with a disclaimer, a connection with the City of Onalaska
exists and a statement could be imputed legally to the City. Therefore, System Users should not
rely on disclaimers as a way of insulating the City of Onalaska from the comments and opinions
they contribute to forums, Instead, System Users must limit their discussion to matters of fact and

avoid expressing opinions while using the City’s systems or provided account. Communications

must not reveal confidential information and must not otherwise violate this or other City policies.
System Users must receive authorization from their Department Head, City Mayor or appropriate
City designee prior to participating in an on-line forum. The System User shall be required to
review the provisions of this section before they receive such authorization.
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- 9. Policy Violations

System Users who abuse the privilege of City of Onalaska-facilitated access to electronic media or
services risk having the privilege removed for themselves and possibly other System Users, and are
subject to discipline, up to and including termination or removal from their subsequent committee or
council and may be subject to civil liability and eriminal prosecution. Any System User found violating
the City’s electronic communication policy shall immediately lose their privilege to access and use the
City of Onalaska electronic media and services, including use of the City email system until an
investigation can be done by the either the System User’s Department Head, City Mayor, or City
Officer and the IT Department to determine whether a violation of this Policy has occurred.

D. SERVER / NETWORK SECURITY
The purpose of this section is to establish access limitations to internal network/server equtpment that is owned
and or operated by the City of Onalaska. Effective implementation of this policy will minimize unauthorized
access to the City’s technology equipment and data, enhancing the security and integrity of same.

1.

Physical access to any networking cabinet, server room, or any other network/infrastructure equipment is
prohibited without proper authorization from the IT Depariment or the City’s designee(s).

Remote access is prohibited unless authorized by the System User’s Department Head, City Mayor or other
appropriate City designee and the IT Department, using the City’s approved methods and security
measures.

- VioJation - System Users violating this policy risk having their use and access to the City of Onalaska
- electronic media and services, including use of the City email system removed for themselves and possibly
-other System Users and 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, Any System User
found violating the City’s server/network security policy shall immediately lose their privilege to access

-and uge the City of Onalaska electronic media and services, including use of the City email system until an

investigation can be done by either the System User’s Department Head, City Mayor, or City Officer and
the IT Department to determine whether a violation of this Policy has occurred,

E. WEBSITE USAGE
The purpose of this section is to provide general guidelines for effective communication and efficient use of the 7
City of Onalaska’s Web site as well as for creating pomtlve representation of the City.

1.

Web Oversight And Management

a. To ensure that the City of Onalaska’s Web site provides clear and consistent information to the
outside world, a committee representing a majority of City departments has been developed (the
*Web Committee™).

b. The Web Committee is responsible for dctermmmg the organizational structure and appearance of
the City’s main home page and first level - or index - pages directly linked from the main page. The
City’s approved website has established a template that must be used by all departments when
creating additional pages or index levels.

c. All City of Onalaska pages created are by definition, “official” in that they must have the approval of
the Mayor or City designee, or Department Head before being posted to the Web. :

d. Each Department Head shall determine which employee in their department shall have access to
make changes, additions, or deletions to the specific department web pages.

2. Content Considerations

a, Writing for the Web is equivalent to creating a publication potentially available for the world to see.
It is important that the material be accurate, up-to-date, grammatically correct, and free of spelling
errors. Visitors seldom return to Web sites that contain out-of-date or inaccurate information, Web
page authors need to familiarize themselves with legal issues that relate to the Web, and avoid
unlawful or inappropriate activities, such as:
1, Copyright and licensing violations
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3.
4

5.

Vandalism and mischief that incapacitates, compromises, or destroys City resources and/or
violates federal or state laws

Posting of prlvate or confidential information -

Use of a Web site for personal business or gain, including advertlsements for commercial
services or products

Dissemination of obscene, harassing, threatening, or unwelcome commumcatlons

b, Advertising

1.

2.

¢. Violation
System

The City of Onalaska Web pages may not contain advertising for, or link to, commercial
sites without advance written approval by the Mayor or designee. Approval will be
considered only if:
1. the putpose of the advertising or link is consistent with the City of Onalaska mission,
2. the advertising or link is esseritial to the purpose of the site, and
3. the advertising or link does not imply City endorsement of the product or service.
Any approved advertisement or link:
will be removed within 30 days after any sponsored event or program,
2. will be verified quarterly to ensure the business, organization, product is still in
existence,
3. will be reviewed annually to determine if the advertisement or link is still essential to
the purpose of the site.

Users violating this policy risk having their use and access to the City of Onalaska

electronic media and services, including use of the City email system removed for themselves and -
possibly other System Users and 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. Any System User found' violating the City’s website policy shall immediately lose
their privilege to access and use the City of Onalaska electronic media and services, including use
of the City email system until an investigation can be done by either the System User’s Department
Head, City Mayor, or City Officer and the IT Department to determine whether a violation of thls
Policy has occurred.

F. REINSTATEMENT
The purpose of this section is to provide steps for which a System User who has violated one of the
aforementioned policies and as a result lost their use and access to the City of Onalaska electronic media and
services may obtain their rights to access the City of Onalaska electronic media and services back again.
System Users who violate the City of Onalaska polices related to Information Technology Systems Usage and
lose their right to access and use the City of Onalaska electronic media and services for a limited period of time
may reinstate their rights to access and use the City of Onalaska electronic media and services after such period
of time by reviewing these policies verbally, with specific attention to the purpose and need for the policies
which the System User violated, with the System User’s Department Head, if applicable, or the City Mayor and
a representative of the Human Resources Department and by re-signing the Email and Electronics
Communication Notice stating that the System Uset understands the City’s policies with respect to Informatlon
- Technology Systems Usage.
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E-MAIL AND ELECTRONIC COMMUNICATIONS POLICIES

NOTICE

As a System User of the City of Onalaska, I recognize and understand that the City’s electronic communication
systems are provided for conducting the City’s business. However, the City of Onalaska 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 City of Onalaska. I agree not to use the electronic
communication systems in a way that is disruptive, offensive, or harmful to others or to the City of Onalaska. 1 agree not to

. use pass codes, access a file, or retrieve any stored communication other than where authorized. 1 agree not to copy, send, or
receive confidential information without prior authorization from my Department Head, the City of Qnalaska Mayor or other
appropriate designee.

I am aware that the City of Onalaska reserves and will exercise the right to review, audit, intercept, access and
disclase all matters on the City's electronic eommunications systems at any time. I am aware that the City of Onalaska may
exercise these rights with or without notice to System Users, and that such access may occur during or after working hours. I
am aware that use of a login name and password do not guarantee confidentiality, privacy, or restrict the City’s right to access
electronic communications. I am aware that violations of this policy may result in loss of use of the City's electronic media
and services and 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 City of Onalaska’s policies regarding e-mail and electronic
communications, and have been afforded an opportunity to ask questions regarding the poliey. I also acknowledge that I have
read and that 1 understand this notice.

Signature of System User ’ Date

Printed Name of System User

Signature of Human Resources Director Date
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PURPOSE

The City of Onalaska provides certain System Users with systems to send and receive electronic mail (e-
mail) so they can work more productively. E-mail gives System Users a useful way to exchange ideas,

share files, and keep in touch with colleagues, whether they are located in the next room, another City of
Onalaska building, or thousands of miles away.

The City’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 System Users in the course of
their workday, are the property of the City of Onalaska and may constitute public records. This policy
explains rules governing the appropriate use of e-mail and sets out the City’s rights to access messages on
the e-mail system. System Users should not have any expectation of privacy in any respect related to
accessing, transmitting, sorting or communicating information via the system.

Organizations qffected: This policy applies to all City of Onalaska departments, divisions, offices,
boards, Council, commissions, committees, City of Onalaska employees, volunteers, interns, and
contracted and consulting resources who in the course of normal business has access to the information
systems. ' :

POLICY
It is the policy of the City of Onalaska to follow this set of procedures for the use of the City’s e—mall
' system and for e-mail record retention.
1. References:
a. Electronic Communications Privacy Act of 1986 (18 U.S.C. §§ 2510 - 2711); Wis. Stats.
§19.21; Wis. Stats. §947.0125,
b. Wis. Stats §§16.612, 19.21 et. seq., 19.32 and 19.33.

PROCEDURES
1. Access to System Users ¢-mail
a. System Users should not have any expectatlon of privacy with respect to messages or files
sent, received, or stored on the City’s e-mail system. E-mail megsages and files, like other
‘types of correspondence and City of Onalaska documents, can be accessed and read by
- authorized System Users or authorized individuals outside the City. The City of Onalaska
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 System User’s e-mail by other system users or
outside individuals includes, but is not limited to, the following;
1. Access by the IT Department during the course of system maintenance or admmlstrauon
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ii. Access approved by the System User, the System Users Department Head or where there is
no Department Head by the City Mayor, appropriate City designee, or an officer of the
City of Onalaska when there is an urgent business reason to access the System User’s
mailbox - for example, if an employee is absent from the office and the Department Head
has reason to believe that information relevant to the day's business is located in the
employee's mailbox;

iii. Access approved by the System User’s Department Head or where there is no Department
Head by the City Mayor, appropriate City designee, or an officer of the City of Onalaska
when there is reason to believe the System User is using e-mail in violation of the City’s.
policies;

~ iv. Access approved by the Mayor or the City of Onalaska Attorney in response to the City’s
- receipt of a court order or request from law enforcement officials for disclosure of a
System User’s e-mail messages. -

b. Except as otherwise noted herein, internal or external e-mail should fiot be used to
comimunicate sensitive or confidential information. System Users should anticipate that an ¢-
mail message might be disclosed to ot read by individuals other than the intended recipient(s),
gince messages can be easily forwarded to other individuals. In addition, while the City of

Onalaska endeavors to maintain the reliability of its e-mail system, System Users should be
“aware that a variety of human and system errors have the potential to cause inadvertent or
accidental disclosures of e-mail messages.

c. 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. _

d. System Users 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, System Users should take care to use the same level of discretion and forethought before

- executing electronic messages. :

2. Passwords
a. Passwords are intended to keep unauthorized individuals from accessmg 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.
b. The practice of using passwords should not lead System Users to expect privacy with respect
to messages sent or received,
¢. Passwords should never be given out over the phone, included in e-mail messages, posted, or
~ kept within public view.
~d. System Users are proh1b1ted from disclosing the1r password, or those of any other System
~ User, to anyone who is not an employee, officer or designee of the City. System Users also
should not disclose their password to other System Users, except when required by an urgent
business matter (see Section II C. (1) (a) (ii) of this policy).

3. . Personal Use
a. The City of Onalaska 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:
b. Personal use must not:
1. Involve any prohibited activity (see prohibited activities as listed below);
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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.

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

d. The use of non city owned electronic devices on the city’s network or computing systems is

' prohibited and not supported.

