[image: image1.png]VILLAGE OF BELLEVILLE
SPECIAL MEETING of the VILLAGE BOARD
Monday, February 20,2012 at 7:00 P.M.
Village Hall - 24 West Main Street

AGENDA

Call Meeting to Order

Roll call by Clerk

Posting of Open Meeting Notice

Visitors Who Would Like to Speak Now

Visitors Who Would Like to Speak On an Agenda Item

!\))—l

& uos W

Consent Agenda:
a. Approval of Minutes - February 6, 2012
b. Approva] of Bills for February 2012 to Date

o

Approval of Treasurer’s Reports for January 2012

Approval of Park Reservation for Library Park, May 5; 2012, for Belleville Kiwanis Club
Garage Sale

~

7. Committee Reports. -
8. President’s Report —
9. Administrator/Clerk/Treasurer’s Report —

ACTION REQUIRING A VOTE MAY BE TAKEN ON
ANY OF THE FOLLOWING ITEMS '

10. Unfinished Business:
a. Lake Restoration / West Lake Dredging Projects Update & Issues
1. Conservancy Easement Agreement With Army Corp. of Engineers
b. Appointment of Chairperson and Member(s) to Community Development Authority

c. Proposed Purchase of Cosgrove Property with Stewardship Grant Funds (PIN #040-0508-342-
9200-1) '
1. Proposed Ordinance 2012-02-01: Providing For the Direct Annexation Of A Portion
of the Town Of Montrose To The Village Of Belleville Funds (PIN #040-0508-342-
9200-1)

d. Administrator/Clerk/Treasurer’s Office Staffing / Job Descriptions and Hiring Process

11. New Business:
a. Proposed Assistance from National Heritage Land Trust for Acquisition of Wetlands North of
the Sugar River
b. Proposed Ordinance 2012-02-02: An Ordinance Creating A New Section Of The Belleville
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¢. Proposed Ordinance 2012-02-03: An Ordinance Amending Title 5 Chapter 2 of the Municipal
Code Regarding Outdoor Burning, Open Burning And Burning Of Refuse

d. Discussion and Possible Action on Draft Employee Handbook
12. ADJOURN TO CLOSED SESSION — Discussion of Clerk’s Office Staffing per 19.85(1)(c) -

Considering employment, promotion, compensation or performance evaluation data of any public
employee over which the governmental body has jurisdiction or exercises responsibility.

13. RECONVENE TO OPEN SESSION for possible action on items discussed in closed session

14. Other Business:

a. Correspondence

b.  Announcements —

c. Future Meeting Dates

d. Questions and Items for Referral
15. Adjournment
-By Howard Ward, Village President

The Village of Belleville complies with the Americans with Disabilities Act (ADA):

If you need an interpreter, translator, materials in alternate formats or other accommodations to access this service,
- activity or program, please contact the person below at least two business days prior to the meeting.

Si necesita un interprete, un traductor, materiales en formatos alternativos u otros arreglos para acceder a este
servicio, activdad o programa, comuniquese al numero de telefono que figura a continuacion dos dias habiles como

minimo antes de }a reunion.

Contact: April Little, Village Administrator, 24 W. Main Street
608.424.3341]
alittle@villageofbelleville.com

Final agenda will be posted by 4 p.m. Friday preceding the meeting at these locations:
Union Bank & Trust Co (UB&T), Sugar River Bank, Village Hall, Library, Village of Belleville Web site.
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[image: image3.png]MINUTES OF REGULAR VILLAGE OF BELLEVILLE BOARD MEETING
HELD MONDAY, FEBRUARY 6,2012 AT
7:00 P.M. VILLAGE HALL - 24 WEST MAIN STREET

1. Call to order - The meeting was called to order by Village President Howard Ward at 7:00
PM.

2. Roll call by Clerk — Trustees present were: Ben O’Brien, Howard Ward, Gary Ziegler and
Bonnie Wilcox. Excused: Jim Schmitz, Tyler Kattre and Deb Kazmar

Visitors: Herb Blaser, Jim Root, Mike Tretow, Terry Kringle, Rick Francois, Justin Lee
Frahm-JSD Professional Services, Brad Peterson-Recorder, Jill Wennesheimer-ADA and

Michael Parkin
3. The Clerk stated that the meeting has been noticed as required by law.

4. Visitors Who Would Like to Speak Now — No discussion.
5. Visitors Who Would Like to Speak On an Agenda Item — No discussion.

6. Consent Agenda: Trustee Ziegler made a motion to approve the consent agenda (as
follows); seconded by Trustee O'Brien. Motion carried.

a. Approval of Minutes - January 16, 2012
b. Approval of Bills for January 2012
Approval of Treasurer’s Reports for December 2011 — Utility

B0

Approval of Library Park Use Permit for Belleville Chamber of Commerce for
Saturdays, May 5 to Labor Day 2012

7. Committee Reports — Memo received regarding Emergency Management Committee
recommendations on training needs.

8. President’s Report — No discussion.

9. Administrator/Clerk/Treasurer’s Report — No discussion.

10. Unfinished Business:

a. Lake Restoration / West Lake Dredging Projects Update — River dredging is
complete; North Grant Street storm sewer work will be done in spring. Conservancy
easement and dam emergency plan work are being finalized. The Sugar River’s level
then should be brought up some; needs to stay down at least a foot because of storm
sewer work. President Ward and April Little will meet with the National Heritage
Land Trust regarding acquisition of more wetlands, Question about fishing in new
lake; it cannot be strictly prohibited by the Village.

b. Public Works Recommendation for Bridge Design — Trustee Ziegler said 7-8
people attended the meeting, where JSD gave a presentation on design options. Public
Works Committee is recommending option 2 for the design, including earthwork on
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c. Proposed Ordinance 2012-02-03: An Ordinance Amending Title 5 Chapter 2 of the Municipal
Code Regarding Outdoor Burning, Open Burning And Burning Of Refuse

d. Discussion and Possible Action on Draft Employee Handbook
12. ADJOURN TO CLOSED SESSION — Discussion of Clerk’s Office Staffing per 19.85(1)(c) -

Considering employment, promotion, compensation or performance evaluation data of any public
employee over which the governmental body has jurisdiction or exercises responsibility.

13. RECONVENE TO OPEN SESSION for possible action on items discussed in closed session

14. Other Business:

a. Correspondence

b. Announcements —

c. Future Meeting Dates

d. Questions and Items for Referral
15. Adjournment
-By Howard Ward, Village President

The Village of Belleville complies with the Americans with Disabilities Act (ADA):

If you need an interpreter, translator, materials in alternate formats or other accommodations to access this service,
activity or program, please contact the person below at least two business days prior to the meeting.

Si necesita un interprete, un traductor, materiales en formatos alternativos u otros arreglos para acceder a este
servicio, activdad o programa, comuniquese al numero de telefono que figura a continuacion dos dias habiles como
minimo antes de la reunion.

Contact: April Little, Village Administrator, 24 W. Main Street
608.424.3341
alittle@villageofbelleville.com

Final agenda will be posted by 4 p.m. Friday preceding the meeting at these locations:
Union Bank & Trust Co (UB&T), Sugar River Bank, Village Hall, Library, Village of Belleville Web site.
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[image: image5.png]the south side and a concrete abutment on the north side, with a wood top. Price
estimate is $284-300,000. JSD will work on PARC grant due in April; awards are in
June. Frahm said the structure could be designed at this point; the next step would be
civil engineering and working with DNR on permitting and structural engineering for
the concrete abutment. This design time would take a bit of time. Alternatively, it
could wait until a grant is awarded to do this engineering work. The advantage to
going forward is to get more detailed cost estimates, with 5-10 percent contingency.
They would like to be cautiously optimistic.

Trustee Ziegler made a motion to have JSD Engineering go forward with design
option 2, with earthwork on south side and concrete span on north side and timber
decking with I-beam supports; seconded by Trustee Wilcox. Motion carried. Funds
would be from in-kind donations from JSD Engineering. Will discuss further at the
next meeting lake project funding status and fundraising priorities.

c. Appointment of Chairperson and Member(s) to Community Development
Authority — Tabled.

d. Administrator/Clerk/Treasurer’s Office Staffing / Job Descriptions and Hiring
Process Update — So far, 21 applications have been received; numerous inquiries
have also been received.

i1. New Business:

a. Approval to Proceed with Eagle Scout Project to Expand Nature Trail — Looking
at a Dane County grant for $2500 to help with construction materials. Some people in
the community have offered to help oversee the construction work proposed by an
Eagle Scout candidate, which would extend the trail west from the northern area of
the lake berm. Trustee Ziegler made a motion to proceed with the Eagle Scout project
to extend the nature trails; seconded by Trustee Wilcox. Motion carried.

b. Approval to Bid out Project for ADA/CDBG Facility Improvements Projects —
Trustee Ziegler said that Public Works Committee has reviewed the specifications for
accessibility improvements at the library, police department and public works.
Trustee Ziegler made a motion to proceed with the ADA improvement projects,
seconded by Trustee O'Brien. Motion carried.

c. Approval to Bid out Project for “Old” Library Maintenance — MSA developed a
project manual for the work and restoration at the former historic library. Information
was submitted to the Wisconsin Historical Society for review. Trustee Ziegler made a
motion to bid out work for maintenance improvements at the old library; seconded by
Trustee Wilcox. Motion carried.

d. Approval of MSA Task Order for Asbestos Testing in Public Facilities — Trustee
Ziegler: the Fire Department is included in the proposal because of the shared wall
with the police building. No one present had any knowledge of previously-performed
asbestos testing. Trustee Ziegler made a motion to have MSA to proceed with
asbestos testing Option 4 to include the police department, library and fire station,
not to exceed $1950, seconded by Trustee O'Brien. Motion carried.
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[image: image6.png]12. ADJOURN TO CLOSED SESSION - Discussion of Clerk’s Office Staffing per 19.85(1)(c)
— Not held.

13. Other Business:

a. Correspondence — Letters received from Dane County Regarding DaneCom, and
from Wisconsin Department of Justice Regarding Open Meetings — Trustee Ziegler:
Dane County said that the requirements for municipal participation have been met to
go forward. One village and three towns did not participate. The project might be
delayed until 2013 as they are filing an extension with FCC. The Department of
Justice letter clarified that state law does not require the Village to publish meeting
notices, only to post (although the Village publishes as often as possible). The
Village’s ordinance will be clarified to more clearly conform to state law.

b. Announcements — Certificate of Appreciation for Mary H. Austin will be given; her
retirement party is February 8.

c. Future meeting dates were noted.

14. Adjournment — Trustee Wilcox made a motion to adjourn; seconded by Trustee O’Brien.
Motion passed unanimously. The meeting was adjourned by President Ward at 8:05 PM.

By April Little, Administrator/Clerk/Treasurer
These minutes are not official unitil approved by the Belleville Board of Trustees.
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ACCT
GENERAL FUND CHECKING ALL Checks
Posted From: 2/01/2012 From Account:
Thru: 2/16/2012 Thru Account:
Check Nbr Check Date Payee Amount
v580 2/07/2012 BEIERSDORF, VICTORIA L. 1,070.50
Manual Check Pay period 01/23/2012 to 02/05/2012
© vb81 2/07/2012 EICHELKRAUT, WILLIAM B. 1,345.84
Manual Check Pay period 01/23/2012 to 02/05/2012
v582 2/07/2012 FREEMAN, DEBRA 656.47
Manual Check Pay period 01/23/2012 to 02/05/2012
v583 2/07/2012 HENDRICKSON, DARLENE M. 843.07
Manual Check Pay period 01/23/2012 to 02/05/2012
v584 2/07/2012 HILLEBRAND, ROGER J. 1,409.02
Manual Check Pay period 01/23/2012 to 02/05/2012
v585 2/07/2012 LEHMANN, BRONNA B. 754.27
Manual Check Pay period 01/23/2012 to 02/05/2012
v586 2/07/2012 LIEN, TRACY 391.64
Manual Check Pay period 01/23/2012 to 02/05/2012
v587 2/07/2012 LITTLE, APRIL A. W. 1,611.03
Manual Check Pay period 01/23/2012 to 02/05/2012
v588 2/07/2012 MARTIN, JEREMY A 968.82
Manual Check Pay period 01/23/2012 to 02/05/2012
14960 2/07/2012 *¥** Test Check **¥* 0.00
Test Check **% VOID *** VOID *** VOID *** VOID #**x*
14961 2/07/2012 AUSTIN, MARY H. 826.94
Manual Check Pay period 01/23/2012 to 02/05/2012
14962 2/07/2012 BIGLER, JULIE L. 213.60
Manual Check Pay period 01/23/2012 to 02/05/2012
14963 2/07/2012 BUTTS, JERRY D. : 1,274.96
Manual Check Pay period 01/23/2012 to 02/05/2012
14964 2/07/2012 CHRISTENSEN, JEAN M. 691 .32
Manual Check Pay period 01/23/2012 to 02/05/2012
14965 2/07/2012 DIEDERICH, FREDERICK H. 1,161.22
Manual Check Pay period 01/23/2012 to 02/05/2012
14966 2/07/2012 FURMAN, RACHEL M. 1,059.42
Manual Check Pay period 01/23/2012 to 02/05/2012
14967 2/07/2012 HELLER, MOLLY K 167.50
Manual Check Pay period 01/23/2012 to 02/05/2012
14968 2/07/2012 HULTINE, MOLLY M. 1,269.09
Manual Check Pay period 01/23/2012 to 02/05/2012
14969 2/07/2012 O'CONNOR, THOMAS P. 1,445.45
Manual Check Pay period 01/23/2012 to 02/05/2012
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ACCT
GENERAL FUND CHECKING ATL Checks
Posted From: 2/01/2012 From Account:
Thru: 2/16/2012 Thru Account:
Check Nbr Check Date Payee Amount
14970 2/07/2012 PAULI, DAVID J. 1,078.64
Manual Check Pay period 01/23/2012 to 02/05/2012
14971 2/07/2012 PELTON, TERESA A. 624.73
Manual Check Pay period 01/23/2012 to 02/05/2012
14972 2/07/2012 SOLBERG, SHEREE 256.92
Manual Check Pay period 01/23/2012 to 02/05/2012
14973 2/07/2012 YOUNG, TERESA M 125.82
Manual Check Pay period 01/23/2012 to 02/05/2012
18250 2/07/2012 *** Test Check *** 0.00
Test Check *kk YOID *** VOID ***x VOID *** VOID ***
18251 2/07/2012 ALBIN J CARIAS ARGUETA 47.67
REFUND RE PROPERTY TAX OVERPAYMENT
18252 2/07/2012 ATLERE TOXICOLOGY SERVICES, INC. 80.00
ACCT # 123083
18253 2/07/2012 ALLIANT ENERGY/WP&L (2) 358.93
ACCT # 393374-010
18254 2/07/2012 ALLIANT ENERGY/WP&L (4) 4,714.84
ACCT # 167309-010
18255 2/07/2012 BAKER & TAYLOR 784.48
INV # 2026619096
18256 2/07/2012 BARNES & NOBLE INC. ] 198.98
INV # 2232931
. 18257 2/07/2012 BEAR GRAPHICS, INC. 918.73
INV # 0615446 UTILITY BILLS
18258 2/07/2012 BELLEVILLE MUNICIPAL WATER DEPT 1,027.98
ACCT # 049-0101-00
18259 2/07/2012 BELLEVILLE MUNICIPAL WATER DEPT (2) 110.80
18260 2/07/2012 BELLEVILLE POLICE DEPT PETTY CASH 23.40
REIMBURSE PETTY CASH -VARIOUS
18261 2/07/2012 BRONNA LEHMANN 24.42
TRIPLE I DEMO FEB 1ST MIDDLETON
18262 2/07/2012 BUSINESS CARD (2) 133.90
ACCT# 5472-0681-5737-1969 TARGET/BESTBUY
18263 2/07/2012 CAPITAL NEWSPAPERS 602.70
ACCT 2583458 UTILITY/PAYROLL COORDINATOR
18264 2/07/2012 CHARTER COMMUNICATIONS 108.44