4. Prohibited Activities :
a. System Users are strictly prohibited from sending e-mail or otherwise using the e-mail system
in connection with any of the following activities:

i. Engaging in personal business or entertainment on City of Onalaska time;

ii. Engaging in illegal, fraudulent, or malicious activities;

jii. 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);

iv, Sending or storing offensive, distuptive, 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 addresses someone’s age, race, creed, color, sex, ancestry, religious or political

 beliefs, marital status, national origin or disability;

v.. Sending emails for the purposes of harassing other individuals; For the purpose of this

- policy harassment shall be defined as a course of conduct directed at a specifie person or
persons that causes substantial emotional distress in such a person or persons and serves no
legitimate purpose.

vi. Using another individual's account or identity without explicit authorization;

vii, Attempting to test, circumvent, or defeat security or auditing systems;

viil. Accessing, or retrieving any e-mail messages sent to other individuals, without prior
authorization from the recipient individual’s Department Head City Mayor or appropriate
City designee;

ix. Reading any email messages sent to other md1v1duals without the prior approval from the
recipient individual.

X. Permitting any unauthorized individual to access the City’s e-mail system,

xi. Sending broadcast emails that are not related to City business. Broadcast emails are those
emails sent to everyone in a group such as all City employees, all System Users, everyone
within a department, committee, commission, unit or other group of System Users.
Broadcast e-mail messages should be used judiciously to communicate within a City
department, committee, council or division or to all members of an interdepartmental work
‘group and then only in support of City business. Examples of broadcast communications
that would be inappropriate are: offers to sell or give away personal property; expressions
of personal views on political, religious or controversial issues; comments which are
derogatory towards individuals, organizations or City policies.

b. System Users that are members of a public committee are prohibited from sending email
communications to a quorum of the committes members, where such communications would
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result in a violation of Wisconsin Open Records Law or Wisconsin Open Meetings Law under
Wis. Stats. Chapter 19 as tnay from time to time be amended.,

5. Confidential Information

a. All System Users are expected and requlred to protect the City’s confidential information.
System Users shall riot transmit or forward confidential information to outside individuals or
companies without the permission of their Department Head City Mayor or appropriate City
designee, or an officer of the Clty of Onalaska.

b. The City of Onalaska also requires its System Users to use e-mail in a way that respects the
confidential and proprietary information of others. ‘System Users are prohibited from copying
or distributing copyrighted material - for example, software database files, documentation, or
articles using the e~-mail system.

6. Record Retention

a. The same rules, which apply to record retention for other City of Onalaska documents, apply
to e-matl. As a general rule, e-mail is a public record whenever a paper message with the same
content would be a public record.

b. The specific procedures to be followed with respect to the retention of e-mail records are
contained in Section: E-Mail Record Retention Policy.

¢. In order to provide notice to recipients of City of Onalaska e¢mails that such emails are subject
to the City’s record retention policy and open records, all emails sent from a City email
account shall include the following disclaimer:

“This email and any files transmitted with it are confidential and are intended solely for the

- use of the individual or entity to which they are addressed. If you have received this email in
error, please respond to the sender and delete the material from any computer and/or server.
The City of Onalaska is subject to Wisconsin Statutes relating to public records. Emails sent
or received by City employees are subject to these laws. Unless otherwise exempted from the
public records law, senders and receivers of City email should presume that the emails are
subject to release upon request, and to state record retention requirements.” :

7. Encryption
Encrypting e-mail messages or attached files sent, stored, or received on the City’s e-mail system
is prohibited except where explicitly authorized. System Users are prohibited from using or
installing any encryption software without prior permission from the Department Head or City
Mayor and only with IT department review, Systemn Users with a business need to encrypt
messages should subniit a written request to their Department Head or the City Mayor. When-
authorized to use encryption by their Department Head or they City Mayor and the IT Department,
System Users shall use encryption software supplied to them by the IT Department. System Users
who use encryption on e-mail stored on a City of Onalaska computer must provide all of the
passwords and/or encryptlon keys necessary to access the e-mail, which will be retained in IT
system documentation in a secure location. System Users must provide all passwords and/or
encryption keys necessary to access the email or electronic data to Human Resources to be held in
a secure location.

8. B-mail Policy Violations
System Users violating the City’s e-mail policy risk having the use of the City of Onalaska
electronic media and services, mcludmg use of the email systern, removed for themselves and
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possibly other System Users and are subject to discipline, up to and 1nclud1ng termination. System

~ Users using the e-mail system for defamatory, illegal, or fraudulent purposes and System Users
who break into unauthorized areas of the City’s computer system also are subject to civil liability
and criminal prosecution, Any System User found violating the City’s email policy shall
immediately lose their privilege to access and use the City of Onalaska electronic media and
services, including use of the City email system until an investigation can be done by the either the
System User’s Department Head, City Mayor, or City Officer and the IT Department to determine
whether a violation of this Policy has occurred.

E-MAIL RECORD RETENTION

* 1t is important 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 City of Onalaska
documents, apply to such records. This applies to all of the City of Onalaska including its departments,
divisions, offices, boards, Council, commissions, committees, City of Onalaska employees, volunteers,

“interns and contracted and consulting resources who in the course of normal business has access to the

- City information systems.

E-MAIL RETENTION PROCEDURES
1. 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.
2. 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 attachments to the e-mail message. Any return receipt indicating the sender received the
- message is also considered to be part of the record.
3. Responsibilities for e-mail records management
a. All sent or received email is archived electronically by the City’s IT Systems.
b. Legal Custodian. The City Clerk, pursuant to City of Onalaska policy, shall ensure proper
retention of the City of Onalaska records.
c¢. Information Services . E-mail is maintained in an on-line database, and it is the responsibility of
the IT Department to provide technical support for the City Clerk as needed. When equipment is
- updated, the IT Department shall ensure that the ability to reproduce e-mail in a readable form is
‘maintained, The IT Department shall assure that e-mail programs are properly set up and
maintained to archive e-mail.
4. Public access to e-mail records
If a Department receives a request for release of an e-mail public record, the City Clerk shall
determine if it is appropriate for public release, in whole or in part, pursuant to law, consulting the
City of Onalaska Attorney, if necessary. As with other records, access to or electronic copies of
disclosable records shall be provided within ten (10) business days.
5. Violation
System Users violating this policy risk having their use and access to the City of Onalaska electronic
media and services, including use of the City email system removed for themselves and possibly other
System Users and 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. Any System User -
found violating the City’s record retention policy shall immediately lose their privilege to access and
use the City of Onalaska electronic media and services, including use of the City email system until an
investigation can be done by either the System User’s Department Head, City Mayor, or City Officer
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and Human Resources and the IT Department to determine whether a violation of this Policy has
occurred.

REINSTATEMENT POLICY -

1.

Purpose _ '

The purpose of this policy is to provide steps for which a System User who has violated one of the
aforementioned policies and as a result lost their use and access to the City of Onalaska electronic
media and services may obtain their rights to access the City of Onalaska electronic media and
services back again. _ '
Procedures o :

System Users who violate the City of Onalaska polices related to Information Technology Systems
Usage and lose their right to access and use the City of Onalaska electronic media and services for a
limited period of time may reinstate their rights to access and use the City of Onalaska electronic
media and services after such period of time by reviewing these policies verbally, with specific
attention to the purpose and need for the policies which the System User violated, with the System
User’s Department Head, if applicable, or the City Mayor and a represéntative of the Human
Resources Department and by re-signing the Email and Electronics Communication Notice stating
that the System User understands the City’s policies with respect to Information Technology Systems

Usage.
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E-MAIL COMMUNICATIONS POLICIES

NOTICE

As a System User of the City of Onalaska, I recognize and understand that the City’s e-mail
communication systems are provided for condueting the City’s business, However, the City of Onalaska
policy does permit some limited, occasional, or incidental personal use of the equipment and services
under certain circumstances, 1 understand that all equipment, software, messages, and files are the
exclusive property of the City of Onalaska. | agree not to use the e-mail communication systems in a way
that is disruptive, offensive, or harmful to others or to the City of Onalaska. 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 Department Head, the City of
Onalaska Mayor or other appropriate designee.

I am aware that the City of Onalaska reserves and will exercise the right to review, audit, intercept,
access and disclose all matters on the City's e-mail communications systems at any time. I am aware that
the City of Onalaska may exercise these rights with or without notice to System Users, and that such
access may occur during or after working hours. I am aware that use of a login name and password do not
guarantee confidentiality, privacy, or restrict the City’s right to access e-mail communications. I am
aware that violations of this policy may result in loss of use of the City’s e-mail services and may subject
me to disciplinary action, up to and including discharge from employment, as well as civil and/or criminal
liability.

I acknowledge that 1 have read and that I understand the City of Onalaska’s policies' regarding e-
mail communications, and have been afforded an opportunity to ask questions regarding the policy. 1also
acknowledge that [ have read and that I understand this notice.

Signature of System User . ' Date

Printed Name of System User

Signature of Human Resources Director - Date
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CITY OF ONALASKA

Policy: Mobile Phone Usage Policy » Policy Number: 6.11
Page: 1of4

Approved by Technology Committee:

Approved by F & P Committee:

Approved by Council:

PURPOSE

This policy outlines the use of personal mobile phones at work, the personal use of business and/or
personal mobile phones and the policy regarding the safe use of mobile phones by employees. This
policy applies to all of the City of Onalaska including its departments, offices, boards, Counetl,
commissions, committees, City of Onalaska employees, volunteers, interns and coniracted and consulting
resources who in the course of normal business has access to mobile phones.

DEFINITION \

Mobile Phone - The term Mobile Phone is defined as any wireless telephone devise not physically
connected to a landline telephone system with the ability te receive and/or transmit voice, text, or data
without a cable connection including, but not limited to, mobile phones, Smartphone devices (e.g. PDA,
tablets, iPhone, Blackberry enabled devices etc.) mobile data cards, digital wireless phones, radio-
phones/walkie-talkies, telepbone pagers, Research in Motion (RIM) wireless devices, or other similar
wireless devices, '

USE OF MOBILE PHONES OR SIMILAR DEVICES
A. General Use at Work — While at work, employees are expected to exercise the same discretion in
using personal mobile phones as they use with City phones. Excessive personal calls during the
workday, regardless of the phone used, can interfere with employee productivity and be distracting to
‘other employees. Employees should restrict personal calls during work time, and should use personal
-mobile phones only during scheduled break or lunch periods. Other personal calls should be made
during non-work time whenever possible, and employees should ensure that their friends and family
members are instructed of this policy.

The City of Onalaska is not liable for the loss of personal mobile phones brought into the workplace.
Mobile phones may not be used to defame, harass, intimidate, or threaten any other person.

Employees defined as non-exempt under State or Federal law are not permitted to perform work
related activities on any device, outside of normal work hours that would create an overtime liability
for the City of Onalaska without prior authorization from their immediate supervisor. All authorized
work must be reported as required by the FLSA Policy.

The City of Onalaska allows mobile phone users to email through smart phones as long as the City’s
email account is being used and the user is folowing the City’s email policies. The City of Onalaska
is subject to records retention laws referenced in Wis. Stats. §16.612, 19.21 et. seq., 19.32 and 19.33;
as such users should be aware that emails sent via their smart phone on their personal email account
will be subject to the records retention policies listed in the Email System Policy.
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1. Unsafe Work Situation — The City prohibits employee use of a mobile phone or similar devices
while at any work site at which the operation of such device would be a distraction to the user
and/or could create an unsafe work environment. Such work sites must be secured or the device
used only by an employee who is out of harms way at such work environments.

2. Use While Driving — Employees whose job responsibilities include driving or equipment
operation should refrain from using their phone/communication device while driving a City
vehicle or driving any other vehicle (rented, leased, borrowed, or their own vehicle) while
conducting City business.

Drivers shall comply with all federal, state, and local laws and regulations regarding the use of
mobile techriology devices including mobile phones. Incoming or outgoing mobile phone calls
are not allowed while driving. Sending or reading text messages, emails, dialing mobile phones,
viewing television, videos, social media or DVD’s and inputting data into laptop computers, PDAs
or navigation systems are prohibited while driving. The mobile phone voicemail feature should be
on to store incoming calls while driving and all message retrievals and calls should be made after
the vehicle is safely parked.

In situations where job responsibilities include regular Idriving and acceptance of business calls,
hands free equipment may be provided to facilitate the provisions of this policy. Under no
circumstances are employees required to place themselves at risk to fulfill business needs.

3. City Issued Mobile Phones - This City may issue phones to employees whose job.s require them to
make calls while away from work or requite theim to be accessible for work-related matters.

Mobile phones issued by the Clty are City property. Employees must comply with City requests
to make their City-issued mobile phones available for any reason, including upgrades,
replacement, or inspection. Employees who leave the City for any reason must return their City-
issued mobile phones.

-Employees will reimburse the City for any overage charges related to personal calls or data usage.

‘4, Prohibition of Camera Phones — Employees may not use any cameras, video and audio recording
devices, or video or recording features of mobile phones, or other digital devices that contain such
capability for personal use. Employees may use such features for work purposes subject to the
City’s privacy and confidentiality policy and any images or video or audio recordings that are
created shall be subject to the City’s record retention policies.

5. Personal Mobile Phones at Work — The City allows employees to bring their personal mobile
phones to work. We expect employees to keep personal conversations to a minimum. While
occasional, brief personal calls are aceeptable, Employees must turn off the ringers on their
mobile phones while away from their mobile phones. Employees must turn off the ringers on their
mobile phones or leave elsewhere while in meetings or training.

B. Security of City Issued Mobile Phones — Employees are responsible for the security of City-~issued -
mobile phones and the information stored on them. As such, employees are expected to take all
appropriate measures and precautions to prevent the loss, theft, damage and/or unauthorized use of
services, and shall include the following:
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a. Keep all electronic devices in a locked and secured environment when not in use;

b. Do not leave any electronic device i ina vehicle for prolonged periods of time, especially in
extreme temperatures;

" ¢. Do not leave devices or equipment unattended at any time in an unsecured location; and

d. Keep all devices and equipment in sight at all time while in public places

¢. Should an employee’s mobile /smart phone be lost or stolen, the employee MUST
immediately report the incident to their immediate supervisor, the Finance Director or
Human Resources and the IT Department, obtain an official police report documenting the
theft or loss, and provide a copy of the police report to the Finance Director or Human
Resources department.

f. Damaged or unserviceable equipment shall not be thrown away, sold, traded donated,
destroyed or otherwise disposed of without proper authorization.

g. Devices should be protected by a PIN, password, biometrics, or other appropriate digital
security measure to prevent unauthorized access.

h. Mobile devices owned by the City will be enrolled in 2 mobile device management
program that will allow remote management, access, and tracking by the I'T department
and may be remotely wiped at any time if the device is missing, lost, ot otherwise
compromised.

1. - Review of Monthly Charges — A review of calling activity and data usage may be conducted on a
monthly basis by the Finance Department.

2. Special Responsibilities of Managerial Staff — It is important for management to provide a good
-example of mobile phone use and to guard against excessive or inappropriate use of mobile
phones by their employees.

POLICY VIOLATIONS

Non-compliance with any policies or procedures regarding electronic communications, social media,
mobile phone usage, appropriate use or prohibited communications will result in dlsc1phnary action, up to
and including termination and 1mmed1ate return of the equipment to the City. -

- {01740019.D0C}  Mobile Phone Usage Policy #6.03b -3-



MOBILE PHONE POLICY NOTICE

As a System User of the City of Onalaska, I recognize and understand that the City’s electronic
communication systems are provided for conducting the City’s business. However, the City of Onalaska
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 City of Onalaska. I agree not to use the electronic communication systems in a
way that is disruptive, offensive, or harmful to others or to the City of Onalaska. I 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 Department Head, the
City of Onalaska Mayor or other appropriate designes.

I am aware that the City of Onalaska reserves and will exercise the right to review, audit, intercept,
access and disclose all matters on the City's elecironic communications systems at any time. I am aware
that the City of Onalaska may exercise these rights with or without notice to System Users, and that such
access may occur during or after working hours, I am aware that use of a login name and password do not
guarantee confidentiality, privacy, or restrict the City’s right to access electronic communications. I am

aware that violations of this policy may result in loss of use of the City’s electronic media and services

and may subject me to disciplinary action, up to and including discharge from employment as well as
¢ivil and/or criminal liability.

I acknowledge that I have read and that I understand the City of Onalaska’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.

Signatufe of System User T Date

Printed Name of System User

Signature of Human Resources Director Date
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POLICY

The role of technology in the 21* century workplace is constantly expanding and now includes social
media communication tools that facilitate interactive information sharing, interoperability, and
collaboration. Commonly used social media Web sites, such as Facebook®, Twitter©, MySpace™,
YouTube®, Flickr®, Blogger, and LinkedIn®, have large, loyal user bases and are, thus, increasingly
useful outreach and communication tools for local governments, However, government social networks
and personal social networks, must be kept separate at all times.

PURPOSE

The purpose of this policy is to establish guidelines concerning conduct for government and personal use
cf social media sites.

DEFINITIONS

1. System User — Employees, officers, committee members, valunteers? interns and contracted and
consulting resources who have access to one or more f’orms of electronic media and services with the
City of Onalaska.

2. Key Employees — Defined as department heads, elected ofﬁc1als, human resources supervisor and
municipal court supervisor.

3. Blog — A blog (short for web-log) is a personal outline journal that is frequently updated and intended
for general pubhc consumption, Blogs are defined by their format; a series of entries posted to a
single page in reverse-chronological order, Blogs generally represent the personality of the author or
reflect the purpose of the website that hosts the blogs. Topics sometimes include brief philosophical
musings, commentary on Internet and other social issues, and links to other sites the author favors,
especially those that support or reject a point being made on a post,

4, Chat Room - A way of communicating by sendmg text messages to people in the same chat room in
real-time. The term can mean any technology ranging from real-time online chat over instant
messaging and online forums to fully immersive graphical social environments.

5. Forum - An online discussion group where users can post comments and thoughts, either
anonymously or as themselves, usually not in real-time.

6. Personal Website - Website created or configured by an 1nd1v1dua1 for business, social, or
entertainment purposes.

7. Social Networking Site - A website or service that enables users to create public profiles within that

-website and form relationships with other users of the same website who access their profile. Social
networking sites can be used to describe community-based websites, online discussions forums, chat
rooms and other social spaces online or by cell phone. |
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8. URL - Abbreviation of Uniform Resource Locator, the global address of documents and other
resources on the World Wide Web. For example, http://www.google.com is the URL for
Google.com. It is the address where the website Google can be found,

- 9. Website - Any computerized document, file, or menu accessible on the Internet and/or World Wide

Web,

ACCEPTABLE USE

All government operated social media sites shall be operated in conformance with, and be cc»ns;stent with :
applicable state, federal, and local laws, regulations, and policies including all information technology |
security policies. This includes adherence to but may not be limited to established laws and policies

regarding copyright, records retention, Freedom of Information Act (FOIA) First Amendment, Americans

with Disabilities Act (ADA), Health Insurance Portability and Accountability Act (HIPAA) Hatch Act of

1939, privacy laws, employment laws, and all City policies.

Employees shall not blur or combine their personal and professional lives when operating a government
social media site.

1. CREATION OF SoCiAL MEDIA SITES

a. Prior wrxtten appraval of the Department Head is required before any social media account may be
created.

b. All social media sites shall be set up in accordance with these policies mcludmg the requirements
ligted in the IT Checklist as pmv:ded by the IT department. Prior to launching any social media
site the department head will review the social media site or account to ensure compliance with |
these policies. Additionally, the department head will periodically monitor the City’s social media
sites to ensure compliance with this policy and to ensure that each Department is adequately
backing up their social media sites for record retention purposes. .

¢. All social media sites for business/marketing use must be set up by the department head or
designee and must refer system users back to the City’s official website for more information.
City social media accounts shall be created using an official City email account. The login and
password for any social media account used for City of Onalaska business shall be set up by the
department responsible for the social media site and password information shall be restricted to
authorized staff within that department

d. The IT department will review the City’s social media sites on an annual basis for changes to
terms of use agreement and/ot new expired offerings and verify compliance with the City’s
policies.

¢. Passwords - Account pagsword information shall be set and maintained by the department that is
responsible for the social inedia site and shall only be shared with authorized staff that has been
designated as the Social Media Coordinator to fulfill the role of site account administrator,
Passwords shall be reset on at least a semi-annual basis and shall be premptly reset when an
employee is removed as Social Media Coordinator.

2, USE OF SOCIAL MEDIA SITES |
a. City Committees/Departments are responsible for establishing and mamtalmng content posted to -
their social media site and shall have measures in effect to prevent inappropriate or technically
harmful information and links,
b. City use of social media shall be documented and maintained in an easily accessible format that
tracts account information and preserves items that may be considered a record subject to
disclosure under the Wisconsin open records laws.
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C.

Each Committee/Department using a social media site(s) shall designate a “Social Media
Coordinator” responsible for overseeing the committee/department’s social media activity and
policy compliance. The designated Social Media Coordinator shall be provided with a copy of the
policies and shall be required to acknowledge their understanding and acceptance via wrltten
signature.

Site Monitoring — Social media sites shall be monitored regularly and prompt corrective action
shall be taken when an issue arises that places, or has potential to plaece, the City at risk. Secial
Media Coordinators shall review site activity and content daily for exploitation or misuse.
Committees/departments shall be responsible for monitoring employee use of social media sites.
Perceived or known compromise to the City’s internal network shall be promptly reported to the
IT department.

3. CONTENT QOF SQCIAL MEDIA SITES

a.

All City social media sites shall include the word’s “City of Onalaska” with the exception of the
Tourism department which may use the phrase “Discover Onalaska”; all social media sites should
identify the department/commitiee for which the social media site is for.

Police and Fire departments should add to the social media sites the following statement: “This
site is not monitored. Call 9-1-1 for emergencies.”

System Users 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 contenls have not been reviewed or approved by the City of Onalaska.”

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

-Sharing or posting content owned by others shall be performed in accordance with copyright, fair

use and established laws pertaining to materials owned by others. This included, but is not limited
to, quotes, images, documents, links, pictures, videos, etc. It is not intended to use social media
sites in a way that guarantees the right to protected free speech. :

4, PERSONAL USE OF SOCIAL MEDIA SITES

:n

Employees are allowed to have personal social media sites. These sites must remain personal in
nature and be used to share personal opinions or non-work related information. The employee

- must maintain a distinction between sharing personal and official government views. In addition,

@ ao o

employees should never use their government e-mail account or password in conjunction with a

'personal social media site.