ACCT # 8245 11 719 0015586
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ACCT
GENERAL FUND CHECKING ALL Checks
Posted From: 2/01/2012 From Account:
Thru: 2/16/2012 Thru Account:
Check Nbr Check Date Payee Amount
18265 2/07/2012 CHARTER COMMUNICATIONS 280.75
ACCT # 8245 11 719 0001982
18266 2/07/2012 CHRISTEN BROTHERS SERVICE 8.93
INV # 66859 BRAKE/RADIATOR REPAIRS
18267 2/07/2012 CINTAS CORPORATION 326.40
ACCT # 446-32222
18268 2/07/2012 CITGO 1,684.38
FLEET # 131801342
18269 2/07/2012 CITGO (2) 1,250.75
FLEET # 132004243
18270 2/07/2012 CITY TREASURER 1,421.23
INV # 29446 COMM SERV 4THD QTR 2012
18271 2/07/2012 COMMUNICATIONS SERVICE, INC. 8,782.55
INV # 39261 5 MOTOROLA RADIOS
18272 2/07/2012 COTTAGE GROVE POLICE DEPARTMENT 67.20
' DUMMY ROUNDS
18273 2/07/2012 DANE COUNTY TREASURER 448.00
JANUARY REPORT
18274 2/07/2012 DANE COUNTY TREASURER (3) 600.00
DOG LICENSES - 2012
18275 2/07/2012 DARL.ENE HENDRICKSON 97.34
REIMBURSE FOR SUPPLIES SAMS
18276 2/07/2012 DON COSGROVE 71.30
REFUND RE PROPERTY TAX OVERPAYMENT
18277 2/07/2012 EMBURY, LTD 3,031.58
INV # 124853 CHAIRS
18278 2/07/2012 FRONTIER (2) 222.75
608-424-3545
18279 2/07/2012 GORDON FLESCH CO., INC. 126.05
INV # 1F2296
18280 2/07/2012 GORDON FLESCH CO., INC. (2) 662.91
MAINTENANCE /COPIES
18281 2/07/2012 INGRAM LIBRARY SERVICES 27.11
INV # 03159504
18282 2/07/2012 MERITER HOSPITAL INC. 33.00
PAT. CONTROL # 834006800 DIEDERICH
18283 2/07/2012 MIDWEST TAPE 496.74

INV # 2730522
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ACCT
GENERAL FUND CHECKING ATLL Checks
Posted From: 2/01/2012 From Account:
Thru: 2/16/2012 Thru Account:
Check Nbr Check Date Payee Amount

18284 2/07/2012 NEWS PUBLISHING COMPANY, INC. 821.99
AGENDAS, MINUTES, ORD. JOB OPENING

18285 2/07/2012 NEWS PUBLISHING COMPANY, INC. 132.00
ACCT # 99106838

18286 2/07/2012 NORTH SHORE BANK, FSB 280.00
FEB 6TH PAYROLL

18287 2/07/2012 NORTHERN LAKE SERVICE, INC. 166.80
INV # 209868

18288 2/07/2012 PITNEY BOWES INC 90.55
ACCT # 2098-7395-86-8

18289 2/07/2012 PURCHASE POWER 107.98
ACCT # B000-9090-0547-6721

18290 2/07/2012 RACHEL FURMAN 26.15
DANE CTY COURT JAN 30TH REIMBURSEMENT

18291 2/07/2012 RAY O'HERRON CO., INC. 372.22
INV # 1202345-IN

18292 2/07/2012 RDJ SPECIALTIES, INC. 55.68
INV # 033214 STICKERS

18293 2/07/2012 ROBERT FLANAGAN 40.00
FOOD PANTRY SUPPLIES - FAMILY DOLLAR

18294 2/07/2012 SOUTH CENTRAL LIBRARY SYSTEM 57.94
INV11-947 2012 BARCODE ORDER

18295 2/07/2012 STATE OF WISCONSIN 612.00
JANUARY REPORT

18296 2/07/2012 SUGAR RIVER BANK 200.00
BUTTS

18297 2/07/2012 THE MINNESOTA LIFE INSURANCE COMPANY 475.62
MARCH 2012 PREMIUM

18298 2/07/2012 WASTE MANAGEMENT OF WI-MN 13,730.73
ADDITIONAT, JANUARY CHARGES

18299 2/07/2012 WEAVER AUTO PARTS —~ NEW GLARUS 704.84
ACCOUNT # 90444

18300 2/07/2012 WEST CIRCLE BOOKS 349.26
CUSTOMER # 102485

18301 2/07/2012 WISCONSIN PROFESSIONAL POLICE ASSOCIATION, INC 159.00
FEBRUARY DUES # 243

18302 2/07/2012 WISCONSIN SUPREME COURT 625.00

MAY 1, 2012 THROUGH APRIL 30, 2013
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ACCT
GENERAL FUND CHECKING ALL Checks
Posted From: 2/01/2012 From Account:
Thru: 2/16/2012 Thru Account:
Check Nbr Check Date Payee Amount
18303 2/07/2012 WJZ CLEANING, LLC 440.00
INV # 5778 JANUARY CLEANINGS
18304 2/07/2012 WJZ CLEANING, LLC (2) 250.00
INV # 5779 JAN. CLEANINGS
18305 2/15/2012 *%¥* Test Check *** 0.00
Test Check *%x% YOID *** VOID ***x VOID *** VOID ***
18306 2/15/2012 BELLEVILLE SCHOOL DISTRICT 602,465.22
FEB TAX SETTLEMENT - DANE CTY PORTION
18307 2/15/2012 DANE COUNTY TREASURER (2) 157,283.42
FEBRUARY TAX SETTLEMENT ~ STATE PORTION
18308 2/15/2012 DANE COUNTY TREASURER (2) 1,960.20
AG CONVERSION 0508-333-2043-1
18309 2/15/2012 GREEN COUNTY TREASURER 69,436.43
FEBRUARY TAX SETTLEMENT - COUNTY PORTION
18310 2/15/2012 MADISON AREA TECHNICAL COLLEGE DISTRICT 109,210.39
FEB TAX SETTLEMENT - DANE CTY PORTION
ACHFEBDENT 2/01/2012 DENTAL INSURANCE 1,264.31
Manual Check ACH DENTAL INS FEB PREMIUM
Grand Total 1,009,338.25
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ACCT
GENERATL: FUND CHECKING ALY, Checks
Posted From: 2/01/2012 From Account:
Thru: 2/16/2012 Thru Account:
Amount

Total Expenditure from Fund # 100 GENERAIL FUND 965,561.13

Total Expenditure from Fund # 500 CAPITAL PROJECT FUND 8,782.55

Total Expenditure from Fund # 550 - WASTE MANAGEMENT 13,815.36

Total Expenditure from Fund # 600 WATER & SEWER 9,655.19

Total Expenditure from Fund # 650 STORM WATER UTILITY 727.47

Total Expenditure from Fund # 900 LIBRARY 10,646.45

Total Expenditure from Fund # 950 CEMETERY FUND 150.10

Total Expenditure from all Funds 1,009,338.25
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Account Balances:
General Fund (100)

Debt Services (300)

Debt Service Reserve Funds
Capital Projects (500)

TIF 3 (5610)

TIF 4 (520)

TIF 5 (530)

Waste Management (550)
Water/Sewer (600)
Stormwater (650)

CDA (720)

Lake Restoration (800)
Library (900)

Cemetery (950)

Monthly:
Expenditures:
Payroll:
Receipts:
Withholdings:

CHECKING SAVINGS CD ACCOUNTS TOTALS
$393,391.85  $2,063,107.70 $2,456,499.55
$57,689.30 $0.00 $57,689.30
$186,636.54 $186,636.54
-$316,735.35  $298,971.38 ($17,763.97)
-$175,198.03 $50,423.32 ($124,774.71)
-$9,017.33 $0.00 ($9,017.33)
-$16,465.63 $0.00 ($16,465.63)
-$89,374.26 $0.00 ($89,374.26)
$885,250.95 $538,775.31 $1,424,026.26
$3,237.80 $0.00 $3,237.80
$15,042.78 $361,039.53 $376,082.31
$170,994.40 $0.00 $170,994.40
$39,029.97 $0.00 $39,029.97
$32,716.18 $24,685.68 $57,401.86

$1,177,199.17

$1,401,943.25
$33,472.44
$1,659,757.08
$20,931.02

$3,337,002.92

$0.00 $4,510,964.29
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[image: image14.png]WATER AND SEWER TREASURERS REPORT
2012 as of JANUARY 1, 2012
Savings

Checking_ INTEREST

WATER

DESIGNATED FOR PROJECTS

2009 Water Main Project R00372027.0

2010 Hwy 92 project 2010 borrow 325000 net 310,062
SUB TOTAL

Reserve
Prior undesignated $173,708.58 & cash $22,400.20

GENERAL OPERATION
2011 Expense
2011 Revenue
2011 Public Fire Protect Rev
Miscellaneous Revenue
Intemnal Transfer Designated Projects
cash
SUB TOTAL WORKING CASH
INTEREST
TOTAL WATER

0.00

0.00

0.00

SA=00
CK=00

PREVIOUS
BALANCE

26,458.65
51,848.60
78,307.25

34,885.43
29,5632.30

0.00
64,417.73

0.00
0.00
0.00
0.00
0.00
297,336.65
297,336.65
0.00
440,061.63
0.00

JANUARY
MONTH

CURRENT
BALANCE

26,458.65
51,848.60

34,885.43
29,532.30
0

-7,532.46
15,615.07
8,436.60
2,351.51
0.00

-7,532.46
15,615.07
8,436.60

2,351.51 2011 estimated water
0.00
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DESIGNATED FOR PROJECTS
2010 Hwy 92 project village 2010 borrow 79,952
SUB TOTAL

WWTP R&R

Reserve
Future Clean Water Debt

TOTAL

GENERAL OPERATIONS
2011 Billing Revenue
2011 Expense
clean water monthly deposit
Transfer toffrom account
cash
SUB TOTAL WORKING CASH

Deduct Meter Revenue
Miscellaneous Revenue

Connection Fee (2011)

Remaining 2011 C Water 401457.43 & CONNECTION 4583.86
Monthly Revenue 2011

Clean Water Debt Payment

TOTAL CLEANWATER

INTEREST
prepaid 2473.49/prior yr exp 7645.32

TOTAL SEWER

WATER

SEWER

BANK STATEMENTS
WATER CD

SEWER CD

CD TOTAL

Jemy's Petty Cash
BALANCE SHEET

JANUARY INTEREST
600-00-11101-000-000
600-10-48110-419-000
600-20-43110-419-000

PREVIOUS
BALANCE

20,893.09
20,893.09

161,631.58

105,444.80
368,912.78

0.00
474,357.58

0.00
0.00
0.00
0.00
-115.400.48
-115,400.48

0.00
0.00
0.00

0.00

406,311.29
0.00
0.00
406,311.29

0.00
-15,761.04

932,032.02

0.00

0.00
440,061.63
932,032.02

1,372,093.65

0.00

0.00

0.00

25.00

1,372,118.65

DEBIT
0.00

CREDIT

0.00
0.00

CASH
WATER
SEWER

CURRENT
BALANCE

JANUARY
MONTH

105,444.80

368,912.78 peior rar 20071.00 & set sside connection 163041.78

59,299.13 69,299.13
-21,065.41 -21,065.41
-55,000.00

-55,000.00 January payment

0.00 0.00
0.00 406,311.29
55,000.00 January deposit

0.00
458,932.35

18,870.72
33,061.89
51,932.61 ;

0‘.06
0.00 25.00
51,932.61 1,424,051.26
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PERMIT FOR PARK USE '
y///ﬂ , \ ﬂ)
Application Date “M- 7 /20/;]\

7

NAME: B Wlov e AT rrmanis @/5}7- Q é %,
ADDRESS: 3%/ /M yo’s ) Jd
CITY: ﬁz/&@al/v@ee V)—T 21p CODE: 3350 5/

HOME TELEPHONE:  424-35%¥2
WORK TELEPHONE:  —

CELL TELEPHONE: —
WHAT AREA AND WHAT PARK DO YOU WISH TO USE?
Community Sugar Blaser Greenview %

(Circle one and mark area on map)

- WHAT TIMES DO YOU NEED THE PARK? (Le. 9:00 a.m. to 10:00 a.m) _/ - /O &ML = 5280 pwt/,

WHAT DATES DO YOU WISH TO USE THE PARK AND FOR WHAT
ACTIVITY?

=Jotwrdag - May 3~ 2012
e Vp@&—?,e,éy@a//baﬁ;& el .

" A Security Deposit of $100.00 will be requested at the time of your reservation.
Damage to parks will not be tolerated. You will be charged your security deposit if >

damage occurs.

I have read, understand and agree with the park rules

SIGNED: /Q 3 4,
****%{é;;é****************t?yéik***************************4************
MUST H POLICE AND PUBLIC WORKS APPROVAL PRIOR TO ISSUANCE OF PERMIT

Authorized by the following:

Village Hall Date
Police Date
Public Works Date

Village Board if the whole park is requested: Date Approved

Parks Committee for an ongoing event: Date Approved

Office Use Only: Security .Deposit Returned: Yes No Date
Comments:

K:\Parks\Park Use Permit Application 2009rev.doc March 4, 2009 Page 1 of 3



[image: image17.png]PLANNING COMMISSION REPORT

February §, 2012

HEARING ON CUP FOR CHRISTEN AND CHRISTEN AT 55 BOWLAVARD - There

was a great deal of input by the visitors. The main concerns expressed were noise and what
the building will look like. Mark and Jeff Christen said they would try to keep the southern
door closed as much as possible. What the building will look like will be dealt with at the
meeting for their site plan but those expressing concerns felt they could probably live with a
building that was similar to the complex there.

NEW BUSINESS

1.

2.

Duluth Trading Co. CSM at 1107 River St. — The PC approved a new CSM combining
the two adjoining lots to a single lot.

Duluth Trading Co. Site Plan at 1107 River St. — The PC approved the Site Plan
contingent on meeting all comments in the MSA Feb. 1 letter concerning said property
except for parking. Islands will be added to the parking area.

CUP for Christen Brothers (Christen and Christen) at 55 Bowlavard Avenue. The PC
approved the proposed CUP contingent on:

a. A site plan being approved by the PC.

b. Christen and Christen obtaining ownership of the property at 55 Bowlavard
Avenue.

¢. Christen and Christen obtaining an agreement with the owners of the adjoining
property for use of their parking lot for overflow of vehicles and another
entrance.

Landmark CSM at 321 5™ Avenue — The PC approved a new CSM combining the two
lots the business presently sits on to a single lot contingent on an amendment to their
present CUP be approved allowing “feed manufacturing and storage”. Feed
manufacturing and storage is presently happening on the one lot but is not specified in
the present CUP.

Preliminary discussion of CUP for Landmark at 321 5" Avenue. Landmark is asking
for two amendments:

a. An amendment to allow “feed manufacturing and storage”.

b. An amendment to allow the addition of a second dryer and two storage bins.
The following items need to be provided and may be part of the conditions in
the amendment.

i. Specifications for the dryer
ii. Specifications on location and size of proposed storage bins
iii. Site plan approval
iv. Landscape plan approval
v. Lighting plan approval
vi. Dependent on Christen Brothers withdrawing 7/15/11 complaint.

6. Discussion of proposed bed and breakfast and vacation home residential rental

ordinance. — The PC reviewed the proposed ordinance and made a few changes. The
PC will do a final review at the next meeting.



[image: image18.png]7. Annexation of parcel of land to be used for public recreation — The PC recommends
the Village purchase the proposed land.

8. Conservation Easement for lake/river islands — The PC recommends the Village move
ahead with establishment of a Conservation Easement for the area indicated on the
2/6/12 Montgomery Associates map. :

OLD BUSINESS :
1. Proposal for Intergovernmental Agreement between the Village of Belleville and the
Town of Montrose — Montrose has met and has 3 points it wants to discuss.
2. Proposal for 10-6-4 — Unincorporated Areas within Extraterritorial Plat Approval
Jurisdiction. - Nothing

Terry Kringle
PC Chairperson



[image: image19.png]BELLEVILLE PLAN COMMISSION
REGULAR MEETING MINUTES
WEDNESDAY, JANUARY 11, 2012
7:00 p.m
Belleville Village Hall, 24 West Main Street

Chairman Terry Kringle called the meeting to order. Members present were: Donna Moore, Tyler Kattre, Larry
Enlow, Ben Obrien and Mike Potts. Absent: Howard Ward. Professional staff present Bill Preboski.

Visitors: David Fahey, Jeff and Mark Christen, Jim Magrone, Mike Parkin, Randy Kyle, Herb Blaser and
Christine Lade.

Terry introduced Mike Potts as the new member who replaced Lance Williston.

Motion by Donna Moore, seconded by Larry Enlow, to approve the November 9, 2011 minutes as
printed. Motion carried.

The next meeting will be February §, 2012.

Clarification of Belleville Community Bank site plan

The handicap sidewalk was changed to only one on the west side rather than one on each side of the entrance
due to the placement of their sign. The drive up was moved north to the edge of the building because of a
stacking problem for cars. Motion by Ben O’Brien, seconded by Tyler Kattre to approve the modifications
of the site plan. Motion carried.

Initial discussion of annexation of parcel of land to be used for public recreation

The Village has been in discussion with Don Cosgrove to purchase some land to the south of the river almost to
the point where the river enters the lake. The Village might need to allow some kind of hunting or trapping on
this land to satisfy the grant. The Village has obtained a grant from the state for the purchase so there will be
little cost to the Village. Motion by Tyler Kattre, seconded by Larry Enlow to recommend to the Village
Board to purchase this property and recommend they change the zoning to P-R (Public Recreation).
Motion carried.