.When operatmg your personal social network sites, use a disclaimer to ensure that your
stated views and opinions are understood to be your own and not those of the City. A
disclaimer is required when you:
1. refer to the work done by the City;
2. comment on any City related issues; or
3. provide a link to a City website.
Personal use is limited to breaks, lunch, or immediately before/after work.
Personal use must not interfere with the productivity of the System User or other system users,
Personal use does not involve any prohibited activity as governed by this or other City policies.
Personal use does not consume system resources or storage capacity on an ongoing basis.
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~ f. Personal use does not involve large file transfers ot otherwise deplete system resources available
for business purposes.

g. System Users should not have any expectation of privacy with respect to personal use of the Clty s
electronic media or systems.

h. Disclaimers for Key Employees Social Media Use — Certain Key Employees may as a result of
their employment with the City of Onalaska in a supervisory role or as an elected official be seen
as individuals whose personal posts on their private social media sites could be viewed as the
opinions and representations of the City of Onalaska. All Key Employees are required to either
include the below disclaimer on their personal social media sites, including, but not limited to
Facebook, LinkedIn, Twitter etc. or agree that in the event of a record request to the City of
Onalaska related to material posted on their personal social media sites relevant to the City of
Onalaska, such Key Employee shall provide the materials necessary and bear the costs to respond
to such record request. Key Employees using the below disclaimer shall provide proof of such
disclaimer to the City Clerk’s office as needed.

“The views, opinions, and judgment I express and the content I share on here are mine alone and
are not necessarily reflective or expressive of the views of the City of Onalaska or Common
Council {or Police Department etc...insert appropriate group)} and should not be construed as
such, the views, opinions ar;udgment 1 express here and the content 1 share has not been reviewed
or approved by the City of Onalaska.”

5, PROFESSIONAL USE

All government-related communication through social media outlets should remain professional in
nature and should always be conducted in accordance with the City’s communications policies,
practices, and expectations. Employees must not use social media sites for political purposes, to
conduct private commercial transactions, or to engage in private business activities. Employees
should be mindful that inappropriate usage of social media can be grounds for disciplinary action. If
an account is used for business, the entire account, regardless of any personal views, is subject to these
best practices guidelines, including the collection and preservation provisions. .

a. Respectful You are required to:

i.
ii.
iii,

iv,

Be respectful of all individuals and communities with which you interact online;
Be polite and respectful of others opinions, even in times of heated discussion and debate;

Adhere to the Terms of Use, and seek to conform to the cultural and behavioral norms, of the

social media platform being used; and

Respect copyright, privacy, financial disclosure and other applicable laws when publishing on
social media platforms. Check with your supervisor if you are not certain about what you cari
reproduce ot disclose on social media platforms,

b. Be Clear As To Identity ~ When creating social media accounts that require 1nd1v1dual
1dent1ﬁca‘t10n, City employees should use their actual name, not pseudonyms. Any employee

using his or her name as part of a City’s apphcatlon of social media should be mindful of the -

following:

i.
i,

Do Not Assume anacy ~- Only post information that you are authorized to disclose.

Use different passwords for different accounts (both social media and existing work accounts).
Using the same password for all accounts increases the vulnerability of the accounts being
compromised. -
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TERMS OF SERVICE _

Employees should be aware of the Terms of Service (TOS) of the particular form of media. Each form of
social media has its own unique TOS that regulate how users interagt using that particular form of media.
Any employee using a form of social media on behalf of the City should consult the most current TOS in
order to avoid violations. If the TOS confradict organization policy, then a decision should be made about
whether use of such media is appropriate.

CONTENT OF POSTS AND COMMENTS _

Employees using social media to communicate on behalf of the City of Onalaska should be mindful that

- any statements made are on behalf of the City; therefore, employees should use discretion before posting
or commenting, Once these comments or posts are made they can be seen by anyone and may not be able
to be “taken back.” Consequently, communication should include no form of profanity, obscenity, or
copyright violations. Likewise, confidential or non-public information should not be shared. Employees
should always consider whether it is appropriate to post an opinion, commit oneself or the City to a course
of action, or discuss areas outside of one’s expertise. If there is any question or hesitation regarding the
content of a potential comment or post, it is better not to post. There should be great care given to
screening any social media communication made on behalf of the City as improper posting and use of
social media tools can result in disciplinary action.

POSTS AND COMMENTS ARE PUBLIC RECORD

Like e-mail, communication via City-related social networking Web sites is a public record. This means

that both the posts of the employee administrator and any feedback by other employees or non-employees,

including citizens, will become a part of the public record. Because others might not be aware of the

public records law, the City should include the following statement somewhere on the social networking
Web site:

“This social media site is part of Clty of Onalaska public recam’ The City of Onalaska is subject to
Wisconsin Statutes relating te public records. Posts, photes, comments etc. made on City of Onalaska
social media sites are considered to be part of the City's public record. As such, these socigl media sites
are subject fo release upon request and to state record retention requirements. "

SECURITY - ‘

From a security standpoint, you should be mindful of how to best prevent fraud or unauthorized access to
either the social media site or the network. In almost every case where an aftacker accesses a system
without authorization, they do so with the intent to cause harm. In order to minimize the possibility of a
security breach, each employee must:

1. Ensure that they are aware of which information to share with whom they can sharg it, and what not
to share;

2. Attend security awareness and training to educate users about the risks of information disclosure when
using social media, and make them aware of various attack mechanisms as described in this
document; and

3. Ensure that they are aware of Privacy Act requirements and restrictions. Educate users about social
media usage policies and privacy controls to help them better control their own privacy in any profile
they use for work-related activities and more effectively protect against inadvertent disclosure of
sensitive government information. '
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RECORDS MANAGEMENT AND PRESERVATION
Communication through City of Onalaska related social media is considered a public record:

1. All comments or posts made to City of Onalaska account walls or pages are public, not private.

2. Employees who receive messages through the private message service offered by some social
media sites should encourage users to contact them at a public e-mail addtess maintained by their
organization. For private messages that employees do receive, they should be treated as constituent e-
mails and therefore, as public records,

3. The City of Onalaska should set all privacy settings to public.

The City of Onalaska assumes résponsibility for public records and complies with the retention period set
forth in their retention requirements schedule. The City of Onalaska’s Chapter 3 Public Records
Ordinance outlines the how destruction of records is handled. Social media sites are required to be
archived for a minimum of 7 years and the City of Onalaska will permanently retain records with
historical value.

BREACH OF POLICY

Failure to comply with this Policy may result in disciplinary action. This disciplinary action may involve
a verbal or written warning, or, in serious cases, termination of your emoployment.
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SOCIAL MEDIA POLICY NOTICE

As a System User of the City of Onalaska, I recognize and understand that the City’s electronic
- communication systems are provided for conducting the City’s business. However, the City of Onalaska
policy does permit some limited, occasional, or jncidental 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 City of Onalaska. T agree not to use the electronic communication systems in a
way that is disruptive, offensive, or harmful to others or to the City of Onalaska. 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 Department Head, the
City of Onalaska Mayor or other appropriate designee.

T am aware that the City of Onalaska reserves and will exercise the right to review, audit, intercept,
aceess and disclose all matters on the City's electronic communications systems at any time, [ am aware
that the City of Onalaska may exercise these rights with or without notice to System Users, and that such
access may occur during or after working hours, 1 am aware that use of a login name and password do not
guarantee confidentiality, privacy, or restrict the City’s right to access electronic communications. I am
aware that violations of this policy may result in loss of use of the City’s electronic media and services
and 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 City of Onalaska’s policies regarding
social media and electronic communications, and have been afforded an opportunity to ask questions
regarding the policy. Ialso acknowledge that I have read and that I understand this notice.

Signature of System User " Date

 Printed Name of System User _

Signature of Human Resources Director Date
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CITY OF ONALASKA
SET UP OF SOCIAL MEDIA SITE
Office Use Only

IT Checklist for All Sites: :

[JYes[INo  Does Social Media site include City of Onalaska or Discover Onalaska in the site name
or gccount name? _

[[]Yes[ ]No  Does Social Media site include the department name in the site?

[[]Yes[ ]No  Is the Social Media site set up as a government site (if applicable)?

[ 1Yes[INo Isarchiving the data available? If no, how is archiving going to be achieved for open -
records purposes? o

Facebook: _ : :

[[]Yes[ ]Ne  Doesthe Facebook page have the ability to receive messages?

[]Yes[ ]No = Does the Facebook page have the comment replies and private messages turned off?
[] Yes % No Is the profanity filter set to high?

[]¥es[ ]No Isareminder set up to archive all activity monthly for Facebook?

Twitter, Pintrest, Lihkedln_. ete.:
[[]Yes[ | No - Is a reminder set up to archive all activity monthly for the site?

Blogs, Forums, Chat Rooms ete.:

[]Yes [ INo  Does the site clearly indicate it is maintained by the City of Onalaska?

[JvYes[]No  Does the site have a notification on the main page that public disclosure requests must
be directed to the City Clerk’s Office?

[[]1Yes[INo Isareminder set up to archive all activity monthly for the site?
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CITY OF ONALASKA

Department: City Clerk
Superviser: Mayer
Classification: Saleried Exempt

Position: City Clerk
Loeation: City Hall

Page: 1of3

Approved by F & P Committee: 6/2/04, 5/4/03. 10/5/05
Approved by Couneil: 12/12/00. 6/8/04, 5/10/05. 10/11/03

Under administrative direction of the Mayor, an employee in this position is primarily responsible to carry
put the responsibilities and duties set forth by state statutes and city ordinances. This position performs a
variety of responsible supervisory and administrative duties in maintaining officlal records, jssuing
licenses, conducting and overseeing all clty, state and federal elections (primary and general), and assists
in directing the overall operation of the City Clerk's office. The City Clerk is required to attend the
meetings of the Common Council, Board of Zoning Appeals, Board of Review, Plan Commission, and
other meetings as assigned. This position is responsible for the maintenance of official records of
praesedings, other official city records, and the City seal,

ESSENTIAL JOB FUNCTIONS:

Any ong position may not include all the duties listed, nor do the examples listed include all the duties

that may be found in this position,

A. Supervises and evaluates department staff. coordinates training for department stafl’ and elaciion.
workers.

J

{ Deletads <#>Coordinate tmining for

Deletad: (Deputy City Clerk, Office |

Clorieal, Pan-time Offies Clerieal, Chief i

Engpectors, Election Inspeetors),

B o . staff and _elacﬁqn waorkersy
'C. Atfends mectings as required and maintains official record of the proceedings. Direets and supervises - Deletedi R
the coordination_and distribution of _ali City asendas and minutes: yeviews minutes for the -~ | Dalated: . ]
Administrative & Judiciary Corpmltteef C:omm?n Couneil, Board of Review, anc} other committees as - '(odm‘ Payroll Dutics: Input }
requested; sets up agenda and minutes information on the City of Onalaska website, . -
D. Reconciles month-end receipts, licenses, and development fees. ' ’ R [ Deleted: print und )
E. Records legal documentation with Register of Deeds when necessary. Zﬁ'ﬁ?"ff ZRDTWSS}]}““‘ entry ]
F. Reviews all new and re-hire employee information_inpul into_the payroil system. by Human /. /| Diecw and suporviscs the coordinstion
Resources, reviews time sheets, completes data entry for City payroll, verify totals, distributes bi- / / | and distibation of all City agendas and J
weekly payroll checks/pay stubs, reconciles data and prepares associated reports. A | minuics,
G o e ; /| Deleted: <#>Maintain SVRS diabase
H. Supervises and monitors the conduct of ail elections and gertifies election results. Directs the ! §g:::11?"g;]g{f nedask rogistered votere
registration of voters within the City of Onalaska. Inputs and updates computer voter registration and /| <#>Supervises and monitors the conduct
maintains listing of permanent absentee voter applications. Maintains the voter registration database :ef allltelt;lcﬂﬂﬂs and certifies election
system for all City of Onalaska re aistered voiers. : <§ As['mds meetings as required and
1. Prepares City legal notices for publication, . maintains offisial regord of the 1
I Oversees set-up and maingsnance of project files refated to development (Conditional Use Permit, . \proseiuss
General/Zoning, Planngd Unit Development) including the timely billings for the approved projects. ., Deleted: 1
K. Prepares and maintaing City Ordinances_including: ppdating cods_ book_and_ensuring , proper { Peleted: S ]
publications, readings and notices; updates ordinance information on the Cit of Onalaska websitg { Deleted: oin j
L. Prepares cémetery deeds, reconciles accounts, and prepares reports relative to the cemetery. . {Deteteds { 4
M. Acts as liaison between the public and government officials, NN, : )
N. Administers oath of office to the City elected and appointed officials. », { Deletad: Up-duie Code Book: )
O. Serves as Clerk of the Board of Review, Reviews . the assessment roll for errors and omissions, | beletedi) )
preparesmeeting minutes, the statement of assessment, and the statement of taxes;, files reports for . ~{ pelated: includings )
exempt property. prepares documentation for property 1ax assessment. and Tax Incremental District “{De,leted: of J
reports following adjournment, . { v m; - }
P. Receives applications for most licenses issued by the City including mailing the rengwal notifications, eleted: stion of
publishing of notices and preparation of the renewal licenses and keep a record of all such licenses “x_‘-‘{"e‘m‘“ and )
issued. _ ‘ { Deleted; prepuration of J
Q. Prepares and maintains City Clerk and election budget. Approves expenditures. [ Deleted: | }




CITY OF ONALASKA

Position: City Clerk ' Department: City Clerk
Loeation: City Hall Supervisor: Mayor

: Classification: Salaried Exempt
Page: 2of3

Approved by F & P Committee: 6/2/04, 5/4/05. 10/5/05
Approved by Couneil: 12/12/00, 6/8/04, 5/10/65, 10/13/05

R. Prepares all tasks/duties required by State Statutes and City Code.

RELATED JOB EUNCTIONS:

A, Acts as a member of the City’s Emergency Operations Team and is responsible for emergency

man'tgcmc,nt s tasks as aamnncd

B.

special molectq completcd as scheduled qr requested This is & rccozmzed and accepted part of bemg
a member of the office support staff,
C. Performs other duties as assigned and under the direction of the Mavor,

REQUIREMENT OF WORK (KNOWLEDGE, SKILLS, AND ABILITIES):

-{ Dleted: <#>Aots as s member of the |

City’s Emargeticy Opetations Team and
is responsible for einergency
management’s tasks ag assigned.y
Performs other duties as assigied and
under the direction of the Mayor,

A. Knowledge of election laws and procedures.

B. Knowledge of state statutes and Municipal Codes, and how they relate to the Clerk's role in City
government, :

C. [Excellent oral and written communication skills, -{ Delated: <#>SBupervizery enperlencs or

D. Ability to coordinate and maintain complex gecords and flles;, prepare reports from usy.chznfgrma"t_tqus” experlence dirceting and coordinsting the
excellent organizational skills. e ok ofomers 1

E. Excellent computer skills, including Microsoft Word and Excel. { Deleted: involved )

F. Ablhty to operate a variety of office machines, including typewriter, computer, phone/mobile phone. { Deleted: and }
adding machine, fax machine, and copier,

(. Ability to undertake and complete tasks with a minimum of supervision. -

H. ﬁxccllcnt customer/public service skllls ablmv Lo work effectively and communicate with people at .- -{ Deteted: 1. )

L

TRAINING, EXPEREINCE & OTHER REQUIREMENTS
A. High School diploma or equivalent required

B. Associates Degree in Business, Public Administration, Records Managcment Accountmg Payroll, or

related field; or equivalent experlence is required; plc!umncc fm a Bachelor's degree.

C.
D. Sunemsorv experience or. axucuence dnec.tmu and coordmdtmfz the work of others.
E
F

. Experience working in an office environment,
Vahd.d.rlver sJicense,

PHYSICAL REQUIREMENTS:
1. Frequently sits at keyboard,

2. Frequent twisting,

3. Reads and writes.
4,
3.
6.

Reaches (o shoulder height frequently. and above and be]ow shoulder height oceasionally, 7

Occagional bending and climbing up and down stairs or an ladders.
Qecasionally Jifts and carries Jess than (30) pounds. . S

\‘{ Deleted: preferred
- { Deleted: State of Wisconsin
{ Peleted: D

“( Delated: 1.

i Deleted: <#>Bacherlor’s degre= or

[ Deleted: Reaches above and below

aquivalent preferred q

shoulder height. }
{ Deleted: L ]
'[Deleted 3 ]




CITY OF ONALASKA

Position: City Clerk . Department: City Clerk
Location: City Hall : Supervisor: Mayor

Classification: Salaried Exempt
Page: 3of3

Approved by F & P Committee: 0/2/04. 3/4/03, 10/5/03

Approved by Council: 12/12/06, 6/8/04. 5/10/Q5, 10/]1/03

7. Pushes and pulls office equipment up to (30) pounds within the office area.

8. Laree percentage of time is spent talking. hearing, speaking and using near ang {ar vision
9. Forty-five (45) percent of work day spent sitting, ’

10. Twenty-five (25) percent of work day spent walking.

11. Thirty (30) percent of work day spent standing.

12. All percentages above could vary, depending upon duties performed that day,

Percent of 8 Hour Day: _ _
67100 3466 6-33 0-5
Consistent _Frequent Qccasionally Rarely
Sedentary 0 - 10# max I E b

| Light Freq. to 10# -20#max

Medium Freq. to 25#-50# max

IE]

Heavy Freq. to 50#-100# max

ie il s

Very Heavy Freq. over 50+# - 100+#

Signaiure of Employee Date

Signature of Employer ' ‘ _ Date
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CITY OF ONALASKA
Position:  Deputy City Clerk Department: City Clerk
Location:  City Hall Supervisor: City Clerk
Classification: Salaried Exempt
Page: 10f3

Approved by F & P Commiittee: 12/3/08
Approved by Council: 12/9/08

Ungder general supervision of the City Clerk, an employee in this classification assists in the maintenance,
care and custody of the corporate seal and all the papers and records of the City. Assists with elections,
licensing permits and tax collection and other duties as assigned by the Administrative staff. In the
absence of the City Clerk, a person in this position must attend the meetings as assigned, in an effort to
maintain the official records of their proceedings. Work is performed according to established guidelines
and the verbal and written instructions of an immediate supervisor. Work is reviewed for accuracy and
adherence to established procedure by the supervising authority but frequently no check is made of
routine work, '

ESSENTIAL JOB FUNCTIONS:

Any one position may not include all the duties listed, nor do the examples listed in their relative order of

importance inchude all the duties that may be found in positions of the like. Other duties may be required

and assigned.

A. Assists with elections including but not limited to; sctting up polling places. preparation of poll
books: updating voter registration and voter reeords; absentee voting; registration of new voters;
entermg voter history after each ele;tion, reports and training of election inspectors.

Coordinate the malling of tax bills both real estate and personai property.
. Prepares all City i_igendas and packets and updates the City’s website_with agenda information;
attends City meetings in City Clerk’s absence,

vaw

=

............................................... e e e

Hther duties as requited. /

F. Provides customer service to both internal and external customers and attempts to dlsposc of issues
and matters or refers customer to the proper department; and, if necessary, arranges for conferences
and/or appointments with the appropriate staff.

G. Operates various office machines not limited to fax machines, imaging equipment, typewriter,
caleulator, dictating equipment, PC Word processing equipment as required of the position,

H, Agsists in_the maintgnance and retention . of:  City ordinancesresolutions, and planning, . and ;
agreemen files,

RELAT EDP JOB FUNCTIONS: ( ' ‘ |

A. Contributes to a_cooperative working eff ; demonstrating a_ willingness to perform other job-
related work, as needed or requested. The interdependency of operations is recognized and the
abilities and sleills exist to do other work as nseded or requested. Assistance is given to others and
special projects completed as scheduled or requested. This is a recognized and accepted part of being
a member of the office support stafl,

B. Acts as a backup member, for the City Clerk, of the City’s Emergency Operations Team and is

responsible for emergenecy management’s tasks as assigned,
C. Other duties as requircd.m' assigned,

REQUIREMENT OF WORK (KNOWLEDGE SKILLS, AND ABILITIES):
| A Excellent typing skills; excellent cormputer skills.

....-{ Deleted: printing
{ Deleted: tax péyments.

Provides assistance to Office Clerical Support in the performance of general office work mcludmg

. . Deleted:
typing, filing, colleation of payments , answer incoming calls, progessing mail, customer service and / ,- [ :

,.',( Deleted: ai
'/ [ Deletad: i ing
: i [ Deleted: folders

~-{ beleted: .
.- Deleted: <#Contributes to a

f & 3

[ peleted: s

Lnelebed and counter work

[ Deleted:

,[ Daleted: Record retention:

/| Peleted:

{ Deletedl and resoluuons

A Deleted; s

ceaperative working effort by
demonstrating a wiliingngss te perform
other job-related work, s needed or

d T'he interdepend y of
opemnnns is recogmzed and the abiljties
and skills exist to do ather work as
needed or requested. Assistance s given
to others and special projects completed
as scheduled or requested, Thisisa
recognized and accepted part of being a
| member of the office support steff)y

Deleted: <#>Acts as a backup member,
for the City Clerk, of the Citys
Emergency Operations Team and is
responsible for emergency managenient’s
tasks as assipned.§
<ft>Alternate to Emergency Qperations

( Team{




CITY OF ONALASKA

Positlon:  Deprity Tity Clerk Departments  City Clerk
Loentlons ity Hall Supervisor:  City Clerk

Classifieation:  Salaried Exempt
Page: 20f3

Approved by F & P Committes: 12/3/08
Approved by Council: 12/9/08

I B. Ability to operate a variety of office machines, raulti-tine phone system, fypswriter, computer, fax,
caleulator, imaging équipment and copier.