Bed & Breakfast, vacation home rental and similar residential rental ordinance

Jim Magrone of 140 River Street was present. He would like to rent out the bottom half of his home as a
vacation home and they would have full use of his home. There is no inside connection to the upstairs
apartment. His home is being used as a two family residence. He would like to bring people from all over the
world here. We have our lake and bike trail, New Glarus, Mt. Horeb and Wis Dells are all close by for many
other tourist attractions. Jim would not be on site when it is rented so it is not comparable to a B & B where the
owner is on site and furnishes a breakfast. A B&B rental unit is usually just a room where his would be the
entire first floor of his home. He has parking for 3-4 cars. He would rent from 7 days to a maximum of 6 weeks
from April 1 to September 30. He has 3 bedrooms and a pull out couch that could be used. He would leave
numbers where he can be reached within 30-60 minutes in addition contacts for a plumber or electrician. He
would have someone take care of the lawn in his absence. He stated his surrounding neighbors approved of this
and did not have a concern. He could limit it to 8 people. His concern was what he needs to do. We do not
have anything in our ordinances that address a “vacation home” or Bed & Breakfast rentals. He wanted to
know if he needs to be rezoned, needs a conditional use permit, needs some kind of a permit or license, or needs
a variance for a 4x4 up-lighted sign on both sides. His home is in non compliance with our zoning code and it




[image: image20.png]needs to comply. He needs to apply for a Conditional Use Permit for a conversion of a single family residence
to a two family residence in the R-SM residential district that would make it a conforming use. He would need
a variance for the 16 sq. ft sign. Our present ordinance allows an 8 sq’ ft. sign. Bill preboski said we could just
add NAICS code 721191 Bed-and-Breakfast Inns up to 4 bedrooms and then we would not have to add one to
our ordinances. Jim did not know if this would follow state codes because Terry could not find any. Terry said
we should list some administrative codes and have a conditional use to operate this business. In the conditional
use we could list some of the restrictions and codes that need to be in place. They may need a yearly permit.
Terry referred to the sample 415-41, the bottom sample has pretty simple definitions for a Bed & Breakfast
establishment but would need to add D for all other types of rental places and must comply with Chapter DHS
197 and 195 Wis. Adm. Code relating to hotels, motels, and tourist rooming houses. Terry suggested a timer
for the lighted sign to go off at a certain time at night. It was suggested a down lighting like a piano light.
Terry will put together something to finalize in February with a Public Hearing in March. We should include in
the B&B and Tourist Vacation house definitions a sign up to a certain size, possibly 16 sq ft. in our sign
ordinance. Bill would recommend an ordinance amendment to add the language for the B&B and vacation
homes. March public hearings: Definitions,(Include sign) (Class 2), CUP for the 2 family residential unit
(Class 1) and CUP for the new establishment. (Class 1) Ordinance recommendation has to go to Village Board
for approval. It was suggested to use the wording of maximum occupancy of 8 persons rather than 2 persons
per bedroom, but changed because there may be different sized homes. Occupancy can be limited in a
permit/CUP issued by Village.

Initial discussion about site plan and CUP for Christen Brothers

Jeff & Mark Christen were present. They would like to build a new vehicle repair shop at the corner of
Highway 69 and Bowlavard Avenue. The address would be 55 Bowlavard Avenue since there front door
entrance is on Bowlavard Avenue and not River Street. They would need a CUP for this type of business in a
B-G zoned district. They provided a preliminary site plan for the placement of the building. The site plan
would contain lighting, landscape, sidewalks, entrances & exits, stormwater, position of building, parking, truck
traffic, and elevation of building. They have placed the building as needed for the vision corner. There are no
setback requirements in a B-G zoning district except from DOT for the state highway. As a rule of thumb, the
setbacks are to mimic what is already in place. There are Village Wide Design Guidelines to follow. They
have talked to the owner of the grocery store and they will work something out for over flow parking. The
entrance will be from Bowlavard Avenue with another from the grocery store drive on the west and one from
the grocery store parking lot on the north. They have entrances into the building on all four sides. They need to
check with DOT on the setback requirement from the highway for the entrance on Bowlavard Avenue. They
will need some landscaping along Bowlavard Avenue, across from the residential district. The dumpster will be
screened on the north side of the building. It will be a steel building 135 x 80” x 17’high. The
showroom/office will be on the southwest side of the building. There is a stormwater catch basin right next to
the lot line and it wouldn’t be a big deal to put one into the lot. They should speak to Kevin Lord of MSA
regarding the stormwater. The Plan Commission will hold the CUP hearing February 8, and address the site
plan March 14. We will review the present conditions on their Conditional Use they presently have for their
property in Greenway Cross Court. The CUP stays with the lot/building so we need to think about any future
use of the building. Snow removal will probably have to be placed on one of the parking stalls or to the grocery
store parking lot. Fire trucks can drive around the entire building. The air conditioner compressor will be
outside but the heating units will be radiant heat units inside.

Proposal for Intergovernmental Agreement between the Village of Belleville and the Town of Montrose
Terry stated the Town of Montrose is taking this back to their governmental body and talk to some of the people
who are going to be affected by this so it is in their hands right now. At this point, we are waiting for them.




[image: image21.png]Proposal for 10-6-4 — Unincorporated Areas within Extraterritorial Plat Approval Jurisdiction.
This is dependant on what happens with the Intergovernmental Agreement with the Town of Montrose.

Motion to adjourn by Donna Moore, seconded by Larry Enlow. Motion carried.

Submitted, Mary Austin
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Community Economic and Development Committee
Minutes
January 12,2012
Village Hall

Present: Randi MacLeod, Herb Blaser, Jerry Jansen, Scott Hayes, Keith Lehnherr, Rick
Francois, Mike O’Connor, Diane O’Connor, Christine Lade, and
Johan Veeneman.

Excused Absence: Howard Ward and Jim Schmitz
Meeting called to order by Chair, Judy Bacha at 7:04 AM.

Christine Lade from Edward Jones was invited to attend by Keith Lehnherr. Christine
provided the members with a short bio.

Scott Hayes moved to approve the December 8, 2011 minutes as written. Rick Francois
moved to second.

Judy Bacha informed the members of the upcoming joint meeting of the CDA, Economic
Development, and Chamber of Commerce on the 26" of January at 6 PM. Judy also
made available the national statistics on the health of the economy for the members
review.

In preparation for the joint meeting, the members voiced their ideas as to what the
committee should work on in calendar 2012. Those ideas are as follows:
Promoting “Buy Local” on a consistent basis — Scott Hayes
May 5™ s garage sale day with live music in Library Park; recruit 20 local
Businesses to set up booths in Library Park — Christine Lade and Keith
Lehnherr
Develop a business sustainability policy — Scott Hayes
Assist in the development of the Village web page and finalize the “In Business”
supplement — Johan Veeneman
Tie the commercial inventory in the Village with Thrive and Green County
Development Corporation — Johan Veeneman

Rick Francois stated a number of residents are employed with Epic Systems in Verona.
Rick suggested having a conversation with those folks on the merits of living in
Belleville. Judy Bacha suggested scheduling a tour of the facility for its members. Rick
Francois volunteered to set it up with Epic.
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Herb Blaser made a motion to adjourn. Johan seconds the motion.
Meeting adjourned at 8 AM.
Respectfully submitted,

Judy Bacha, Chair
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Village of Belleville

GEC Job No.: 113-106

2012 Building Permit Applications

Date Permit # Class Address Owner/Contractor Est.Cost Description GEC Fee Fee
1/12/2012 | 12-01-13-106 130 516 SUGAR AVE STEWART RELVEA $1,000.00 | WATER SOFTENER $0.00 $25.00
1/12/2012 | 12-02-13-106 131 244 NORTHSHORE DR SHARON MANION $1,000.00 | ELECTRIC $67.50 $73.50
1/19/2012 | 12-03-13-106 125 206 FOURTH ST LISA KOETH $6,000.00 | ALTERATIONS $0.00 $25.00
1/19/2012 | 12-04-13-106 122 5 N. HARRISON ST GLADYS YAEGER $3,500.00 | HVAC $60.00 $66.00
1/19/2012 | 12-05-13-106 434 536 SUGAR AVE DAVID MYERS $5,000.00 | BASEMENT FINISH $82.50 $90.00
1/26/2012 | 12-06-13-106 131 5 N HARRISON ST GLADYS YAEGER $1,000.00 | ELECTRIC $67.50 $73.50

Total Month Permit Fees January $277.50 $353.00
Total Permit Fees YTD $277.50 $353.00
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February 2, 2012

Members Present: Herb Blaser, Terry Kringle, Rick Francois, Mike O‘Connor, Bob Sorge

1. Review pledge record

a. The pledges are pretty much up to date. If you remove the in-kind donations we
have cash pledges of $603,355 of which we have received $332,346.52. The
reason there is an odd number of dollars is because when pledges are paid with
a credit card the cost of using that card is deducted from amount paid into our
account at MCF.

b. On the Pledge Record report the cash pledges need to be separated from the in-
kind pledges to give a more accurate picture of what cash we have and will have
available for the projects.

2. Review projects and their funding

a. The Village has taken $270,000 from fund raising to pay for the river dredging
and park work. '

b. The VB needs to look at the priority listing that was previously established and
determine if fund raising funds are to be used for projects other than what is
listed. The projects and order of priority for the fund raising are:

i. Parkrestoration - $30,000 ($29,265 actual)
ii. Additional dredging in west lake - $160,000 ($146,355 bid)
iii. Foot bridge - $300,000
iv. Bathrooms in Community Park - $70,000
v. Engineering for above projects - $200,000
vi. TOTAL FOR ABOVE - $760,000
The first two projects are finished, or presently being work on, and money
($270,000) has been withdrawn from MCF to pay for them along with
associated engineering and other costs.
3. Prospectreview

a. The members believe there are still a few prospective donors that need to be

finalized before going to the public portion of the fund raising campaign.
4. Next phase of fund raising "

a. Create subcommittee for mailer — Will look into using a company

b. Create subcommittee for grand opening - Nothing

c. Nextphase

i. Terry has about 3000 names in the database. We need to try and find
more alumni addresses. The members were given a list of business and
organizations that needs to be culled.

ii. The goal for the public portion of the fund raising is to do that in March.
The VB will need to authorize the expenditure for this, which could be as
high as $5000. The actual expense will depend on how many letters are
sent out and how many things are included in the envelop.
5. Permanent recognition - Nothing
6. Open discussion - Nothing
7. The next meeting will be February 16 at 5:00 p.m.

Submitted by:
Terry Kringle
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Village of Belleville Lake Projects
Updated November 10, 2011

Year Total Authorized Total Remaining
Construction Contract 2010-2011 $2,193,149.72 $2,140,579.72 $58,024.11 (Includes Changes Orders 183)
Community Park Grading 2011 $29,265.00 $29,265.00 $1,463.25 Change Order 2
Dam Spillway Construction 2011 $112,400.00 $105,890.00 $5,294.50 Change Order 4
Sanitary Sewer 2011 $17,935.00 $16,668.00 $833.40 Change Order 5
Temporary Boat Access 2011 $885.00 $885.00 $44.25 Change Order 6
"Total" is the estimated final contract price including all pay requests. "Remaining" is the retainage
Total Advance Contract 2010-2011 $2,353,634.72 $2,293,287.72 $65,659.51 that will be paid at final payment and is included in the "Total" contract.
$65,6569.51
MARS Construction Services 2010-2012 $147,200.00 $141,312.00 $5,888.00 Project closeout and FEMA Submittal remaining
FEMA LOMR-F Submittal Fee 2012 $5,000.00 $5,000
Dam Spillway Engineering 2011 $90,410.50 $86,218.95 $4,192 Includes Construction Related Services
Additional
Additional ltems Restoration Work Lake Monitoring
Long Term previously on DNR coverage West Lake
Restoration construction and Lake Aquatic  Berm/Structure  Habitat ~ Dredging +
Year Total Confract + CRS' contract (Proposed) Monitoring? Planning Grant Fishery® Vegetation® Maintenance Maintenance CRS®
2011 $147,024 $20,540 $11,602 $14,600 -$500 $3,875  $11,055 30~ $0* $85,852
2012 $138,280 $22,822 $12,975 $29,000 -$12,500 $0 $6,000 $0* $0* $79,983
2013 $112,187 $88,787 $32,900 -$12,500 $0 $3,000 $0* $0*
2014 $64,671 $46,671 $15,000 $0 $3,000 $0* $0*
2015 $35,980 $0 $21,800 $0 $3,000 $2,180 $9,000
2016 $8,670 $0 $1,000 $0 $3,000 $2,180 $2,490
2017 $9,170 $0 $1,000 $0 $3,000 $2,180 $2,990
2018 $21,804 $0 $1,000 $0 $3,000 $2,180 $15,624
2019 $8,320 $0 $1,000 $0 $3,000 $2,180 $2,140
2020 $16,670 $0 $4,000 $5,000 $3,000 $2,180 $2,490
2021 $18,320 $0 $1,000 $10,000  $3,000 $2,180 $2,140
2022 $8,670 $0 $1,000 $0 $3,000 $2,180 $2,490
2023 $13,420 $0 $1,000 $0 $3,000 $2,180 $7,240
2024 $8,670 $0 $1,000 $0 $3,000 $2,180 $2,490
2025 $8,320 $0 $1,000 $0 $3,000 $2,180 $2,140
TOTAL $620,176 $178,820 $24,577 $126,300 -$25,500 $18,875  $56,055 $23,980 $51,234 $165,835

* Included in proposed long term restoration contract cost

Notes: Maintenance costs will extend beyond 2025 and will consist of minimal monitoring, spot removal of invasive species, and berm/structure

1. Includes MARS CRS contract for $16,820.

2. 2011 - 2015 includes monitoring contract & additional Lake Planning Grant monitoring activities w/ grant offsets. See Grant reembursement next column.
3. Includes fish stocking from Gollum ($2,000) approved and incurred and 2 fish transfers this fall ($1875), incurred but not approved.

4. Year 2011 includes incurred cost for emergent seeding ($6,800) and aguatic vegetation ($2,000). Also includes incurred work for installing

aquatic vegetation ($2,255) which hasn't been approved. Year 2012: $4000 additional vegetation + 2x $1000 weed harvesting. Year 2013-2025
$1000 misc. expenses and 2x $1000 weed harvesting.

5. Includes MARS Construction Related Services of $19,500. Cost split between years is an estimate. Sewer pipe installation cost NOT INCLUDED

P:\1428 Lake Belte View Restoration Planning Assistance\1428-11 Lake Belle View Monitoring\AdminiLake Project Cost by year_Updated2
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2/16/2012K:\Audit\Audit 2011\40 2 Lake Historical Year End Report
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$14,392.38
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$14,302.2
$30,000.C
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$17,935.0
$1,620.0
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$2,598,388.00|

[LAKE PROJECT COST _

CURRENT REVENUE SOURCES

Local Tax Money

$1,840,330.41

Grants

$590,988.00

Pre-fund raising pledges

$25,000.00

Previous Lake Restoration Fund

$13,857.04

TOTAL

$2,470,175.45

This is less $100,000 due to loss of a previous pledge.

PRE-FUNDRAISING PLEDGES

#uaa#H##HE (Additional revenue needed for lake project)

CONT.

DATE OF

TOTAL TODATE CONT.

Rosemary Gall

$25,000.00] $25,000.00] #t#####4 |

w\m:o\_w_muoo of this flowed through MCF. MCF paid this to the Village.