. Excellent math skills; excellent organizational skills: ability to maintain records and flles.,

C
D
E.
Q. Abliity to maintain a professmﬂal derneanor, have the ab;!ity to ealmly approach and solve problems """
under stressful circumstances; maintain and promote harmony in the workplace; ability to concentrate
for extended periods of time and be flexible.
H. Abﬂlty to work on multiple tasks establishing priotities for work and proeedure to follow with a
thinimun of supervislon

L mﬁmgﬁmmmm_sﬂmwwm

TRAINING, EXPERIENCE & OTHER REQUIREMENTS

A. High School education {diplomia or GEL)} required.

B. An Associate Degree in Actounting or related field and onie year in an acoredited secretarlal program
preferred, or any combination of experience and training which provides the following knowledge,

skills and abilities:
C. Dne to three years of municipal government experience preferred; expe:rmnce handling elections ..
preferred.

D. Previous expetiehce in customer service anc cash-liandling,
E. Fx er' nce with Mlcrosoﬁ Office products and other telated computer programs.

PHYSICAL REQUIREMENTS:

. Excellent general office skiils, including word processing and data entry; ability to pay stteition to
detail,
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organization.§

<#>Ability to maihitain involved records
andl files and prepare reports flom such
information; . excellent organization
skills.§

A. Frequently sits at keyboard. { Deleted: y )
B. Frequent twisting. :
C. Reads and writes,
D. Frequently reaches shoulder .h@_lsh& ...................................................................................... (oov~| Doletedi R J
E. QOceasionally seaches above and below shoulderheight, . . "{ Deleted: feqenty )
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G. Qeasionally Ufts and carries less than sixty (pounds,
H. Pushes and pulls office equipment up to qixty (30), pounds within the oifice area. = { Deleted: L )
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1. Forty-five (43) pereent of workday spent slttmg “{ Delated: 6 )
K. Twenty-five (25) percent of work day spent walking.
L. Thirty (30) percent of workday ia spent standing,
M. All percentages above could vary, dependitig upon duties performed that day.
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Position; Deputy Cfity Clerk
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Deparements  City Clark
Supervisor; City Clerk
Classification;  Salaried Exowmpt

Sedentary 0 - 10# max

| Light Freg, to 10% -20#max

Medium Freq. to 25#-504# max

Heavy Freq. to S0#-100# max

Very Heavy Freq. over 50+# -
100+#
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CITY OF ONALASKA

Position: Office Clerical Support Department; City Clerk
Loeation: City Hall Supervisor: City Clerk

' Classification: Hourly Mon-Exempt
Page: 1of3

Approved by F & P Committee: 12/8/04, 10/5/08, 3/7/07, 3/7/12
Approved by Council: 12{14/@4, 10/ ] UQS. 33407, 31312

Under general supervision of the City Clerk, an employee in this position performs a variety of
administrative clerical work of modemats complenity and veriety. This positlon supports all
administrative staff and frequently works with confidential information and may assist in perzonnel-
_related matters. Work is performed according to established guidelines and the verbal and writien
instructions of an immediate supervisor. Work Js reviewad for accuraey and adherence to established
procedure by the Immediate supervisar but freguently ne check is made of routine work.

ESSENTIAL JOB FUNCTIONS:

Any one position may not include all the duties listed, nor do the examples listed inelude all the duties

that may be found in this position.

A, Prepares letters, memos, reports, proposals, agreements, charts, forms, and other decuments; which

may inciude typing, filing, copying, sorting, transeription, and other clerical activities,

Collects payments for City services including, but not limited to, tax payments, speeial assessment

payments, application fees, building permits, utility bills, license fees, and records request fees.

Completes paperwork associated with the collection of payments and issuance of licenses.

(. Sorts and distributes postal mail received by the City daily. Answers telephones. Refers customers
and documents to the proper department and/or person.

D. Provides customer service to both internal and external customers, Attempts to resolve. matters
directly, but may refer customers to an administrative staff member when appropriate; facilitates and

B

coordinates communication with Onalaska gitizens and the general publie, |
E. Operates various office machines including, but not limited to, fax machine, copier, typewriter,
calculator, dictation equipment, and PC with Mierosoft Qffice,

F. Prepares and distributes meeting agendas as directed by the City Clerk. Distributes meeting minutes
and posts minutes and agendas to the Clty website as directed by the City Clerk. Organizes and
formation__to _the

trangeiptionist. :
. Assists City Clerk with voter registration and absentee ballots as needed for elections.

G
H. Maintajins office supply inventory in the administrative suite, Orders supplies asrequested. o]
I

Manages database for cat and dog licensing, ineluding tracking rabies information for issuance of
citations, '

RELATED JOB FUNCTIONS:
A. Assists finance departigent with Jnaintaining, invoice files,

B. Performs sales_of cemetery plots, coordinates with Street Department oo burials and jmaintain,
cemetery files. ) :

€. Contributes to a cooperative working effort by demonstrating a willingness to perform_other job:
related work, 0s needed or requested.  The interdependency of operations_is_recognized and the
ahilities and skilis exist to do other work as needed or requested.  Assistance is given to others and
snecial proiects completed as scheduled or requested. This is a recognized and acceptied part of being
a member of the office support statf, o

D, Maintains and archives City records uas requested: performs end of the vear records glean up and
storage.

E. Maintains Citv Hall's public meeting schedule.

F. Maintains City Ordinances and Resolutions.

G. Performs other duties as needed or assigned.

.o Delgted: pss
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CITY OF ONALASKA

Positlont Office Clorical Support Department: City Clerk

Lotatlon; Clty Hall : Supervisor City Clerk
Clussifiention: Hourly Non-Exempt

Page: 2 ofd

Approved by F & P Commiftee: 12/8/04, 10/5/05, 3/7/07, 3/7/12
Approved by Council; 12/14/04, 10/11/05, 311307, 3/13/12

REQUIREMENT OF WORK (KNOWLEDGE, SKILLS, AND ABILITIES):
A, Ability to operate vatious office machines including, but not kmited to, copler, fax machihe, multi=
line telephone, caleulator; and PC tequired.
B. Experience using Microsoft Office, emall, websites and the internet required,
C. Excellent math skills requited.
D. Ability to maintain a professional demeanor; ealmly approach and solve problems under stresstul
cireumstances; muintain and promote harmony in the wotkplace; concentrate for extended periods of
time; and flexibility required.
Ability to work successfully on multiple tasks by establishing priorities for work and procedures to
follow required.
Excellent typing and dictation skills required.
Excellent oral and written communication skills required,
Excellent organizationsl skilly required, insluding the ability 1o maintain organized, camplete recerds
and files, and prepare reports from such information. .

mom @

TRAINING, EXPERIENCE & OTHER REQUIREMENTS:
A ngh Schcol dlploma or eqmvalent required

C. Previous experienee in customer service and cash«handling preferred.

PHYSICAL REQUIREMENTS:

Frequently sits at keyboard.

. Reads and writes.

- Frequent twisting, '

. Reaches to-shoulder height frequently, and above and below shoulder heiglit oceasionally.
. Dccasmnai bendmg and stogpmg
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Large percentage of time is spent talking, hearing, speaking and using near ang far vision,
. . Thirty-five (35) percent of workday spent sitting,
Thirty (30} percent of work day spent walking,
. Thirty-five (35) pereent of workday is spent standing.
. All percentages above could vary depending upon duties performed that day.
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CITY OF ONALASKA

Position: Office Clerical Support
Location: City Hall
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Department: City Clerk
Supervisor: City Clerk
Classification: Hourly Non-Exempt

Berueut of & Hour Da

&7~ 100 34~ 66 6-33 | 0-5
_ Consistent Frequent | Occasionally | Rarely

Sedentary_ 0 - 10# max *

Light Freq, to 10# -20#max .
Medium Freq. to 25#-30# max .
Heavy Freq. to 504-1004 max .
Very Heavy Freq. over 50+# - 100+# .
Signature of Employee Date

- Signature of Employer Date
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CITY OF ONALASKA

415 Main Street » Onalaska, WI 54650 » (608) 781-9530 » fax (608) 781-9534 « www cityofonalaska.com

;I’J’S(j‘?:""3
E8T, 1881
To:  Mayor Chilsen

Common Couneil
From: Hope Burchell, PHR, SHRM-CP

Date: June 3, 2015
Re:  Interim Tourism Director Stipend

After review of the past stipends offered when employees have left the City of Onalaska, I have a
recommendation for your review. A summary of tasks are below for the Interim Tourism Director:

Mayor Responsibilities
» Budget responsibilities — Mayor will be responsible for overall preparation of the annual budget
e Review of advertisement and promotional materials for publication and distribution as prepared
by Interim Tourism Director
¢ Survey of local visitor/tourism businesses to evaluate programs efc.

Interim Tourism Director Responsibilities

» Assist Mayor in preparation of Tourism annual budget _ :

e Prepare advertisement and promotional materials for publication and distribution — give them to
the Mayor for review before publication and distribution

s Coallect and review all bills for tourism office; submit bills for payment after giving them to the -
‘Mayor for review and approval
Review of timesheets and time off requests for staff
Work with Omni Center Recreation Supervisor to synchronize marketing of events
and submit them to the Mayor
Assist with acting as 2 member of the Emergency Operation Team (Ashley main member)
Survey of visitors/tourists in the area for their input of why/what/and how the City can better
promote and improve our community as a tourism destination once every three years,

e Act as a liaison between tourists/visitors and the City’s motels, restaurants, attractions, other
businesses, and industries.

I would recommend a stipend of $250 per pay period to compensate Amy Gabay for the additional tasks
of acting as Interim Tourism Director effective June 21, 2015, ‘

Thank you for your consideration.



CITY OF ONALASKA

Position:  Tourism Director ' Department:  Tourism
Locations City Hall : Supervisor: Mayor
Page: 1of3 Classification:  Salavied Exempt

Approved by F & P Committee; January 4, 2006
Approved by Council: Janvary 10, 2006

Under general direction of the Mayor, this positien is responsible for the marketing, selling, planning,
formulation, developing, implementation, and direeting of the policies, procedures, and programs which
will further the objectives of the Tourism Cemmission. This person is also responsible to conduet
investigative studies and develap information on marketing potential of the geographic areas to assist the
Tourism Commission to determine feasibility of market expansion; prepare reports, analyze marketing
and sales data, and make recommendations based on the supporting data.

ESSENTIAL JOB FUNCTIONS:

Any one position may not include all the duties listed, nor do the examples listed include all the duties

that may be found this position.

A. Direct and implement marking and advertising campaigns by assembling and analyzing sales data;
prepare marketing and advertising strategies, plans, and objectives; and plan and organize
promotional presentations,

B, Direct and supervise functions of Tourism Commissfon personnel; this includes but is not limited to
preparation of werk schedules, performance gvaluations, and hiring and interviewing staff,

C. Perform public relations duties by use of all forms of media and communieation to build, maintain
and manage the reputation of the Clty. This can range from public bodies or serviges to busingsses
and voluntary organizations. Communicate key messages, often using third party endorsements, to

- defined target audiences in order to establish and maintain goodwill and understanding between the
City and publg.

D. Supervise the production of publicity blochure:s handouts, direct mail leaflets, promotional videos,
photographs, films and multimedia programs; acts as the regional team or organizational
representative to promote the City businesses and tourism efforts.

E. Responsible for the development, implementation and performance of all sales inmitiatives and
activities required for all designated assets/products,

F. Perform accounting functions, including preparation of the Tourism annual budget for consideration
by the Tourism Commission.

G. Prepare and implement advertisement and promotional materials for publication and dlstmbutmn to

~ individuals, businesses, and tourst information centers while evaluating the effectiveness of each
form of advertising; prepares and rev:ews annual report of the effectiveness of each form of
advertising

H.  Respond to walk-in visitors, phones, and mail requests for visitor-related and tourism information,

"I, Prepare and implement an annual marketing plan with measurable goals, objectives, and strategies
targeted at specific demographic segments according to City goals by analyzing and summarizing
sales data.

I, Assist and coordinate with the Parks and Recreation Director to synchronize the sales and marketing
of City events in various publigations, organizatiens, and media outlets.

K. Conduct or cause to be eanducted, a survey of local visitor/tourism businesses to evaluate programs
and hew to improve the promotion of the city/ares once every three years.

L. Conduct or cause to be conducted, a survey of visitorsftourists in the area for their input of
why/what/and how the Clty ¢an better promote and improve our community as a tourism destination
onee gvery three years.

M. Collect, review, and submit all bills for payment to City Hall according to established guldelmes
Work closely with Finance Department to bill out to business/organizations who owe -the
Commission. Maintain office peity cash box according to established procedures,




CITY OF ONALASKA

Position:  Tourism Director Department; Tourism
Loentlon:  City Hall Supervisor: Mayor
Page: 20f3 Classification: Salaried Exempt

Approved by F & P Commiltes: January 4, 2006

Approved by Councll; January 10, 2006

RELATED JOB FUNCTIONS:

A, Act as a liaison between tourists/visitors and the City's motels, restaurants, attractions, other
businesses, and industries in a positive manner; prepares reports or data as required or necessary for
businesses to assist them In marketing their businesses,

B. Oversee that the Tourigm building and grounds are properly maimamed on an otigoing basls,

C. Acts s n member of the City’s Emergency Operations Team and is responsible for emergency

menagement tasks as assigned.

Contributes 1o a cooperative working effort by demonstratmg a willingness to gssist other

departments and to pertonn other job-related worlk as needed or reguested. Assistance is given to
others, and special projects are completed as scheduled or vequested,
Be proficient in Onalaska and La Crosse County geography, h:story, lodgin facilitics, and existing
visitors’ information and attractions end the Omni Center facilities,

Review and promote event publicity, Ensure contact is given with event sponsors before, during, and -
after events by the department,

Attends and actively participates in the Onalaska Area Business Assosiation (DABA); assists OABA
with any tourism related funetions as necessary.

Other duties as requested or assigned.

L=

I

EQUIREMENT OF WORK (KNOWLEDGE, SKILLS, AND ABILITIES)

. Excellent oral and written communication skills; excellent organization and tlmc management skills;
excellent team building and teamwork gkills.

Knowledge of the principles and techniques of selling, planning, formulation, developing,
implementation of marketing for tourism=related events,

Ability to work on multiple tasks establishing ptiorities for work and procedures to follow; ability to
comprehend maps and provide directions.

Ability to compile and ereate financial and statistical information and reports.

Bxeellent computer skills particularly 1n Mivrosoft Office products, content management ystems,
Internet, and email; ability to operate office equipment including copier, telephone, calculator, and fax
machine,

Ability to maintain records and files, and prepare and present reports frem such information,

Ability to maintain & professiondl demesnor and establish effective working relationships with the
public. mssociates, velunteers, and staff; ealmily appronch snd sslve problems under stressful
eireumstances; maintaln and promate harmony in the workplace; concentrate for extended péiiods of -
time; and be flexible.

wpw:»w;o
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TRAINING, EXPERIENCE & OTHER REQUIREMENTS:

A. Asgociate degree in marketing requires; Bachelor’s degres in markatmg preferred,

B. Requires a minimum of two (2) to four (4) years of experience in marketing, sales, travel, or buginess
in & tourism telated field.

€. Requires one (1) to three (3) years of previous supervisory cxper:ence.

D. Must have expetience working independently and with little supervxslon

E. Valid driver’s leense.

-1 Daleteds perform other job-related

wotk a3 needed or requested. Must
recainize the itterdependeney of alty
opetations satid Have the ability md skilis
to eaity aut the duties of the position,
Mhiat bie willing to take on other work a8

| nooded of requestad.




CITY OF ONALASKA

Position: - Tourism Director Department: Tourism
Location:  City Hall Supervisor:  Mayor
Page: 3of3 Classifieationr  Salaried Exempt

Approved by F & P Committee: January 4, 2006
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PHYSICAL REQUIREMENTS:
A. Abillty to coordinate syes, hands, feet and limbs in performing movements requiring skill and

training,

B, Ability to exert variable physical effort. May involve some Hiting, carrying, pushing and pulling.
C. Reaches shoulder height frequently as well as teaches above and below shoulder height.
Ib. Ocecasional bending,
E. Ability to sustain prolonged visual concentration.
F. Porty (40%) percent of workday spent sitting.
(3. Thirty (30%) psreent of work day spent walking.
H. Thirty (30%) percent of workday is spent standing,
. All percentages above eould vary, depending upan duties performed that day.
7 Percent of § Hour Day 7
67 - 100% 34 -66% 6-33% 0 5%
‘ Congistently Frequently Qcgasionally Rarely
Sedentary
0 - 104 max
Light '
Freq, to 104 -20#max
Medium _
Freq. to 25#-50# max
Heavy
Freg. to 504 -100# max
Very Heavy
Freg. 50+# - 100+# max-
Signature of Employee - © Date

Signature of Employer Date
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I. Defining the Situation

Impetus for Regional Tourism Transformation

Tourism management and marketing for “La Crosse County” is currently
diffused across several municipalities or entities resulting in the same or
similar audiences being targeted; sub-optimizing the regions ahility to take
advantage of a more unified approach which provides for no only

enhanced economies of scale, but unity of message and ¢oc
resources in order to promote the region as a signature ':tﬂqur'i‘{s-‘;‘

destination in the Upper Midwest and the Natio




Il. Executive Summary

Background

In late 2013 the Mayors of Onalaska and La Crosse put forth the
opportunity for the examination of creating a Regional Tourism
organization. This question had a history in La Crosse County, having been
discussed several times in the preceding thirty years, with no tangible
results. However, the question continued to be raised by all area
constituents (e.g. business and community leaders, area tourism
organizations, and the community-at-large). Atissue was whether or not
the model of having multiple tourism organizations within one geographic
region, “La Crosse County”, was the most efficient and effective approach

4



to having maximum impact on the areas tourism industry? Specific issues
have centered on duplication of effort and resources, marginal operational
and strategic marketing budgets, lean staffing, and fragmentation of both
effort and the share of the tourism dollars available from area businesses,
governmental entities (budgets) and grant programs.

All of the aforementioned issues lead to the central question as to whether
or not the current business model delivered the maximum impact to “La
Crosse County”. Could another business model based on a "collective
approach" yield greater impact?

Overview of the Process and Participants

Dialogue

The first step in taking this process forward was the call to convene key
stakeholders to hold a facilitated dialogue for the purpose of examining
whether or not this opportunity had true potential and whether or not

there was common ground to be found.

In January, 2014 tourism stakeholders from “La Crosse County”
participated in a half day retreat to discuss the formation of a Regional
Tourism organization and the aforementioned issues. Mayor Tim Kabat of
La Crosse and Mayor Joe Chilsen of Onalaska served as champions and
conveners of this process. In organizing their approach, they created a

5



voluntary position of facilitator/consultant (Peter Hughes) to insure
facilitated dialogue and a structured process would be in place should the
process continue to go forward.

Participants (see Appendix ) included representatives from the Town of
Campbell, Village of Holmen, City of La Crosse, City of Onalaska, and Village
of West Salem. In addition representatives from the respective area
tourism agencies {both professional staff and Board of. Dlrectors) and the
hotel and restaurant industry were invited to partlapate Jnall -
approximately 30 individuals participated. : -

ation and thetr thoughts for
n/musssons of the La Crosse
Area Convention and Tourism Bure;"‘u and the Onalaska Tourism
Department which lead to th

Retreat participants discussed the current si
the future as well as examining the_;:spec

‘";|dent|f1cat|on of both issues and

opportunities (See appendlx

'ffor a report on the Regional Tourism
Retreat Conclusions). . ‘

Collaboration: Scope of Partnership

At the conciusmn of the retreat having discussed and reflected on the
central questlon the partlc:pants unanimously agreed that the formation
of a: Reg:onal Tounsm organization should be further explored through the
formation of a:Steering Committee, sponsored by the two Mayor's, and
chaired by Erik Sjolander (at that time a member of the Onalaska City
Council} with representation from all key stakeholder groups to oversee a
process to further develop this concept.



lll. The Charge

The Steering Committee was charged with developing a "White Paper"
with recommendation’s regarding the creation of a Regional Tourism
organization, to be delivered to the five municipalities and the sponsoring
Mayors of La Crosse and Onalaska.

The Committee was convened in March, 2014 and subsequently met
monthly through the remainder of 2014 to present. The first steps taken
by the Steering Committee was to formulate it’s “Guiding Principles” for
conducting its work, confirmation of the deliverables delineated in the
Steering Committee charter (see Appendix ___) and the formulation of a
“10 Year Future State Vision.”

Guiding Principles

e Dispensing of information
o Single point of contact to be the chairperson
e Transparency of work
e Respect for all ideas
e Have a positive attitude and approach to the work
e Make best decisions for our communities, not personal decisions
e About promoting the region and individual communities:

o Corollary-Establish our specific communities/boundaries
Who We Are




¢ Not our money, be good stewards of the peoples dollars, be
effective and respectful

Deliverables

» White paper report on a regional tourism organization with
Recommendations
* Governance, structure of organization, faciiity and
location(s) of facility, marketing/ brandtng, budget funding
mechanisms ) _
= [eadership, staffing, mfrastructure name of organlzateon

regional geography, functlons
= Timeline ‘
¢ Communication Pilan (Phase _i &ll)
e Future State Vision o

10 Year Future State Vision o

¢ LaCrosse County’ wuil be.in top 5 counties in Wisconsin for tourism
economic |mpact (#12 in' 2014)
e (Create s:gmflcant eﬁ;c;encaes
¢ More dollars: for marketmg, less of administration and less
dupincation |
° Substantnal job growth
N e Whole greater than sum of parts
e Our brand 1dent|ty rivals the Dell’s and Door County
‘. Stronger “Whole Community” feeling



Six key areas of work were identified by the Steering Committee that is
essential to successfully forming a regional tourism organization:

Governance Structure

Budgeting and Funding Mechanisms
Staffing

Facilities/Location

Branding and Marketing

Plan to Operationalize (TBD)

- M o 0 o

Teams were created to develop recommendations for each of these areas.
Each work team was chaired by a member of the Steering Committee, with
other Steering Committee members distributed across the five teams.
Content experts from the community were invited by invitation of the
Mayor's to participate on a specific work team. A process and deliverables
were developed, with timelines for the delivery of their work to the
Steering Committee.

The work team recommendations were completed in the late fall of 2014
and reviewed and discussed by the Steering Committee. Based on these
discussions and specific feedback, teams were asked to conclude their

8



revisions and submit final recommendations to the Steering Committee in
January, 2015. A writing team was selected to create a draft of the white
paper on Regional Tourism Transformation.