IN KIND DONATIONS

Herb & Luane Blaser - Land $28,000.00f $28,000.00
*Montgomery Associates $43,455.00{ $71,455.00
*Montgomery Associates - Olson $2,200.00} $73,655.00
*Montgomery Associates - Credit Memo $7,891.25| $81,546.25
*MSA (Community Park Portion of Park Stud) $4,000.00f $85,546.25
*Included in table below
_ CENT NUMBER | DATE TOTAL
OF TOTAL | PLEDG OF OF CONTRI- [DATE OF| CONTRI-
PLEDGE TOTAL |$1,200,00 CASH CASH E PAYMENT]| PLEDG | BUTIONS | LAST [BUTIONS TOj IN KIND
FUND RAISING PLEDGES AMOUNT PLEDGES 0 PLEDGES | PLEDGES | YEARS S E TO DATE | CONT. DATE TO DATE
Anderson Processing $20,000.00{ $20,000.00 1.67%| $20,000.00( $20,000.00 One $20,000.00 3/8/11 $20,000.00
Anonymous $50.00f $20,050.00 1.67% $50.00f $20,050.00 $50.00 4/20/11 $20,050.00
Anonymous | $25,000.00] $45,050.00 3.75%| $25,000.00f $45,050.00 One $25,000.00f 10/20/10 $45,050.00
Anonymous 2 $25,000.00] $70,050.00 5.84%| $25,000.00] $70,050.00 Four $13,000.001 12/30/11 $58,050.00
Anonymous 3 (Mike & Cindy O'Connor) $5,000.00] $75,050.00 6.25%| $5,000.00| $75,050.00 One $3,600.00| 12/30/11 $61,650.00
Argall Dairy Systems, Inc. $7,500.00] $82,550.00 6.88%| $7,500.00] $82,550.00 $2,500.00 6/15/11 $64,150.00
Belleville Community Club $50,000.00( $132,550.00] 11.05%] $50,000.00]$132,550.00 10 $64,150.00
Blaser, Herb & Luane $50,000.00]| $182,550.00] 15.21%] $50,000.001$182,550.00 2 One 9/23/10] $50,000.001 12/17/10] $114,150.00
Cate, Eugene and Lori $3,600.00]$186,150.00f 15.51%] $3,600.00/$186,150.00 3 Monthly 2/15/11  $1,200.00 12/21/11] $115,350.00
Duluth Trading ( Steve Schlect) $75,000.001 $261,150.00f 21.76%| $75,000.00]|%$261,150.00 2 2 7/11/11] $37,500.00 7/00/11  $152,850.00
Eyeball Machine Co. (Ace, David) $2,000.001$263,150.00] 21.93%} $2,000.00(3$263,150.00 7/26/11f  $2,000.00 7/26/11 $154,850.00
Fahey, Phil $100.00}1$263,250.00) 21.94% $100.00{ $263,250.00 $96.76 12/1/10[  $154,946.76
Federated Youth Foundation, Inc. $2,000.00] $265,250.001 22.10%| $2,000.00}$265,250.00 $2,000.00] 12/31/101 $156,946.76
Francois Family $150,000.00] $415,250.00] 34.60%]$150,000.00{ $415,250.00 4 Annual 9/9/10] $73,500.001 12/31/11| $230,446.76
Funseth, Lena & Casey $1,500.00{$416,750.00] 34.73%| $1,500.00($416,750.00 3 Monthly 10/710 $500.04] 12/15/11 $230,946.80
Gall, Rosmary $12,500.00( $429,250.00f 35.77%]| $12,500.00}$429,250.00 $12,500.00 2/2/11}  $243,446.80
Goke, Rodger & Kim $10,000.00]$439,250.001 36.60%{ $10,000.00|$439,250.00 2 Annual 3/7/11H  $5,000.00 3/7/11]  $248,446.80
Haak, Steve and Becky $1,500.00] $440,750.00] 36.73%| $1,500.00]|$440,750.00 $248,446.80
Jenkins Engineering - In Kind $75,000.00]$515,750.00{ 42.98% $440,750.00 One $248,446.80
Kittleson, Richard and Darlene $5,000.007 $520,750.00f 43.40%| $5,000.00]$445,750.00 2 Annual 5/15/11  $2,500.00 5/26/11f  $250,946.80
Koch, Chad $200.00[$520,950.00| 43.41%|  $200.00 $445,950.00 $194.72| 8/12/2011] $251,141.52
Kringle, Terry & Jean $3,000.00] $523,950.00] 43.66%| $3,000.00]$448,950.00 3 Annual 9/30/10] $2,000.00] 12/28/11| $253,141.52

C:\Documents and Settings\april\Local Settings\Temporary internet Files\OLK1D2\Pledge Record
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Land O'Lakes Foundation $2,000.00] $525,950.00f 43.83%| $2,000.00| $450,950.00 $2,000.00| 12/31/10 $255,141.52

Landmark Services Cooperation $2,000.00($527,950.00] 44.00%| $2,000.00{ §452,950.00 $2,000.00} - 12/31/10| $257,141.52

Lathrope & Clark $1,000.00] $528,950.00{ 44.08%| $1,000.00| $453,950.00 $1,000.00] 11/19/10 $258,141.52

Loertscher, Gary & Sue $500.001$529,450.00f 44.12% $500.00] $454,450.00 One $500.00] 10/28/10] $258,641.52

Lusk, Don & Laurine $300.00] $529,750.00| 44.15% $300.00| $454,750.00 Annual 9/30/10 $100.00 10/4/10] $258,741.52

Lynn, Gene E. $1,000.00]| $530,750.00| 44.23%| $1,000.00{$455,750.00 $1,000.00 8/19/11] $259,741.52

Madison Community Foundation $30,000.00] $560,750.00] 46.73%| $30,000.00§ $485,750.00 One 9/9/10| $30,000.00| 12/15/10| $289,741.52

Miscellaneous - Bowling Fundraiser $1,105.00}$561,855.00] 46.82%| $1,105.00]$486,855.00 One $1,105.00 5/6/10] $290,846.52
*Montgomery Associates - 2010 In Kind $53,546.58| $615,401.58] 51.28% $486,855.00 $53,546.25| 10/21/10] $344,392.77] $53,546.25

Montgomery Associates - 2011 In Kind $5,000.00] $620,401.58] 51.70%]| $486,855.00 One $344,392.77

Montrose - For Pedestrian Bridge $20,000.001$640,401.58] 53.37%| $20,000.00§ $506,855.00 10/4/11 $344,392.77
*MSA - In Kind (Part of park plan work) $4,000.001$644,401.58] 53.70% $506,855.00 $4,000.00 $348,392.77] $4,000.00

Nicholson, Bliss (In kind) $20,000.00]| $664,401.58] 55.37% $506,855.00 $348,392.77

Olson, Becky $50.00] $664,451.58] 55.37% $50.001 $506,905.00 One $50.00 7/29/10] $348,442.77

Prairieland Dairy (Chuck Fahey - Jerry Buits) $50.00] $664,501.58] 55.38% $50.00] $506,955.00 $50.00) 12/13/10{ $348,492.77

Schlecht, Steve and Marianne $75,000.00{$739,501.58] 61.63%]| $75,000.00] $581,955.00 2 7/11/11] $37,500.00 7/11/11|  $385,992.77

Schmitz, Jim $10,000.00] $749,501.58] 62.46%| $10,000.00]$591,955.00 6/6/11 $385,992.77

Stafford Rosenbaum LLP $5,000.00} $754,501.58] 62.88%| $5,000.00{ $596,955.00 Annual 6/6/11] $1,500.00 6/13/11| $387,492.77

Sugar River Bank of New Glarus $6,000.00] $760,501.58} '63.38%| $6,000.00|$602,955.00 Annual 2/16/11]  $2,000.00 2/18/111 $389,492.77

Tensar International $400.001$760,901.58] 63.41% $400.00] $603,355.00 $400.00 2/1/111  $389,892.77

TOTAL CONTRIBUTIONS TO 12/31/11  $389,892.77

LESS IN KIND MONEYTO DATE ~ -$57,546.25

CASH CONTRIBUTIONS TO DATE  $332,346.52

MCF ADMINISTRATIVE FEE 1/18/11 -$125.00

MCF ADMINISTRATIVE FEE 12/15/11 -$2,700.00

DISTRIBUTED TO VILLAGE 1/18/11  -$12,500.00

DISTRIBUTED TO VILLAGE 12/15/11 -$270,000.00

BALANCE 12/31/11 $47,021.52

MCF BALANCE 12/31/11 $47,021.52
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April Little

From: Siggi Sigmarsson [Siggi@ma-rs.org]

Sent: Thursday, February 02, 2012 1:09 PM

To: Simone.E . Kolb@usace.army.mil

Cc: April Little; Peterson, Cami L - DNR

Subject: Lake Belle View Restoration Project Special Condition 8

Attachments: ConservationEasementOptions_01-23-2012.pdf; Covenant Model 9.9.08.pdf

Simone,

As part of complying with the conditions in our USACE permit for the Lake Belle View Restoration
project, we need to provide a conservation easment or covenant for 4.56 acres of created/restored

floodplain forest as per special condition 8:

"As compensatory mitigation to offset the unavoidable loss of 3.94 acres of open water and 0.41 acre of
floodplain forest; 4.56 acres of restored/created floodplain forest shall be protected in perpetuity by
covenants or conservation easement that prohibits incompativel uses. The protected area shall be in a
contiguous area and shall be selected in coordnation with and receive prior approval from the Corps of
Engineers. The approved covenants or easement shall be recorded within 60 days of the completion fo
the earthwork and construction, and a certified copy of the recorded covenant shall be returned to this

office.”

Attached is the area that the Village is proposing to be protected to meet this special condition. Please
let us know if this is acceptable to you.

Anthony Jernigan had provided us with a template of a USACE conservation covenant model (see
attached) that the Village would use to meet this condition. Please let me know if this language is

acceptable to you.

Once we get a confirmation from you we'll prepare a legal description of the property boundary shown
attached along with a covenant following the attached model for the Village to approve this
conservation easement at the planning commission on February 8th and a Village Board meeting on
February 20.

Hope to hear from you soon.

Thanks,
Siggi Sigmarsson, P.E., LEED AP

Water Resources Engineer
siggi@ma-rs.org | http://www.ma-rs.org

Montgomery Associates Resource Solutions, LLC
119 South Main Street | Cottage Grove, W1 53527
Phone: (608) 839-4422

Fax: (608) 839-3322

Cell: (608) 695-2404

2/16/2012
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April Little

From: Siggi Sigmarsson [Siggi@ma-rs.org]

Sent: Tuesday, February 07, 2012 10:34 AM

To: Kolb, Simone E MVP

Cc: Jernigan, Anthony D MVP; April Little; Jeff Hruby

Subject: RE: Lake Belle View Restoration Project Special Condition 8 (UNCLASSIFIED)

Attachments: ConservationEasementOptions_02-06-2012.pdf

Simone,

Per our conversation on Friday, attached is a map showing a revised Option 1 area for the compensatory
mitigation on the Lake Belle View Restoration Project. This revised area includes the credit calculations
that we discussed and is shown in the following table:

Compensatory Wetland Mitigation Credit Calculation
Area (Acres) credit % of Credit

. Restored/Created Wetland Forest (1.1 Area Credit) 3.24 3.24 69%

- Enhanced Wetland Forest (3:1 Area Credif) 3.61 1.20 26%

- Upland Buffer (4:1 Area Credit) 1.00 0.25 5%
Total 7.84 4.69 100%

The restoration activities for the restored/created wetland forest and the upland buffer are included in
the Mitigation and Restoration Plan for the Lake Belle View Restoration Project, September 2009
(Revised April 2010). The existing island maintenance is also mentioned in the Mitigation and
Restoration plan as invasive species removed from the "old islands". However, as requested, more
specific description of the maintenance activities in the existing wetland forest areas is described below
and is extracted from the current 4-year vegetation maintenance contract:

Existing Wooded Areas Vegetation Management Activities (2011 - 2014):

e Woody Invasive Control — eradication of woody invasive species in existing wooded areas

e Herbaceous Invasive Control - eradication of herbaceous invasive species in existing wooded
areas -

e Restoration of any disturbed areas as a result of vegetation maintenance operations.

e Spot herbicide treatment in existing wooded areas as necessary to control the development of
perennial, noxious or invasive weeds throughout the restoration area.

e Mowing in existing wooded areas as necessary to control the development of annual weed seed
throughout the restoration area.

e Prescribed burn will be carried out including all associated burn plans and regulatory compiiance,
burn breaks and traffic control in Existing Wooded Areas.

Final Acceptance Criteria for Existing Wooded Area Vegetation Management Activities:
e The Existing Wooded Areas will have been eradicated of woody invasive species to the point
where less than 10% of the areas has actively growing invasive woody species.
e The entire project area will have less than 10% coverage by perennial weed species and less than
20% coverage by annual weed species.

Please let me know if this is acceptable to you and | can present this to the Village planning commission
and Board for approval tomorrow and next week.

2116/20172
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Thanks,

Siggi Sigmarsson, P.E., LEED AP
Water Resources Engineer
siggi@ma-rs.org | http://www.ma-rs.org

Montgomery Associates Resource Solutions, LLC
119 South Main Street | Cottage Grove, WI 53527
Phone: (608) 839-4422

Fax: (608) 839-3322

Cell: (608) 695-2404

————— Original Message-----

From: Kolb, Simone E MVP [mailto:Simone.E.Kolb@usace.army.mil]

Sent: Friday, February 03, 2012 10:12 AM

To: Siggi Sigmarsson

Cc: Jernigan, Anthony D MVP

Subject: RE: Lake Belle View Restoration Project Special Condition 8 (UNCLASSTIFIED)

Classification: UNCLASSIFIED
Caveats: NONE

We generally would prefer an area under the most threat of development or
work, all things being equal. What is the reasoning behind choosing Option 1?
Also, the way the condition reads, there must be 4.56 acres of unforested
area that can be made into a forested wetland. There are areas of existing
forested wetland in all of your options, but they cannot be counted toward
this total. So, subtracting the existing forested wetland, are there 4.56
currently unforested wetland acres that can be planted to a forested wetland
in each of these options?

‘Regarding the covenant, so long as the language is not changed from what we
sent you, with the exception of the parts of the covenant that need to be
filled out, it is acceptable to us.

Simone Kolb
Project Manager
Dane, Iowa, lLafayette, and Green counties

U.S. Army Corps of Engineers
20711 Watertown Rd., Suite F
Waukesha, WI 53186

(262) 717-9539
FAX: (262) 717-9549

2/16/2012
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[image: image35.png]CREATION AND GRANT OF
COVENANTS

This GRANT OF THESE COVENANTS is made by ,
residing at (hereinafter referred to

collectively as the "Covenantor") to the St. Paul District of the United States Army Corps of
Engineers, (hereinafter referred to as "Government").

WITNESS THAT:

WHEREAS, the Covenantor is the owner in fee of certain real property located in the
County of , in the State of , described more
particularly as follows, and referred to herein as the "Conservancy Area":

WHEREAS, the Covenantor desires and intends that the natural elements and the ecologiéal
and aesthetic values of the Conservancy Area be maintained and improved in accordance with the
terms and conditions of these Covenants; and

WHEREAS, the Covenantor and Government both desire, intend and have the common
purpose of conserving and preserving in perpetuity the Conservancy Area in a relatively natural
condition by placing restrictions on the use of the Conservancy Area and by assigning from the
Covenantor to the Government, by the establishment of these Covenants, affirmative rights to
ensure the preservation of the natural elements and values of the Conservancy Area; and

WHEREAS, the Covenantor has received Department of the Army permit number
! or other valuable consideration for the making of these Covenants.

NOW THEREFORE, the Covenantor, for valuable consideration received, does hereby
establish, give and assign to the Government an assignable right to enforce the following restrictions
against the Covenantor, its successors and assigns if any; any third party holding, or professing to
hold, any legal or equitable title to the Conservancy Area; or any trespasser or interloper committing
any act on or near the premises inconsistent with these covenants:

1 1f the Covenantor is not the Department of the Army permittee, insert “XXXX” in this blank.



[image: image36.png]a. The right of the Government to enforce by proceedings at law or in equity the
Covenants hereinafter set forth. The right shall include but not be limited to,
the right to bring an action in any court of competent jurisdiction to enforce the
terms of these Covenants, to require the restoration of this property to its natural
condition or to enjoin non-compliance by appropriate injunctive relief. The
Government does not waive or forfeit the right to take action as may be necessary
to ensure compliance with terms of these Covenants by any prior failure to act.
Nothing herein shall be construed to entitle the Government to institute any
enforcement action against the Covenantor for any changes to the Conservancy Area
due to causes beyond the Covenantor’s control and without the Covenantor's fault or
negligence (such as changes caused by fire, flood, storm, civil or military authorities
undertaking emergency action or unauthorized wrongful acts of third parties).

b. The right of the Government, its contractors, agents and invitees, to enter the
Conservancy Area, in a reasonable manner and at reasonable times, for the purpose
of inspecting the Conservancy Area to determine compliance with these Covenants.

AND IN FURTHERANCE of the foregoing affirmative rights, the Covenantor makes the
following covenants on behalf of itself and its heirs, successors and assigns, which covenants shall
* run with and bind the Conservancy Area in perpetuity:

COVENANTS

a. USES. There shall be no commercial, industrial or residential activity undertaken or
allowed within the Conservancy Area.

b. BUILDINGS AND STRUCTURES. There shall be no buildings, dwellings, barns,
roads, advertising signs, billboards or other structures built or placed in the Conservancy Area.

c. TOPOGRAPHY. There shall be no dredging, filling, excavating, mining, drilling or
removal of any topsoil, sand, gravel, rock, minerals or other materials. There shall be no plowing or
any other activity that would alter the topography of the Conservancy Area.

d. DUMPING/DISPOSAL. There shall be no dumping of any waste, trash, ashes,
garbage or other material that is unsightly, offensive or incompatible with the natural character of
the Conservancy Area.

e. WATER. The hydrology of the Conservancy Area will not be altered in any way or
by any means including pumping, draining, diking, impounding or diverting surface or ground
water into or out of the Conservancy Area.

f. AGRICULTURAL USES. No plowing, tilling, cultivating, planting, timbering, or
other agricultural activities may take place within the Conservancy Area.

g. The Covenantor is responsible for compliance with all federal, state and local laws
governing the safety and maintenance of the property, including the control of noxious weeds
within the Conservancy Area.



[image: image37.png]h. There shall be no operation of any motorized watercraft, vehicle, or equipment
within the Conservancy Area.

. VEGETATION. Except in conjunction with the authorized uses set forth in
paragraph g. above, there shall be no removal, cutting, mowing or alteration of any vegetation or
change in the natural habitat in any manner.

NOTWITHSTANDING the foregoing restrictions, the Covenantor may construct
and maintain any project features or mitigation features expressly required by

RESERVED RIGHTS

These covenants do not convey any ownership interest in the Conservancy Area to the
Government nor require the Covenantor to allow the general public to enter upon or use the
Conservancy Area.

The Covenantor and Covenantor's invitees may hunt and fish in the Conservancy Area so
long as they comply with the terms and conditions of these Covenants and all federal, state and local
game and fishery regulations.

Nothing herein shall be construed as limiting the right of the Covenantor to lease, sell, give
or otherwise convey the Conservancy Area, or any portion or portions thereof, provided that the
conveyance is subject to the terms of these Covenants.

GENERAL PROVISIONS

These Covenants shall run with and burden the Conservancy Area in perpetuity and shall
bind the Covenantor and Covenantor's heirs, successors and assigns. These Covenants are fully
valid and enforceable by any assignee of the Government, whether assigned in whole or in part.
Said assignment may be by operation of law or by written notice of assignment to the Covenantor.

The Covenantor warrants that it owns the Conservancy Area in fee simple, and that
Covenantor either owns all property interests in the Conservancy Area which may be impaired by
the granting of these Covenants or that there are no outstanding mortgages, tax liens, encumbrances,
or other interests in the Conservancy Area which have not been expressly subordinated to these
Covenants by signing below. Ifit is determined at any time that there is any party who may have a
property interest in the Conservancy Area that is superior to these Covenants, then the Covenantor
shall immediately obtain and record a consent and subordination agreement signed by the other
party. Acceptance of these Covenants does not release the Covenantor from the obligation to obtain
and record a consent and subordination agreement signed by any party who may have a property
interest in the Conservancy Area that is superior to these Covenants, even if such interest was of
record at time of acceptance.

The Covenantor agrees to pay any and all real property taxes and assessments levied by
competent authority on the Conservancy Area.



[image: image38.png]The Covenantor agrees that the terms, conditions, covenants and restrictions set forth in this
instrument will be inserted in any subsequent conveyance of any interest in said property. The
Covenantor agrees to notify the Government of any such conveyance in writing and by certified
mail within 15 days after the conveyance.

As the Covenantor received a Department of the Army permit or other valuable
consideration for the making of these Covenants, these Covenants may only be modified or
amended by a properly recorded written instrument executed by the Covenantor, with the written
consent of the St. Paul District, U.S. Army Corps of Engineers, or other Federal agency
authorized by law to enforce Section 404 of the Clean Water Act.

The terms "Covenantor" and "Government" as used herein shall be deemed to include,
respectively, the Covenantor and its heirs, successors, personal representatives, executors and
assigns, and the United States Government, acting by and through the U.S. Army Corps of
Engineers or other Federal agency authorized by law to enforce Section 404 of the Clean Water Act.

TO HAVE AND TO HOLD the above described together with all the appurtenances, rights
and privileges belonging thereto, either in law or equity, for the proper use and benefit of the
Government and its successors and assigns, forever.

EXECUTIONS AND ACKNOWLEDGMENTS

IN WITNESS THEREOF, the Covenantor has hereto set its hand and seal this day of
,20 .

County of

State of

The foregoing instrument was acknowledged before me this day of
,20 , by , Covenantor.

Notary Public
My Commission Expires:



[image: image39.png]CONSENT AND SUBORDINATION

The undersigned consent and subordinate to the foregoing Creation and Grant of Covenants

for the Conservancy Area.

SIGNATURE OF MORTGAGEE, IF ANY:

(Name of Mortgagee)
By:
Its:
County of )
)
State of )
This instrument was acknowledged before me this day of , 20 by
Notary Public
My Commission Expires:
SIGNATURE OF HOLDER OF OTHER
INTEREST IN REAL PROPERTY, IF ANY:
County of )
)
State of )
This instrument was acknowledged before me this day of , 20 , by

Notary Public

My Commission Expires:



[image: image40.png]IF THERE ARE ADDITIONAL HOLDERS OF INTERESTS IN THE REAL
PROPERTY, CHECK HERE [ ] AND ATTACH ADDITIONAL SIGNATURE PAGES FOR
THEIR CONSENT AND SUBORDINATION

This instrument was drafted by:

using a form developed by the
St. Paul District, U. S. Army Corps
of Engineers



[image: image41.png]ORDINANCE NUMBER 2012-02-01
VILLAGE OF BELLEVILLE

AN ORDINANCE PROVIDING FOR THE DIRECT ANNEXATION OF A PORTION

Green

OF THE TOWN OF MONTROSE TO THE VILLAGE OF BELLEVILLE,
DANE AND GREEN COUNTIES, WISCONSIN

RECITALS

On December 27, 2011, Donald J. Cosgrove filed a petition with the Village Clerk
of the Village of Belleville seeking to annex the property described on Exhibit A
(the “Territory”) to the Village of Belleville.

The Petitioner is the owner of all of the property within the Territory.

A copy of the petition, together with a scale map and a legal description of the
Territory, has been filed with the Wisconsin Department of Administration and the
Clerk of the Town of Montrose.

The Village has considered the recommendations, if any, that the Department of
Administration has proposed as to the annexation.

NOW, THEREFORE, the Village Board of the Village of Belleville, Dane and
Counties, Wisconsin, does ordain as follows:

ORDINANCE

Territory Annexed. In accordance with sec. 66.0217, Wis. Stats., the Village
Board hereby annexes the Territory to the Village of Belleville.

Scale Map. The scale map, attached as Exhibit A hereto, shows the Territory to be
annexed and its relationship to the boundaries of the Village of Belleville and the
Town of Montrose.

Effect of Annexation. From and after the effective date of this ordinance, the
Territory shall be a part of the Village of Belleville for any and all purposes
provided by law, and all persons coming or residing within such Territory shall be
subject to all ordinances, rules, and regulations governing the Village of Belleville.

Ward Designation. Upon the effective date of this ordinance, the Territory shall
be part of Ward No. 2 in the Village of Belleville.

K-\Ordinances\2012 Ordinances\ORD 2012 02 01 annexation stewardship.DOC 1



[image: image42.png]5. Temporary Zoning. Upon the effective date of this ordinance, the Territory shall
have a temporary zoning classification of P-R, Public Recreation, until the zoning
can be established under Wis. Stat. § 62.23(7).

6. Clerk Duties. The Village Clerk is hereby directed to notice and provide copies of
this ordinance pursuant to the applicable Wisconsin Statutes.

7. Payment to Town of Montrose. Pursuant to section 66.0217(14)(a)l., of the
Wisconsin Statutes, the Village agrees to pay annually to the Town of Montrose,
for five (5) years, an amount equal to the amount of property taxes that the Town
of Montrose levied on the Territory, as shown by the tax roll prepared under Wis.
Stat. § 70.65, in the year in which the annexation of the Territory is final.

8. Effective Date. This ordinance shall take effect upon enactment.

The above ordinance was duly adopted by a two-thirds (2/3) majority vote of the
elected members of the Village Board of the Village of Belleville at a regular meeting
held on February 20, 2012.

APPROVED:

By:
Howard Ward, Village President

ATTEST:

By:
April Little, Administrator/Clerk/Treasurer

APPROVED: /72012
PUBLISHED: //2012
MRB#: 13583

K:\Ordinances\2012 Ordinances\ORD 2012 02 01 annexation stewardship.DOC 2



[image: image43.png]ANNEXATION EXHIBIT A

Being a part of the Southwest 1/4 of the Northhwest 1/4, Section 34, T5 N, R 8 E, Town of

Montrose, Dane County, Wisconsin.

Bearings are referenced to the West line of the NW 1/4 of Section 34, T5 N, R 8 E, Town of

Montrose, Dane County, WI assumed as Bearing N 00°18'33" E.
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LEGAL DESCRIPTION: ‘
Being part of the Southwest 1/4 of the Northwest 1/4 of Section 34, T5 N, R 8 E, Town
of Montrose, Dane County, Wisconsin, described as follows:

Beginning at the West ¥4 Corner of said Section 34; thence N89°46'50"E, 953.20" along the south
line of the Northwest 1/4 of said Section 34; thence NO0°30'10"W, 158.50; thence
N43°00'10"W, 290.20'; thence N08°08'10"W, 277.50"; thence $88°59'50"wW, 118.50°;

thence S00°30'10"E, 48.27' to a meander point located on the south side of the Sugar

River and the beginning of a meander line along the south side of said river; thence along

said meander line $79°28'45"W, 269.45'; thence along said meander line N82°55'18"W,

331.09' to the west line of the Northwest 1/4 of said Section 34 and the end of the said

meander line; thence S00°18'33"W, 590.37' along the said west line to the Point of

Beginning. And intending to include all lands lying between the meander line herein

described and the northerly bank of the Sugar River.

Said parcel described above contains 488,322 Square Feet or 11.21 Acres. Including all lands

between meander line and the north bank of the Sugar River, said parcel contains 593,107
Square Feet or 13.62 Acres, more or less.

SHEET NO. 2 OF 2

OWNER /CLIENT: Donald J. Cosgrove, LLC
Donald J. Cosgrove
ENGINEERING Hodisan H55718"
aaison,
‘%ENGINEERING SURVEYING DATE: FEBRUARY 3, 2012 PROJECT 1D: KD 12~-005
CONSULTANTS, INC. ENVIRONMENTAL REVISION: SURVEY BY:  JON & DRB
REVISION: DESIGN BY: DRS
2600 C.T.H. Y - DODGEVILLE, WI 53533 (608) 935-3310 REVISION: APPROVED BY- KED
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GOVERNOR

MIKE HUEBSCH

SECRETARY

Municipal Boundary Review

PO Box 1645, Madison WI 53701
WISCONSIN DEPARTMENT OF “Voice (608) 264-6102 Fax (608) 264-6104

- ' Email: wimunicipalboundaryreview@wi.
ADMINISTRATION Email: wimunicipalboundaryreview @iy |
January 20, 20 12 PETITION FILE NO. 13583
APRIL LITTLE, CLERK JULIE BIGLER, CLERK
VILLAGE OF BELLEVILLE TOWN OF MONTROSE
PO BOX 79 1341 DIANE AVE
BELLEVILLE, WI 53508 BELLEVILLE, WI 53508

Subject: DONALD COSGROVE ANNEXATION

The proposed annexation submitted to our office on January 4, 2012, has been reviewed and found to be
in the public interest. The subject petition is for territory that is reasonably shaped and contiguous to the
VILLAGE OF BELLEVILLE.

Notes:
-The map of the property being annexed that is included in the annexation ordinance must contain a

graphic scale, and must ‘accurately reflect the legal description of the property...and the boundary of the
annexing village’. Such a map must clearly show and identify the point of commencement/beginning, the
bearings/distances and other calls as stated in the description, and must show and identify all of the
existing municipal boundary adjoining or adjacent to the property. (ref: s. 66.0217 (1) (g), Wis. Stats.)

-Reference to the point of commencement must be changed to point of beginning in the legal description.

The Department reminds clerks of annexing municipalities of the requirements of's. 66.0217 (9)(a), Wis.

Stats., which states:
"The clerk of a city or village which has annexed shall file immediately with the secretary of state a

certified copy of the ordinance, certificate and plat, and shall send one copy to each company that
provides any utility service in the area that is annexed. The clerk shall record the ordinance with the
register of deeds and file a signed copy of the ordinance with the clerk of any affected school district..."

State and federal aids based on population and equalized value may be significantiy affected through
failure to file with the Secretary of State. Please file a copy of your annexing ordinance, including a
statement certifying the population of the annexed territory. Please also include the MBR number with
your ordinance as this assists with record keeping. Your MBR number is: 13583

The address of the Office of the Secretary of State is:

Annexations and Railroads, Division of Government Records, Office of the Secretary of State
PO Box 7848, Madison WI 53707-78438

Please call me at (608) 264-6102, should you have any questions concerning this annexation review.

Sincerely,—
o O

Erich Schm{dtke
Municipal Boundary Review

cc: petitioner



[image: image46.png]VILLAGE OF BELLEVILLE
POSITION DESCRIPTION
UTILITY / PAYROLL COORDINATOR

The Utility/Payroll Coordinator receives supervision and policy guidance from the
Administrator/Clerk/Treasurer.

ESSENTIAL PERFORMANCE ABILITIES:

The ability to work with the public with tact and courtesy is a necessity. The ability to access, input
and retrieve information from a computer terminal, along with the ability to learn the necessary
software programs. Requires the ability to work closely with people by responding verbally and in
written form to requests and providing information from files and records. Requires answering the
telephone and the ability to communicate via the Village phone system. Requires the use of other
office equipment such as copiers, fax machines, typewriters and calculators. Knowledge of office
practices, English grammar and spelling and word processing. The ability to keep clear and concise
records.

ESSENTIAL PHYSICAL DEMANDS OF THE JOB:

These are the essential demands required to perform the job. Requires prolonged sitting, frequent
bending, stooping or stretching. May require lifting up to 20 pounds. Requires eye-hand
coordination and manual dexterity. Requires the ability to distinguish letters or symbols. Requires
the ability to adjust and operate office equipment. Acute hearing required.

ESSENTIAL MENTAL DEMANDS ON THE JOB:

The mental demands include the ability to calculate, compare, edit, evaluate, interpret, organize,
consult, analyze, plan, design, document, specify, coordinate, implement, present, supervise and
manage. The ability to react to change productively and to handle other tasks as assigned. This
position is a high stress job and requires the ability to manage reactions appropriately with the public,
Village Board and co-workers.

ESSENTIAL ENVIRONMENTAL DEMANDS ON THE JOB:
These demands document the environment of the specific job site which would be the Village Hall
Office. Inside environment only, normally controlled environment, non-hazardous environment.

The following duties are normal for this position and are not to be construed as exclusive or all
inclusive. Although additional tasks are necessary for the work of the department, they are
not an essential part for the purpose of this position. In the absence of other department
members, other duties may be required and assigned.

GENERAL RESPONSIBILITIES:

1) Perform public reception duties and office support functions. This includes responding to
customer inquiries and information requests in person or via the telephone.

2) General accounting functions processing account payables and account receivables.

3) Utility accounting, records and billing management (to include receipts, late notices, etc.)

4) Payroll management. '

5) Attend Planning Commission and act as secretary.

alao (-
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[image: image47.png]ROUTINE RESPONSIBILITIES:

1) Utilities

a)
b)
©)
d)
€)
f)

g)
h)

Prepare a monthly treasurer’s report for the board with supporting documents
Provide utility budget information

Balance bank statements rhonthly

Work with the auditors during utility audit and completion of the PSC report
Review and manage accounts (set up new numbers, new meters, special reads etc.)
Enter journal entries into the accounting system from the utility system

Keep accounts of impact fees, Clean Water Fund and special utility funds

Prepare monthly water report for Public Works

Renew deduct meter contracts for Public Works

2) Payroll

a)

b)
c)

d)

Maintain payroll along with monthly, quarterly and year-end reports. This includes recording
benefit time, preparing and printing all payroll checks, including the seniors program.

Assist with maintaining employee records and official personnel files.

Assist with maintenance of health, dental and life insurance, retirement, deferred
compensation and disability records, payments and programs.

Maintain records of employee seniority and benefits earned and used for compensatory,
sick, and vacation time.

3) Plan Commission

a)
b)

c)
d)

€)

Attend Plan Commission and record minutes

Follow up on actions taken at Plan Commission meetings; this includes informing
Administrator/Clerk/Treasurer of actions for follow up at Village Board

Respond to real estate / property questions upon request (zoning, floodplain, etc.)
Manage application/review process for land use issues

Prepare notices and prepare and distribute Plan Commission packets; assist with agenda
preparation

K:\Job Descriptions\Clerks 2012\Clerks Office Job Descriptions 2012 clean.doc DRAFT 1/24/12



[image: image48.png]4) Miscellaneous Duties
a) Install financial software updates

b) Prepare notices and prepare and distribute Board of Appeals packets; assist with agenda
preparation -

¢) Assist with opening of elections

d) Review the tax roll and personal property roll with Administrator/Clerk/Treasurer
e) Work on special projects as requested

f) Notarize documents and issue oaths upon request

g) Assist with Census and special tasks upon request

'h) Attend Village Board and Board of Review meetings in the absence of the
Administrator/Clerk/Treasurer and record minutes

EXPERIENCE AND TRAINING:

Completion of high school or equivalent, supplemented by college, business courses or training
which provide the required knowledge and skills. Prefer associate degree in accounting or business-
related field. Job related experience may be substituted for education.

Attend various continuing education and training as requested.

APPROVED:

2170 i>
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[image: image49.png]VILLAGE OF BELLEVILLE
POSITION DESCRIPTION
DEPUTY CLERK/TREASURER

The Deputy Clerk/Treasurer receives supervision and policy guidance from the
Administrator/Clerk/Treasurer.