10



IV. Recommendations

Rationale for a Transformation: “Collective Impact”

After much dialogue and reflection the Regional Tourism Steering
Committee believes that in order to have the maxim economic impact for
“La Crosse County” that the formation of a regional tourism orgamzatlon
offers the greatest opportunity through "collective |mpact :

This approach will address several long standm;ssuesfac geach of the

individual municipality’s efforts in tourism:: “

1. The whole is greater than the sum of-ifthe parts

a. Collectively, we will have g_rgater impact on the economy of “La
Crosse County” through a future unlfled approach vs. the
fragmentationof the past

b. Having theﬂeeded_;_dept_h__a;nd breadth to not just incrementally
improve our effo'rts :'::*but to create breakthrough impact i.e.

quantum movement of the bar”. lLa Crosse County is
--.currentiy ranked 12" in the State of Wisconsin in tourism. Our

Steering C_omm:ttee vision is to be a “Top 5” tourism county.

2. Mergin;i::ir-e-so'u"rces will provide for greater impact through

efﬂmenaes and effectiveness, with respect to budget, staffing, tools,

processes, depth of expertise (tacit knowledge),
a. Takes advantage of existing tourism initiatives and gives them
a broader platform and depth of resources e.g. Sports
Authority

11



3. Having core mass offers “La Crosse County” the potential to be a
multi-state driver of economic impact and to have a more powerful
voice and presence where it is needed. We can elevate our impact;
nationally, in the Upper Midwest, and in Wisconsin as it relates to
regional economic impact through tourism.

4. Aligns with forces in “La Crosse County” to work more collaboratively
to have greater Impact on the growth of business and the economy
of this region. Specifically, this initiative lines up strongly with the
"Synergy" work being done by La Crosse Area Development
Corporation (LADCO), La Crosse Area Convention and Visitor Bureau,
(LACVB), La Crosse Region Chamber of Commerce, Downtown
Mainstreet, Inc. (DMI) and the 7 Rivers Alliance.

5. Take advantage of the natural resources present in “La Crosse
County” and the surrounding region, and to leverage this in smart
ways to positively drive the economy i.e. the Mississippi River, Bluffs,
biking trails, seasonal sports, silent sports, boating and others....

12



Recommendations

The Town of Campbell, Village of Holmen, City of La Crosse, City of
Onalaska, and Village of West Salem seek to develop a Regional Tourism
Agency which will provide a coordinated and comprehensive approach to
attracting visitors to “La Crosse County”.

Governance Structure

Budgeting and Funding Mechanisms
Staffing

Facilities/Location

Branding and Marketing

Plan to Operationalize (TBD)

mmon®mPE
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A. Governance and Structure

The Governance Work Group evaluated several options with regard to
the overall governance of a new Regional Tourism organization {see
Appendix __}

Recommendation 1;

Utilize and operate under a 501 {c) (6} in adherence With all State of
Wisconsin statutes. This is the model being used by LACVB and other
tourism organizations and was strongly recommended as the
appropriate not-for-profit structure best: suuted 10 meetmg the needs of
the new regional tourism orgamzatlon | '

Rationale: - .
The work group recommended startmg a brand new
organlzatlon b -

a. A newentltyshouldbe formed when changing bylaws,

structure, governa nce, etc.
b. All sta_kéﬁq.iders can embrace a new neutral
) "'0._fganizé_tioﬁ"as opposed to utilizing an existing one.
G ’“Ea.'sy to set up.
d Proposed that additional 501 {c) {3) entities be set up as
| marketmg/fundrazsmg arms of the main organization.
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Recommendation 2:

The work group recommends that Mayors/Village Presidents utilize an
interim Regional Tourism Executive Director to assist with the transition
and implementation of the new organization. It is recommended that the
interim Executive Directors tenure have a clearly defined period of time
and clear expectations of deliverables. The use of an interim executive is
a common approach, especially during a period of organizational
transition and renewal and when previous leadership*positieﬁs have been
vacated. Most recently this approach was utilized when the former La
Crosse Chamber of Commerce Executive Dlrector s pos1t1on was vacated.
We would expect the interim executive dir ector 0 assist: w1th reviewing
the work that has been done, and make recommendatlons ahgned with
the White Paper report. As the final whzte paper revision comes forward,
the interim executive could assist in the process of obtaining approvals
from the five municipalities. Once approved ‘the new organization could
____x1st1ng boards (LACVB &

be legally formed and begm operatlon

Recommendation 3: KeV Operatlonal Steps

a. Onalaska Tourism Would need to dissolve themselves and follow
established. bylaw reqmrements at time of dissolution.

b. All existing con’aact/ oblzgatlons would be settled and dissolved
from both ex1st1r}g entities. New contracts can be formed with new
entity as needed.

¢.. Interim, temporary office to be located in current LACVB building
in Riverside Park with the understanding this is a temporary,
interim location, Only 1 office location to be utilized until a business
need identify the need for additional spaces.

d. The Interim Executive, with the assistance of Mayors & Village
Presidents, to identify the first executive board & board of directors
as described in the new organization's by-laws.

e. Preferably made up of high level executives in the Coulee Region.
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An interim time line to be established with the Interim Executive.
When appropriate a committee made up of the executive board
members will initiate the search process for the next

CEQO/ President.

. Time-line recommended:

e Mayors/Village Presidents to meet and be advised of this
interim leadership and the current organizations steps to take for
changes/dissolution, and group recommendations.

o June 26th- meeting to address white paper draft™ .

o Group to make recommendations/ change

* Recommendations/changes to large group w1thm 1 week

e Interim Executive search imitated: and lead by Mayors Chilsen &
Kabat.

o Go over white paper Recommendatlons with interim
executive, " i

o Establish talkmg pomts -for commumty listening sessions
e Establish a timeline. F
¢ Community hstenmg sessmns__to be held

* Recommendations for'cha geé to steering committee.

 Changes agreed on and made designing a final white paper,

. Councﬂ Approvals Steermg committee members to attend in
support Press releases showing support/ giving information to

| pubhc

e Pendmg council approvals, new organization formed and led by

S mtemn executive.

. :'Stgf___fz-ng considerations for new organization.

» Existing organizations dissolutions.

¢ New leadership groups formed planning & meeting,.

» Existing organizations operationally detailed for interim
executive.

e Interim New organization operation.
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e Select group of exec board members conduct search for next
CEO/President.

.

ONALASKA

r————
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B. Budgeting and Funding Mechanisms

Recommendation 1:

The funding mechanism for the new “La Crosse County” Tourism
organization will continue to be based on the La Crosse County room
tax methodology currently in place, and the use of membership’s fees
(e.g. The La Crosse Convention and Tourism Bureau). See Appendix

Recommendation 2:
The organization will create one operations budget. This budget will be

aligned with and support the strategic goals of the organization.
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C. Staffing

The overall staffing plan for the proposed Regional Tourism organization
will be determined upon approval of the “White Paper Proposal” by the
partner municipalities. One of the key guiding principles in determining
staffing is to achieve economies of scale through the consolidation of
multiple tourism organizations or departments. In addition, the overall
operating budget will be a key consideration in determining the final
number of positions that the organization can afford.
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The Staffing work group did conduct an audit of current positions at
each of the five partner municipalities and has identified what they feel
are key positions that will be necessary for the organization to have
both the expertise and the depth and breadth to be optimally effective.
Specific positions/job descriptions and salary ranges will be included in
the staffing plan.

D. Facilities/Location

Recommendation 1:

The facility work group recommends that one location and facility be
established as the home of the new Regional Tourism organization.
Recommendation la:

An interim plan will need to be put in place until a new location is
identified.

Recommendation 2:

The facility should be located at the junction of Rt. 35 and 1-90, on the
border of the City of La Crosse and City of Onalaska (and as close to the
Exit 3 as possible).

Rationale:
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This location is ideal for serving the needs of all 5 communities as it
not only well situated between the two largest municipalities; it is
ideally located in approximation to the Town of Campbell, Village of
Holmen and Village of West Salem.

Recommendation 3:

The new Regional Tourism entity would continue to utilize the State
Visitor Center located on 1-90 East in the Town of Campbell and near the
French Island East exit.

Recommendation 4:

Utilize mobile Tourism Center concept (vans) to provide overall
flexibility and presence at major special events within the Seven Rivers
Region (e.g. State Track meet, State Ski meet, Bass Fishing tournament,
NCAA Division Il Track and Field Championships, etc.) and to conduct
mobile marketing efforts throughout the Upper Midwest.
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E. Branding and Marketing

After a detailed investigation and thorough review of real data and case
studies related to these topics the sub-group has three primary
recommendations related to each of the above underlined topics. Further
explanation, data, and specific supporting case studies have been included
in this document to support these recommendations.

Recommendation #1: Unify both tourism agencies’ hmlted 'Fés_,qy?ée;s?‘ﬁtd

promote a single brand and message around th_gzeaskey*fb_ienefift;s"'t'ﬁ'é"t-%-a re
relevant to the entire region. This will allow fbf"'ﬁizroade'r""mar*ket exposure,

destination tourism mdustry

Recommendation #2: The word: "La Cresse must be the primary
locator/identifier for all brandmg and marketmg efforts of a unified
tourism agency. S :

Recommendation #3 En

_u're maxzmized operational effectiveness and
efficiency by lmplemen'” _n_g'a detailed audit of both organizations' branding
and marketmg efforts to best coordinate and align staff's skill sets and
other non-human capital resources.

Recommendation”#d: The use of the “Convention and Visitor Bureau”

identifier is not necessary as part of the organizations new name. This is
based on national research results on this topic. A key component of
naming will include the use of an “action verb” or phrase to create more
dynamic impact with audiences and enhanced recall. For example, “Pure
Michigan”.
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The tentative working name for the new organization is,
“ExploreLaCrosseCounty.”
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F. Plan to Operationalize

Once the overall White Paper recommendations on the creation of a
Regional Tourism organization receive approval by the respective
municipalities a team will put together a detailed plan to operationalize

the new Regional Tourism organization.

Of key Importance will be to deploy this plan in coherence with the Town
of Campbell, Village of Holmen, City of La Crosse, City of Onalaska, Village
of West Salem long range plans and priorities. This work will depend on a
high level of communication and coordination amongst the partner
communities, the new “ExploreLaCrosseCounty” regional tourism
organization and other community partners.
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V. Next Steps

Approval Process
1. Community Input sessions: July, 2015
2. Submitted to the governance bodies of the five municipalities for
discussion and approval: September, 2015

Implementation
1. Communication Plan to key community stakeholders including the
community-at-large
2. Implementation Steps
a. 5key areas
3. Monitoring and Evaluation Process
a. Performance against plan
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VI. Appendices

Great River

LANDING.

Explove. Experignce. Bnjoy.
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Appendix 1: Sub-Committee Reports to the Steering
Committee

Governance Structure

Budgeting and Funding Mechanisms
Staffing

Facilities/Location

Branding and Marketing

Plan to Operationalize
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Appendix 2: Steering Committee Charter
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Appendix 3: Notes from Planning Retreat January, 2014
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Appendix 4: Steering Committee Membership

Sub-Committee Work Groups members
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Appendix 5:
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Appendix 6:
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