ESSENTIAL PERFORMANCE ABILITIES:

The ability to work with the public with tact and courtesy is a necessity. The ability to access, input
and retrieve information from a computer terminal, along with the ability to learn the necessary
software programs. Requires the ability to work closely with people by responding verbally and in
written form to requests and providing information from files and records. Requires answering the
telephone and the ability to communicate via the Village phone system. Requires the use of other
office equipment such as copiers, fax machines, typewriters and calculators. Knowledge of office
practices, English grammar and spelling and word processing. The ability to keep clear and concise
records.

ESSENTIAL PHYSICAL DEMANDS OF THE JOB:

These are the essential demands required to perform the job. Requires prolonged sitting, frequent
bending, stooping or stretching. May require lifting up to 20 pounds. Requires eye-hand
coordination and manual dexterity. Requires the ability to distinguish letters or symbols. Requires
the ability to adjust and operate office equipment. Acute hearing required.

ESSENTIAL MENTAL DEMANDS ON THE JOB:

The mental demands include the ability to calculate, compare, edit, evaluate, interpret, organize,
consult, analyze, plan, design, document, specify, coordinate, implement, present, supervise and
manage. The ability to react to change productively and to handle other tasks as assigned. This
position is a high stress job and requires the ability to manage reactions appropriately with the public,
Village Board and co-workers.

ESSENTIAL ENVIRONMENTAL DEMANDS ON THE JOB:

These demands document the environment of the specific job site which would be the Village Hall
Office. Inside environment only, normally controlled environment, non-hazardous
environment.

The following duties are normal for this position and are not to be construed as exclusive or all
inclusive. Although additional tasks are necessary for the work of the department, they are
not an essential part for the purpose of this position. In the absence of other department
members, other duties may be required and assigned.

GENERAL RESPONSIBILITIES:

1. Perform general receptionist duties and office support functions. This includes responding to
customer inquiries and information requests in person or via the telephone.

2. General accounting functions processing account payables (enter and account code invoices
and print checks; wire debt payments) and account receivables. Bank reconciliation monthly.

(¥S)

Work in conjunction with Public Works Supervisor maintaining cemetery records.

K:\Job Descriptions\Clerks 2012\Clerks Office Job Descriptions 2012 clean.doc DRAFT 1/24/12
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1) Clerk
a) Prepare dog and cat license annual report

b) Assist Clerk with processing liquor and operator applications and notices and with
processing licenses

¢) Process and receipt tax and other payments
d) Assist with Web page maintenance
e) Assist with review of tax roll and personal property tax roll and settlements

f) Assist Clerk with special projects

2) Elections

a) Indirectly supervises the election inspectors, scheduling as needed for elections, giving
advice and assisting with training as requested.

b) Supervises Special Voting Registration Deputies. Swears in deputies, trains, and follows
up on their progress during election times. Assures their work is correct and that laws are
being followed.

c) Isrequired to act in the capacity of the Clerk during his or her absence, or upon request.
This includes performance of all duties required statutorily.

d) Manages absentee voter list for each election, including permanent absentee voters,
military, and overseas voters, and ensures the accuracy of voter registration data for
absentee voters.

e) Manages voter registration records and the voter registration process to ensure all laws
are followed and records are accurately kept. Purges voters as required by law.

f) Manages the statutory nursing home(s) voting process.
g) Prepares all paperwork for poll workers for Election Day process.

h) Oversees voter registration data process to gather correct information as needed if
registration is not complete and/or accurate. Ensures all data is entered into computer in a
timely fashion.

i) Prepares supplies necessary for each polling place prior to Election Day.

j) Assists with answering of questions relating to election laws, polling places, registration,
etc.

- 2(0 13-
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a) Prepare special readings and assist with utility billing management when Ultility/Payroll
Coordinator is absent.

4) Public Works

a) Process cemetery plot sales, record deeds and maintain cemetery database.

5) Other

a) Check computer system backup and report problems.

EXPERIENCE AND TRAINING:

Completion of high school, supplemented by college, business courses or training which provides the
required knowledge and skills. Job related experience may be substituted for education.

Attend various continuing education and training as requested

APPROVED:
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[image: image52.png]VILLAGE OF BELLEVILLE
POSITION DESCRIPTION
OFFICE ASSISTANT

The Office Assistant performs secretarial, clerical, reception, customer service and administrative
support duties and receives supervision and policy guidance from the Administrator/Clerk/Treasurer.

ESSENTIAL PERFORMANCE ABILITIES:

The ability to work with the public with tact and courtesy is a necessity. The ability to access, input
and retrieve information from a computer terminal, along with the ability to learn the necessary
software programs. Requires the ability to work closely with people by responding verbally and in
written form to requests and providing information from files and records. Requires answering the
telephone and the ability to communicate via the Village phone system. Requires the use of other
office equipment such as copiers, fax machines, typewriters and calculators. Knowledge of office
practices, English grammar and spelling and word processing. The ability to keep clear and concise
records.

ESSENTIAL PHYSICAL DEMANDS OF THE JOB: ,

These are the essential demands required to perform the job. Requires prolonged sitting, frequent
bending, stooping or stretching. May require lifting up to 20 pounds. Requires eye-hand
coordination and manual dexterity. Requires the ability to distinguish letters or symbols. Requires
the ability to adjust and operate office equipment. Acute hearing required.

ESSENTIAL MENTAL DEMANDS ON THE JOB:

The mental demands include the ability to calculate, compare, edit, evaluate, interpret, organize,
consult, analyze, plan, design, document, specify, coordinate, implement, present, supervise and
manage. The ability to react to change productively and to handle other tasks as assigned. This
position is a high stress job and requires the ability to manage reactions appropriately with the public,
Village Board and co-workers.

ESSENTIAL ENVIRONMENTAL DEMANDS ON THE JOB:
These demands document the environment of the specific job site which would be the Village Hall
Office. Inside environment only, normally controlled environment, nonhazardous environment

The following duties are normal for this position and are not to be construed as exclusive or all
inclusive. Although additional tasks are necessary for the work of the department, they are
not an essential part for the purpose of this position. In the absence of other department
members, other duties may be required and assigned.

GENERAL RESPONSIBILITIES:

1. Perform general receptionist duties and office support functions. This includes responding to
customer inquiries and information requests in person or via the telephone.

2. Maintain filing systems.

. 2/9a0 l | &
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a.

b.

Process agendas and various announcements - copy, fax, post, mail and put on web page
Update monthly calendars as provided by Administrator/Clerk/Treasurer

Organize donations to food pantry and issue receipts/thank-you letters

Issue Salvation Army food vouchers

Issue and log in dog and cat licenses

Process shelter reservations applications and prepare reservation cards for Police Department
Issue and record check-outs of building keys

Collect, open, and route incoming mail; deliver outgoing mail to post office

Receive and receipt tax and other payments

Photocopy packet items for Village Board and committees upon request

Mail out and file checks

Process Utility payments

Assist with pre-election activities, including absentee ballots, room setup, notice posting and
ballot stamping

Update Minute Book catalogue

Update Code Book upon passage of new ordinances / receipt of code supplements
Assist with mailings and faxings upon request

Record and type minutes upon request

Print monthly transaction reports, balance sheets and budget comparisons upon request
Order supplies

Village Hall — Water flowers and other light, routine upkeep of building and office
equipment

Make routine information updates to the Village web site and other updates upon request

Update Emergency Management Manual, Safety Policy and Procedure manual and other
documents and postings upon request

w. Assist Administrator/Clerk/Treasurer with special projects as requested
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Completion of high school, supplemented by college, business courses or training which provides the
required knowledge and skills. Job related experience may be substituted for education.

Attend various continuing education and training as requested

APPROVED :

Q/w/ji
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[image: image55.png]ADMINISTRATOR/CLERK/TREASURER JOB DESCRIPTION PAGE 1

VILLAGE OF BELLEVILLE
POSITION DESCRIPTION
ADMINISTRATOR/CLERK/TREASURER
- DRAFT mﬁi@?l S

The Village Administrator/Clerk/Treasurer is responsible for day-to-day administration of
the Village, execution of Clerk and Treasurer duties as defined in Wisconsin Statutes,
and direction of Village departments and staff, when such authority is not otherwise
vested by Wisconsin Statute or Municipal Code in boards; commissions or other Village
officers. The Administrator/Clerk/Treasurer supervises Village Department Heads, and
serves under the general direction and policy guidance of the Village President and
Board of Trustees. The Administrator/Clerk/Treasurer reports to and is evaluated by the
Village President and Board of Trustees.

ESSENTIAL PERFORMANCE ABILITIES:

Ability to effectively administer routine and non-routine activities of the Village, analyze
and implement policy, manage financial and human resources, communicate verbally and
in written form, build consensus, and manage change.

Ability to identify and implement process modifications to improve operational
performance. Ability to access, input, and retrieve information from a computer terminal,
along with the ability to learn and operate software programs, as necessary, to conduct
business processes efficiently and effectively. Requires ability to work closely and
courteously with the public, the Village President and Village Board, co-workers and
others. Requires ability to maintain clear and concise records and to manage information
using effective record and file organization. Word processing using correct English
grammar and spelling is required. Requires ability to initiate and receive correspondence
using the Village telephone and electronic mail systems. Requires the use of other office
equipment and tools, such as copiers, fax machines, typewriters and calculators.
Requires knowledge of contemporary office practices.

ESSENTIAL PHYSICAL DEMANDS OF THE JOB:

Requires prolonged sitting, frequent bending, stooping or stretching. May require lifting
up to 20 pounds. Requires eye-hand coordination and manual dexterity. Requires the
ability to distinguish letters and symbols. Requires the ability to adjust and operate office
equipment. Hearing is required.

ESSENTIAL MENTAL DEMANDS ON THE JOB:

Ability to calculate, compare, edit, evaluate, interpret, organize, consult, analyze, plan,
design, document, specify, coordinate, implement, present, supervise and manage.
Ability to react to change productively and to complete tasks initiated and/or assigned.
This position requires the ability to multi-task and manage interactions appropriately with
the public, Village President, Village Trustees and co-workers.

ESSENTIAL ENVIRONMENTAL DEMANDS ON THE JOB:

Work is generally performed in an indoor, climate-controlled, non-hazardous
environment.



[image: image56.png]ADMINISTRATOR/CLERK/TREASURER JOB DESCRIPTION PAGE 2

DUTIES AND RESPONSIBILITIES:

Administer all day-to-day operations, services, functions and programs of the Village.
Direct the effective and efficient performance of all Village operations.
implement all directives approved by the Village Board.

Direct, coordinate and expedite the activities of all Village departments, except when
Wisconsin Statutes vest such authority in certain boards and commissions.

Monitor and enforce all Village Ordinances, Resolutions, State Statutes, and Board
directives.

Establish and implement administrative procedures to increase the effectiveness and
efficiency of the government in a manner consistent with policies established by the
Village Board.

Supervise the accounting system of the Village and ensure that the system employs
methods in accordance with current professional accounting practices. Coordinate the
accounting procedures and maintenance of the financial records for the Village and
prepare for the annual audit of all funds. Be responsible for drafting documents as
necessary to be in compliance with government requirements. Maintain separate
accounts for qualified grant funds following specific accounting and auditing practices as
outlined in grant acceptance manuals. Complete yearly recycling grant applications and
yearly reporting.

Develop procedures to ensure the security of Village property, records and systems.

Attend professional meetings, seminars and conferences to maintain current knowledge
of federal, state and county legislation and administrative rules affecting the Village, and
submit related reports and recommendations to the Village Board as appropriate.

Represent the Village in matters involving legislative and intergovernmental affairs and
report matters that could possibly affect the Village's interest to the appropriate
committee chairperson, the Village President or Village Trustees.

Establish and maintain procedures to facilitate communications between citizens and
Village government to assure that complaints, grievances, recommendations, and other
matters receive prompt attention.

Serve as liaison to the Village Attorney, Auditors, Building Inspectors, Assessor, Union
Negotiator, Engineer, Insurance Representatives, County Representatives, employees,
Community Development Authority, and other governmental units.

Promote the economic well-being and growth of the Village through public and private
sector cooperation, and by facilitating land use planning initiatives, serving as a liaison
for development entities, managing development financing tools, and preparing and
coordinating developer agreements.
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Work with Building Inspector/Zoning Administrator to provide information regarding
zoning, variances, rezoning, and conditional use permits. Work with developers and
professiona! staff on development reviews and ordinance updates in order to expedite
processes. Attend and report to Plan Commission regarding project status, as
necessary.

Receive and review all applications for Village Alcohol Licenses and Operators Licenses
and prepare such for Village Board approval.

Work with Assessor to maintain assessments, correct double assessments, imperfect
descriptions and omitted property. Be responsible for preparation of mill rate
information and special charges for distribution to the counties for calculation and
production of tax bills. Work with Counties on tax collection software and provide
training to staff.

Serve as coordinator and claims agent for Village property, liability, worker’'s
compensation and disability insurance programs. Renewal agent for all Village
insurance policies, ensuring complete coverage for Village.

Act as member of EOQOC at times of emergency operations. Be responsible for
management and facilitation of damage assessment teams and reporting requirements
to County, State and Federal agencies.

Set up and maintain the Village  web site to keep all information current along with
associated contracts.

Communicate regularly with the Village Board, through oral or written reports, regarding
the status of Village activities and initiatives. :

Serve as the Village's Personnel Officer. Develop, implement, and enforce Village
Personnel Rules and Regulations as approved by the Village Board. Recommend
revisions to personnel policies when necessary, and annually evaluate Village
Department Heads with input from appropriate Committee Chairpersons. Recommend to
the Finance and Personnel Committee the promotion, compensation, discipline, and
termination of employees as appropriate. Maintain employee records and official
personnel files. Maintain compliance with Federal and State drug and alcohol CDL
testing requirements.

Serve as lead representative, in conjunction with the Village Board, in union negotiations
and conduct related analysis.

Solicit or advertise for applicants to fill position vacancies as appropriate. Review the
applications according to established hiring procedures and submit a ranked list of
applicants to the Committee/Board for action.

Perform pre-employment a‘nd termination interviews with employees to ensure all benefit
documents are correctly administered. Serve as Village agent for heaith, dental and
life insurance, retirement, deferred compensation and disability programs.

Recommend salaries, wage scales, and working conditions of employees to the Finance
and Personnel Committee/Board for action.

Direct and oversee the Village's Purchasing Policy as approved by the Village Board.
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Administer payroll and maintain accurate and complete official employment records for
all Village employees. Prepare and submit monthly, quarterly, and annual payroll
reports due to state and federal government. Maintain records of employee seniority
and benefits earned and used for compensatory, sick, and vacation time.

Serve as Village Treasurer, be responsible for the duties of the Treasurer as set forth in
the Wisconsin Statutes, administer the receipts, deposits and appropriate investment of
all monies received by the Village, and draw and countersign all orders on the Village
treasury.

Serve as Village Clerk and be responsible for the duties of the Clerk as set forth in the-
Wisconsin Statutes and Village Ordinances. Maintain the official Village files and keep
the Village Seal. Be responsible for records management, ensuring all documents are in
compliance with retention laws. Maintain the Ordinance Book, Resolution Book and
Minute Book. Administer all elections in accordance with Chapters 5-12, Wisconsin
Statutes, in conjunction with the Wisconsin State Elections Board and the Dane and
Green County Clerks. Prepare and maintain the statewide voter registration list.
Prepare and review nomination papers and declarations of candidacy, absentee ballots,
election notices, ordering of ballots, training and scheduling election workers, administer
oaths, supervise paperwork completion for both counties necessary for election outcome
reporting. Maintain election equipment.

In the absence of the Village President, and/or as the Village President’'s designee, act
as public information officer for the Village with the responsibility of assuring that the
news media are kept informed of the operations of the Village and that all open meeting
and open record rules and regulations are followed. Prepare, post and publish
requirements for meetings and hearings of the Village Board, Committees, and
Commissions according to Wisconsin Statutes.

Attend meetings of the Village Board, Finance and Personnel Committee, Emergency
Management Committee, the Economic Development Committee, Community
Development Authority and other Committees as requested; record proceedings of the
Village Board and Board of Review, prepare minutes and follow up as necessary.

Develop budgeting procedures, prepare and administer the annual operating and capital
budgets in accordance with guidelines provided by the Village Board, pursuant to State
Statute, and in coordination with all department heads, committees, and the Village
President and Board.

Work with bonding agent and Village Board to facilitate borrowing. Maintain records of
all bonds issued by the Village by tracking projects, borrowed funds and payment
schedules.

Administer Tax Increment District(s) (TID) and be responsible for compliance with
annual reporting requirements for the TID(s) by working with Assessor to maintain the
assessment roll; maintain compliance schedules for tax increment reimbursements and
compliance with TID Development Agreements.

Supervise the purchase of all materials, supplies, and equipment for which funds are
provided in the budget; let contracts necessary for the operation and maintenance of
Village or utilities services within parameters defined by the Village Board.

This position is also responsible for other duties, special projects, and responsibilities as
assigned by the Village Board.
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EDUCATION, EXPERIENCE AND TRAINING:

Bachelor's degree in public administration or related field: municipal Clerk-Treasurer
work experience; minimum of five years of local government work experience; and,
supervisory experience. A master's degree in public administration, or equivalent
degree, is desirable but is not required.

Ability to use computer-based applications for word processing, financial management,
and database management.

Knowledge of municipal budgeting and financial management principles and practices,
including fund accounting and utility accounting consistent with policies and rules set by
state agencies and generally accepted accounting practices.

Knowledge of personnel management principles and practices, including employee
recruitment, selection, training, evaluation, discipline, compensation administration and
labor negotiations and contract administration.

Knowledge of economic and community development issues and legal requirements.
Understanding of TIF, annexation, and inter-agency relations.

Additional continuing education and training may be required.
RESIDENCY

Residency within 25 miles of Village preferred within 6 months is acceptable; Village
residency is preferred.

APPROVED:

Comment [AL1]: This specification
may not be necessary; i.e. someone might
| have operation Department or intern
lk experience.
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Natural Heritage Land Trust - in a Nutsheli

In a Nutshell: The Natural Heritage Land Trust

1. Our work is important and our mission is simple: we are permanently prote:

Dane County.

2. We permanently protect natural areas, recreation lands, rivers and streams, wildlife habitat, and working farms.

Newsletter Annual Report  Photo Gallery Map

\/\ﬂ}?m?z

T e s e,

cting the places people love in and around

3. We are a local, private, non-profit organization that helps landowners and communities imeet their land conscrvation

goals.

4. We protect land where you live. What have we done in your neighborhood? View a map of the lands we have

permanently protected.

5. We have a great track record. Since 1983 we have conserved more than 7,600 acres of important land and water

resources in and around Dane County.

6. We are a strong, small, and effective organization. With a staff of only 3.5 people, over the past five years we have
conserved an average of 660 acres per year. Executive Director Jim Welsh has more than 20 years of experience in land

conservation.

7. Contribute to the Natural Heritage Land Trust today and see the tangible benefits of supporting our work: permanently
protected land. It’s not ephemeral. It won’t slip away. Donate Now.

8. We provide leadership in protecting vitat farm land. In addition to working with the Town of Dunn in Dane Country on

the state’s first purchase of agricultural conservation easement program, we have helped develop farmland protection

programs in 3 other Dane County towns and for the county of Jefferson.

9. We offer ficld trips and work parties to give members an opportunity to meet others who are interested in land
conservation and see first-hand the lands they helped permanently protect.

10. We were Wisconsin’s 2010 Land Trust of the Year! Based on 27 years of hard work by members, directors,
volunteers, partners and staff, we have been recognized for the size and scope of our accomp lishments in and around

Dane County.

ENTER EMAIL ADDRESS

The Natural Heritage Land Trust is a leader in
permanently protecting natural areas and
agriculture lands in Dane County, Wisconsin, and
surrounding areas.

Who We Are
Mission

Staff

Board of Directors

Stewardship Award Winners

‘What We Do
What We Protect
How We Protect Land

|

How You Can Help
Donate

Membership Benefits
President's Circle

Planned Giving

Contact Us

303 S Paterson St.
Suite 6

Madison, WI
53703

608-258-9797 (ph
608-258-8184 (fa
Email the Land Tr

1/
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An Ordinance Creating a New Section of the Belleville Code Book

Regarding Rapid Entry Lock Box Access Systems

The Village Board of the Village of Belleville, Dane County and Green County,

Wisconsin, do ordain as follows:

Section [to be numbered during recodification] is created to read as

follows:

Rapid entry lock box access system.

A.  Structures required to have a rapid entry key lock box. The following structures or
properties located within the Village of Belleville shall be equipped with a rapid
entry key lock box at an accessible location near the main entrance of the structure
or property or at such other location approved by the Fire Chief:

(1)
)
3)
4

(5)

(6)

(7)

All commercial and industrial buildings.
All buildings which have fire sprinkler systems and/or alarm systems.
All public and institutional buildings.

All multifamily residential dwellings that have restricted access through
locked doors and have common corridors for access to the living units or
mechanical rooms.

Any building where the Fire Chief determines that lack of access may result in
loss of life or extensive property or environmental damage, based on factors
including, but not limited to, fire load, occupant load, exposures, building
construction, age of building, and storage or use of hazardous materials.

Condominium complexes, where the Fire Chief determines that lack of access
may result in loss of life or extensive property damage, based on factors
including, but not limited to, occupant load and building construction.

All properties having security gates or devices that limit access to the building
or property.

B. Exemptions. The following structures and properties are exempt from the rapid
entry key lock box requirement:

(1
)

All single- and two-family dwellings.

All structures or properties listed in Subsection A hereof that are in existence
and occupied on the effective date of this section, subject to the provisions of
Subsection C(2) hereof.
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[image: image63.png](3) Any structure or property where the Fire Chief determines, on a case-by-case
basis, that a rapid entry key lock box is not necessary, provided that the owner
and tenant, if any, of the structure or property executes and delivers to the Fire
Department a waiver of liability (on a form to be provided by the Fire

- Department) for any damage caused by the Fire Department upon entering the
structure or property during an emergency.

4) The Fire Chief may order that any structure or property causing repeated
alarm calls to an unreasonable degree shall have a rapid entry key lock box
installed at owner’s expense or be charged with a penalty under section 1-4.

C. Installation.

(D) All newly constructed structures subject to this section shall have the rapid
entry key lock box installed and operational prior to the issuance of an
occupancy permit.

(2) Any structure or property exempt pursuant to Subsection B(2) hereof that is
subsequently structurally altered or modified in any way, or that is sold or
leased to a new tenant, shall have a rapid key entry lock box installed and
operational prior to issuance of a certificate of compliance or occupancy
certificate for the property, or prior to the closing of the sale or
commencement of the lease for the structure or property if no certificate of
compliance or occupancy certificate is issued for the structure or property.

D. Type of key lock box. The Fire Chief shall designate the type of rapid entry key
lock box system to be implemented within the Village and shall have the authority
to require all structures or properties listed in Subsection A hereof to use the
designated system.

E. Rules and regulations. The Fire Chief shall be authorized to promulgate rules and
regulation for the use of the rapid entry key lock box system.

F.  Contents. The rapid entry key lock box shall contain the following:

(1) All the keys for locked points of ingress or egress whether on the interior or
exterior of such building or property.

(2) The keys to all fire alarm panels.

3) The keys to elevator rooms and controls.

4) The keys to all locked electrical or mechanical equipment rooms.

(%) Any other keys or information as required by the Fire Department.

G. Security padlocks. When a property is protected by a locked fence or access gate

and where immediate access to the property is necessary for life-saving or fire-
fighting purposes, the Fire Chief may require a security padlock to be installed at a
location approved by the Fire Chief. The padlock shall be of the type approved by
the Fire Chief and keyed to the Fire Department access key.

Owner's responsibility. Building and property owners are required:
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[image: image64.png](1) To purchase and install an approved rapid entry key lock box device by
contacting the Fire Department to obtain the necessary authorization forms.

(2) To provide the proper keys to the Fire Department for the required access.
3) To notify the Fire Department when the locks or keys have been changed.

(4) To keep the immediate area of the rapid entry key lock box free and clear of
any and all obstructions

Adopted at a regular meeting of the Village Board this 20th day of February, 2012.

By Howard Ward, Village President

ATTEST:

April Little, Village Administrator/Clerk/Treasurer

Vote: Yes - No — Publication: /72012
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AN ORDINANCE REPEALING AND RECREATING SECTION 5-2-9

REGARDING OUTDOOR BURNING, OPEN BURNING
AND BURNING OF REFUSE

The Village Board of the Village of Belleville, Dane County and Green County,

Wisconsin, do ordain as follows:

The following sections are created to read as follows:

A. PURPOSE. This ordinance is intended to promote the public health, safety and welfare and to
safeguard the health, comfort, living conditions, safety and welfare of the citizens of the Village of
Belleville, Dane and Green Counties, Wisconsin due to the air pollution and fire hazards of open
burning, outdoor burning and refuse burning.

B. APPLICABILITY. This ordinance applies to all outdoor burning and refuse burning within the
Village of Belleville.

1.

2.

This ordinance does not apply to grilling or cooking using charcoal, wood, propane or

natural gas in cooking or grilling appliances.

This ordinance does not apply to burning in a stove, furnace, fireplace or other heating
device within a building used for human or animal habitation unless the material being
burned includes refuse as defined in Section 4 of this ordinance.

This ordinance does not apply to the use of propane, acetylene, natural gas, gasoline or
kerosene in a device intended for heating, construction or maintenance activities.

C. SEVERABILITY. Should any portion of this ordinance be declared unconstitutional or invalid
by a Court of competent jurisdiction, the remainder of this ordinance shall not be affected.

D. DEFINITIONS.

1.

2.

N

"Campfire" means a small outdoor fire intended for recreation or cooking not including
a fire intended for disposal of waste wood or refuse.

"Clean Wood" means natural wood which has not been painted, varnished or coated
with a similar material, has not been pressure treated with preservatives and does not
contain resins or glues as in plywood or other composite wood products.

“Fire Chief" means the Chief of the Village of Belleville Volunteer Fire Department or
other person authorized by the Fire Chief

"Outdoor Burning" means open burning or burning in an outdoor wood-fired furnace.
"Open Burning" means kindling or maintaining a fire where the products of combustion
are emitted directly into the ambient air without passing through a stack or a chimney
from an enclosed chimney.
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[image: image66.png]6. "Outdoor Wood-fired Furnace" means a wood-fired furnace, stove or boiler that is not
located within a building intended for habitation by humans or domestic animals.
7. "Refuse" means any waste material except clean wood.

E. GENERAL PROHIBITION ON OPEN BURNING, OUTDOOR BURNING AND
REFUSE BURNING. Open burning, outdoor burning and refuse burning are prohibited in the
Village of Belleville unless the burning is specifically permitted by this ordinance.

F. MATERIALS THAT MAY NOT BE BURNED

1. Unless a specific written approval has been obtained from the Department of Natural
Resources, the following materials may not be burned in an open fire, incinerator, burn
barrel, furnace, stove or any other indoor or outdoor incineration or heating device. The
Village of Belleville will not issue a permit for burning any of the following materials
without air pollution control devices and a written copy of an approval by the
Department of Natural Resources.

2. Rubbish or garbage including but not limited to food wastes, food wraps, packaging,
animal carcasses, paint or painted materials, furniture, composite shingles, construction
or demolition debris or other household or business wastes.

3. Waste oil or other oily wastes except used oil burned in a heating device for energy
recovery subject to the restrictions in Chapter NR 590, Wisconsin Administrative Code.

4. Asphalt and products containing asphalt.

5. Treated or painted wood including but not limited to plywood, composite wood
products or other wood products that are painted, varnished or treated with
preservatives.

6. Any plastic material including but not limited to nylon, PVC, ABS, polystyrene or

urethane foam, and synthetic fabrics, films and containers.

Rubber including tires and synthetic rubber-like products.

8. Newspaper, corrugated cardboard, container board, office paper and other materials that
must be recycled in accordance with the recycling ordinance except as provided in
Section J of this ordinance.

N

G. OPEN BURNING OF BRUSH AND CLEAN WOOD. Open burning of brush, stumps, and
clean wood is allowed only in accordance with the following provisions:

1. All allowed open burning shall be conducted in a safe nuisance free manner, when wind
and weather conditions are such as to minimize adverse effects and not create a health
hazard or a visibility hazard on roadways, railroads or airfields. Open burning shall be
conducted in conformance with all local and state fire protection regulations.

2. Except for barbecue, gas and charcoal grills, no open burning shall be undertaken
during periods when either the Fire Chief or the Wisconsin Department of Natural
Resources has issued a burning ban applicable to the area.
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generated or at a facility approved by and in accordance with provisions established by
the Department of Natural Resources and the Fire Chief.

4. Unless explicitly allowed elsewhere in this ordinance, a commercial enterprise other
than an agricultural or silvicultural operation may open burn only at a facility approved
by and in accordance with provisions established by the Department of Natural
Resources and the Fire Chief.

5. Fires set for forest or wildlife habitat management are allowed with the approval of the
Department of Natural Resources.

6. Outdoor campfires and small bonfires for cooking, ceremonies or recreation are allowed
provided that the fire is confined by a control device or structure such as a barrel, fire
ring, or fire pit. Bonfires are allowed only if approved by and in accordance with
provisions established by the Fire Chief.

7. Burning in emergency situations such as natural disasters is allowed if approved by the
Department of Natural Resources.

8. Open burning under this Section shall be conducted only following issuance of and in
accordance with a permit issued under Section J of this ordinance.

9. Except for campfires, open burning under this section shall only be conducted at a
location at least 250 feet from the nearest building that is not on the same property.

10. Except for campfires and permitted bonfires, open burning shall only be conducted
from the hours of noon and 6:00 PM.

11. Open burning shall be constantly attended and supervised by a competent person of at
least eighteen (18) years of age until the fire is extinguished and is cold. The person
shall have readily available for use such fire extinguishing equipment as may be
necessary for the total control of the fire.

12. No materials may be burned upon any street, curb, gutter or sidewalk or on the ice of a
lake, pond, stream or waterbody.

13. Except for barbecue, gas and charcoal grills, no burning shall be undertaken within 25
feet from any combustible material, combustible wall or partition, exterior window
opening, exit access or exit unless authorized by the Fire Chief.

H. BURN BARRELS. No person shall use or maintain a bumibarrel in the Village of Belleville.

I. FIRE DEPARTMENT PRACTICE BURNS. Notwithstanding sections E and F of this
ordinance, the Village of Belleville Volunteer Fire Department may burn a standing building if
necessary for fire fighting practice and if the practice burn complies with the requirements of
the Department of Natural Resources.

J. BURNING PERMITS.
1. No person shall start or maintain any open burning without a burning permit issued by
the Village of Belleville Volunteer Fire Department.
2. Anoutdoor campfire does not require a permit provided that the fire complies with all
other applicable provisions of this ordinance.
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Resources may declare a burning moratorium on all open burning and temporarily
suspend previously issued burning permits for open burning.

4. A burning permit issued under this section shall require compliance with all applicable
provisions of this ordinance and any additional special restrictions deemed necessary to
protect public health and safety.

5. Any violation of the conditions of a burning permit shall be deemed a violation of this
ordinance. Any violation of this ordinance or the burning permit shall void the permit.

6. Any fees for permit applications will be determined by the Fire Department.

K. LIABILITY. A person utilizing or maintaining an outdoor fire shall be responsible for all fire
suppression costs and any other liability resulting from damage caused by the fire.

L. RIGHT OF ENTRY AND INSPECTION. The Fire Chief or any authorized agent, officer,
employee or representative of the Village of Belleville Volunteer Fire Department or the
Village of Belleville who presents credentials may inspect any property for the purpose of
ascertaining compliance with the provisions of this ordinance. Note: If the owner or occupant
of the premises denies access to the property for this purpose, a special inspection warrant may
be obtained in accordance with sections 66.122 and 66.123, Wis. Stats.

M. ENFORCEMENT AND PENALTIES. The Fire Chief is authorized to enforce the
provisions of this ordinance. Any person who shall interfere with the enforcement of any of the
provisions of this section and shall be found guilty thereof shall be subject to a penalty as
provided in § 1-4.

Adopted at a regular meeting of the Village Board this 20th day of February, 2012.

By Howard Ward, Village President

ATTEST:

April Little, Village Administrator/Clerk/Treasurer

Vote: Yes - No — Publication: /72012
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Burn Barrels: Unhealthy, Unnecessary, Unneighborly and Usually Illegal.

Unhealthy

Smoke from burning garbage contains toxic compounds, often including dioxin, furans and other
carcinogens. The ash, which some folks place on their garden, may contain heavy metals such as lead
and cadmium.

Unnecessary

If you have a burn barrel, take a look at what you're burning. Most paper and cardboard can and should
be recycled. Today, waste collection service is available nearly everywhere, and the collection
businesses offer wheeled carts and recycling containers for convenient, economical, end-of-driveway
service.

Unneighborly

You probably don't enjoy the stink of burning garbage, and neither does your neighbor. Think about
how your decision to burn garbage affects others.

Usually Used Illegally

Open burning of household solid wastes, whether or not in a burn barrel, is prohibited by law, with
limited exceptions. This prohibition includes all plastic materials, kitchen wastes, dirty or wet paper
wastes, treated or painted wood, furniture, and demolition material - or any other material that creates a
nuisance. The exceptions (for households only - not businesses) include (if not prohibited by local
ordinance) lawn and garden debris, small quantities of clean, untreated, unpainted wood and clean
paper waste that is not recyclable. Outdoor fires for cooking, or for "warming up" are okay and do not
require any special approvals unless environmental conditions pose a great risk for forest fires.
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Which Materials Are Legal To Burn?

Which of these household materials can be legally burned in a burn barrel or an open
fire on the same property where generated?

State law does not prohibit burning small dry quantities of the household materials with a 4mark, if
they are burned on the same property where generated. Local ordinances may be more restrictive;
check with your local municipality before burning. (The number listed after the materials below refers
to the legal explanations of why the item may or may not be burned.)

0 Plastic Milk Jug 1,5 O Corrugated Cardboard 5 0 Plastic Soda Bottles 1,2
4 Leaves (dry) 8 O Asphalt Sealant 1 0 Magazines / Catalogues 5
0 Treated Lumber 3 0  Plastic Food Wrap 1 4 Waste Mail 7
0 Newspaper 5 0 Plywood 6 0 OSB/ Composite Board 6
0 Insulated Electrical Wire 1 0 Plastic Pipe 1 0 Plastic Weed Barrier 1
O Rubber Hose 1 0 Food Waste / Garbage 4 O Water Softener Salt Bag
0O Tires1 O Wooden Furniture 3 1,2
4  Tree Branches 8,9 0 Plastic siding 1 4 Paper Plates / Cups 10
O Plastic Garbage Bags 1 0 Aluminum Beer Cans 5 4 Napkins / Paper Towel 10
0 Waste Oil 4 4 Pine Needles 8 4 Paper Grocery Bags 7
O Asphalt Shingles 1 0 Nylon Carpet 1,2 00 Plastic Vapor Barrier 1
0] Painted Siding 3 {1 Polystyrene Plates 1,2 O Plastic Toys 1
4 Clean Dry Firewood 9 0O Tar Paper1 O Old Building 11
1 Nylon Upholstery Fabric O Polystyrene Foam 4 Untreated Unpainted

1,2 Packaging 1,2 oo P

0 Urethane Foam Pad 1,2

Explanations & Alternatives:

All plastic, rubber and asphalt materials are prohibited from open burning under state
law. _

2. This synthetic material is “plastic” and may not be burned.

3. Wood that is painted or chemically treated may not be burned under state law.

4

5

=N

These materials are specifically prohibited from open burning under state law.
These materials must be recycled under state and local recycling laws. They cannot be
burned. (It is legal to use a smail amount of paper or cardboard material to kindle a fire.)

6 These materials contain resins and glues making them unsuitable for burning. They are
not “dry unpainted, untreated wood” as referenced and exempted in the law.

7. Even though state law allows burning after removing any plastic, many local recycling
programs cover these materials. Recycling is a better alternative. If recycling is not an
option, proper disposal is better than burning.

8. Even though state law allows burning, composting and/or beneficial use of this material
is a better alternative.

9. Clean dry unpainted untreated wood is legal to burn, but if it isn't going to be
beneficially used for heating, consider options other than burning.

10. This waste paper material is not recyclable. Proper disposal is a better option than
burning. Wet paper or paper mixed with plastic can't be burned.

11. Individuals or businesses may not burn a building. The only exception is that a building



[image: image71.png]may be burned only by a fire department for training purposes after notification to DNR
and removal of illegal materials.

Remember:

All materials emit pollutants when burned. Generally, the materials that cause the
most toxic emissions are those that are prohibited from burning under state law. Try to
avoid burning any waste material.

If prohibited and allowed materials are mixed, they cannot be burned. Any prohibited
materials must be removed before the allowed materials are burned.

Check local ordinances! A local municipality may ban the burning of any material
even if statewide regulations allow it.

Check for burning permits. Even if the material is iegal to burn, the DNR or the local
municipality often requires a burning permit. During periods of high fire hazard, burning
may be prohibited.

Consider other alternatives. Even if the material is legal to burn, more environmentally
sound alternatives are available.

This information only applies to small quantities of household waste being burned on
the same property where generated. The regulations do not allow businesses to burn
the same materials that a household may. If in question, consult the regulations.
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" ARTICLE 13: SICK LEAVE

Section 13.01: Regular full-time employees shall earn and may accumulate paid sick

leave at the rate of one (1) day (8 hours) per month worked. Regular part time employees sick
leave credits earned will be prorated based upon the percentage of hours budgeted. Employees
may accumulate a maximum of two hundred and forty (240) hours of sick leave.

A. Employees who have reached their maximum accumulation of 240 hours at the end of
a calendar year will have the hours in excess of 240, which is an annual maximum of 96 hours
per year, contributed to an individual health care reimbursement account after January 1 of the
following year. The Village’s contribution to the account will be based on the number of hours
above 240 multiplied by the employee’s current salary on December 31 at a prorated percentage

based on the number of years employed with the Village as follows:

3-years 30%
4 years 40%
S-years 50%
6 years 60%
7 years 70%
8 -vears 0%
9 years 90%
+0-years-ormore 100%
Less than 10 Years 65%
10 Years or More 100%

B. Upon voluntary retirement from Village of Belleville employment, defined as a
person receiving a retirement or disability annuity from his/her WRS account, the Employer will
determine the value of the Employee’s individual sick leave accumulated hours for that year to

date (up to a maximum of 96 hours). The Employer will contribute this value to the Employee’s



[image: image73.png]individual health care reimbursement account based on the Employee’s hourly rate at the date of
termination of employment and prorated if employed less than ten years at the Village. Sick
leave accumulated hours of 240 or less will be forfeited and no payment will be made for these
hours.

Qection 13.02: Sick leave may be used to cover absences which result from the bona fide
illness or injury of the employee or the employee's parent, spouse, designated family partner,
child, step-child, step-parents, or mother-in-law and father-in-law.

Section 13.03: The Village reserves the right to require an employee who is requesting
payment of sick leave or is otherwise absent from work due to illness or injury, to submit
satisfactory medical evidence of the need for sick leave and/or ability to return to work. Except
in cases of suspected abuse or recurrent absence, medical proof shall not generally be required
for absences of less than three (3) days.

Section 13.04: The Village shall provide each employee with a long term disability plan
to cover absences greater than thirty (30) days. The premiums for this plan shall be paid by the
Employer. A copy of the Long Term Disability Plan is attached to this document as addendum B.

Prepared by:

Luann J. Alme

Business Agent

Wisconsin Professional Police Association



[image: image74.png]VILLAGE OF BELLEVILLE

. Deleted: POLICY

EMPLOYEE MANUAL

4 Deleted: 10

2012

Village of Belleville

24 West Main Street

PO Box 79

Belleville Wisconsin 53508

TELEPHONE: (608) 424-3341

FAX (608) 424-3423

E-MAIL: villageofbelleville@charterinternet.com
WEBSITE: www.bellevillewi.org

draft 2/20/12

K:\Policies\2012 Policy Manual\2012 Policies Draft post atty review just cause.doc 2/16/2012 1



[image: image75.png]INTRODUCTION

Welcome to the Village of Belleville. We hope that you will enjoy working here and that the
Village will benefit from the skills and enthusiasm you bring to your job.

Working for a municipal employer is unique in that you are here to serve the public. Village
workers are hired to provide the public with the kind of Village service they expect. You are a
representative of the Village; your work, your attitude, your vocabulary, and your appearance are
all subject to close inspection by your employers — the taxpaying public. In many cases, you are
the only Village of Belleville employee a certain individual may know. Such individuals and
their friends base their total impression of the efficiency and character of the Village’s
government on the way you perform.

This Employee Manual is intended to bring together polices and procedures that affect the
Village employees and to introduce you to your job, its benefits, and expectation the Village has

for all its employees. Because it is not possible for this Manual to cover each and every aspect of

our benefits and policies, these are summary descriptions only. If vou have additional questions,
vou should discuss them with your Department Superviser,

This Manual does not constitute an express or implied employment contract, but_rather is
designed to provide vou with infornation about working conditions, emplovee benefits, and
some of the policies affecting vour employment. The policies described in this Manual may
change from time to time at the discretion of the Village. This Manual does not constitute a

guarantee of operating procedures or terms of employment.

The Village does not generally enter into individual written contracts or agreements guaranteeing
employment or compensation for any particular period of time with any individual employees.
The Village does not ever enter into oral agreements of this sort and no official or employee of
the Village is authorized to make oral guarantees of employment or compensation. No express
or implied agreement for guaranteed employment or compensation to the contrary may be made
unless it is made by The Village Board and only if The Village Board does so in a formal written
agreement signed by both the Village President and the employee.

The Village reserves the right to revise, supplement or rescind any information from this Manual
at any time and without notice. This Employee Manual will be updated on a periodic basis to
reflect changes in practices or policies. However, policies and practices may be changed prior to
any written revision of the Manual.
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[image: image76.png]Trustess form of government. There are

The Village of !_Eicélmi”e crerates under a Board o!’
seven Board members. Fach Board member is elected from the Village at-large for overlapping
two vear terms, Dlectons are held on a non-ps A1) E asis 1 April of each vear. nrecedad by a
February primary if there are more than two candidates for the same office. Half of the trustees
are elected each vear we provide continuity to the boar ! Village voters also choose a nresident.
who bv virtue of his or her office is a trustee. That person presides and voles at all meetings of
the board. and siens ordinances and other official documents.

he

The Viliase Board makes Village policy, adopts the Village bud;d and appmm iates iundx
Village Board hives a Village Admintstrator/Clerk/T
responsible Tor the administration of the Village,

The Village AdministratorClerk/Treasurer is responsible for the general administration of all
Village business and coordinates Department Heads. The Department Heads and all other
Villave emplovecs assist the Village Administraior/Clerk/Treasurer in providing the services
legislated by the Village Bogrd for the citizens of Belleville.

You are one of these important_emplovees, without whom the Village would be unable 1o
fungtion. Your conirib ;zmt‘ 1o this oreanization is 2mnajor factor in the success of the Village to
provide the vreas quality of life Belleville residents have come to expect and appreciate.

Ouny Goals and Service Philosophy

The followine lonw term voals have been established to cuide vou in providing Village services,
[t is important that vou understand wh'\f vou are doing vour job, you become familiar with these
goals, and vou abwavs strive ro provide services in a nianner consistent with them,

e Provide gualitv. economical, efficient, and effective services in an equitable manner.

e Invoive citizens in the decision-making process and be responsive to their input,

e Provide professional management in a fiscally responsive manner with the hichess
standard of mtegrity,

Simlarty. we recoenize & managemeni phitosophy that puts the citizen first. Citizens are die
focus of all of cur services. Therefore, it s important that vou support the efforis of the Villase
Board and the Villave Administrator/Clerk/Treasurer in governing the Village, and always
maintaip ethical condugt

Commitment fo Cusioner Service

When vou have contact with citizens, vou are expected to promote the Village’s best interest and
build citizen woodwill. When vou come in contact with a member of the public. vou are ihe
“Village.” and the onlv emplovee with whom g citizen might talk. The c¢itizen judecs the
character of the entire Village government based upen the way you perform, your attitude ang
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[image: image77.png]Please listen carefully 1o customer inquis and complaints and then respond in a courteous.
professional manner. Take a sincere Interest in a customer’s gquesiions and never lose vour

temper, even if a customer should become inconsiderate with vou.

If a controversy with a customer arises, attemipt to explain Village policy clearly vet respectfully.
You cannet know all the answers. but vou may refer the citizen secking information to the right
seurce. it a customer becomes unreasonable and veu cannol resolve the problem. refer the
customer to vour supervisor. This assures that both vou and the customer remain satistied,

The same customer relations policles that apply o in-person customer relations also apply ©
welephons contacts. Answer the ielephone promptly and be courteous and friendly 1o the caller, I
a call is misdirecied to vour phone, determine the correct destination of the call and arrange for
its transter,

SECTION 1

GENERAL POLICIES AND PROCEDURES

Chapter 61 of the Wisconsin Statutes is the basic body of law under which villages operate, but
additional powers and responsibilities are found throughout the statutes.

In the event any provision in this Manual conflicts with any collective bargaining agreement,
Village Ordinance, State or Federal law, or State or Federal administrative rules, the terms and
conditions of that agreement, law or rule shall prevail. In all other cases, the provisions in this
Manual shall apply.

In the event any provision in the Manual conflicts with the Village’s Drug and Alcohol Testing
Policy, the provisions of that policy shall apply.

In the event of the amendment of any ordinance, rule or law incorporated in this document or

upon which these provisions rely, these rules shall be deemed amended in conformance with
those changes.

1.1 DEFINITION OF KEY WORDS AND PHRASES USED IN THIS MANUAL

Appointing authority: The board or commission having lawful authority to appoint or remove a
Village employee.

Board: The Village of Belleville Board of Trustees. Other boards involved in personnel actions
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Committee: A governmental body comprised of members appointed by the Village Board of

Trustees to exercise authority in a prescribed area of responsibility.

Department Supervisor: An individual who, by his or her position or classification, is the person

in a department who has supervisory authority over its employees and their activities.

Employee: Any person, serving an indefinite or limited term of employment, who receives
compensation from funds administered by the Village. Authority to hire an individual as an
employee is vested in the Board. An employee can be discharged, but only for cause; the Village
must be prepared to show cause for dismissal only after satisfactory completion of their

probationary period.

1.2

Probationary Employment: Employment during a probationary period. All

hired emplovees are considered probationary during their 1% six_months of

cmnlovment subject to extension upon recommendation of the department
- s Retirement  Svystem for eligible _emplovees  begins
cociated benefits begin after six months of WRS participation.

Regular Employment: Employment requiring the continuous services of an
employee for at least 2,000 hours on an annual basis.

Non-exempt Employees: Employees who, by virtue of the position held, are
entitled to overtime at the rate of one and a half times their hourly rate for hours
worked in excess of 40 hours per work week.

Exempt Employees: Employees who, by virtue of the position held, are not
entitled to overtime. Exempt positions are the Chief of Police, Library Director,
Public Waorks Direcior and Administrator/Clerk/Treasurer.

Regular Part-time Employment: Employment requiring the continuous services
of an employee for at least 1,000 hours on an annual basis, and eligible for all
benefits on a prorated basis.

Casual Plus Part-time Employment: Employment that requires the continuous
services of an employee_for less than 1,000 hours on an annual basis, but more
than 600 hours. If an employee will work more than 600 hours in a year, the
employee must participate in the Wisconsin State Retirement System_ (WRS); the
Village contributes the employer’s share of payments to the state fund.

Casual Part-time Employment: Employment that requires services of an
employee of less than 600 hours on an annual basis. Such emplovees are not

eligible to participate 1n the WRS or other benefits.

EQUAL EMPLOYMENT OPPORTUNITY

K:\Policies\2012 Policy Manual\2012 Policies Draft post atty review just cause.doc 2/16/2012
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[image: image79.png]It is Village policy to insure equal opportunity for those seeking employment and for employees
seeking advancement in their positions. It is the policy of the Village to recruit, hire, train and
promote on the basis of ability and performance without consideration of age, race, ancestry,
national origin, gender, marital status, religion, arrest record, conviction record, political beliefs,
military or veteran status, disability or any other legally protected class or status. This policy
also applies to the appointment of individuals to serve on boards, commissions and committees.
This policy is intended to apply to recruiting, hiring, promotions, upgrading, compensation,
benefits, termination, and all other privileges, terms and conditions of employment. The Village
of Belleville pledges to maintain this policy and to ensure non-discrimination prevails throughout
every aspect of the employment relationship.

The Village Adiministrator/Clerk/Treasurer serves as the Equal Opportunity Officer, advising and
aiding the Board, other appointing authorities, Department Supervisors and employees in matters
related to Village compliance with federal and state policies, laws, rules and regulations
governing equal employment obligations. If any employee feels that he or she has been
discriminated against in violation of this policy, he or she should report that violation to the
Village Administrator/Clerk/Treasurer.

1.3 ANTI HARASSMENT POLICY

The Village is committed to providing a work environment that is free from discrimination and
phvsical, psychological and verbal harassment based upen race, religion. color, sex. sexual
orientation, creed. national origin, age, marital status, arrest and/or conviction record, veteran
status, disability, or any other legally protected status or characteristi

The Villaze will not tolerate any form of unlawful discrimination ot harassment by any official
or emplovee, nor_from any vendors or thivd parties.  Any conduct which constitures unfawiul
discrimination or harassment by oificials or emplovees is strictdy prohibited and is subject (o
disciplinary action up to and including termination of employviment. The degrec of disciplinary
action 1o be taken may be commensurate with the severliy andior frequency of the unlawful
harassment. '

Unlawful Harassient Defined

Unlawful harassment is any verbal, written. visual or physical act which creates.a hostile,
intimidating or_offensive work environment or interferes with the emplovee’s job
performance when the harassment is done because of, in whele or In part. angther's
legally protected status or character.  Harassment encompa
behaviors occurring either as singular events or as patterned behavior. including but not
limited to, the following;

e Fthnic, racial, sexual or religious shurs, insults, or jokes.

e Physical or verbal threais directed towards an employee because of the
emplovee’s  race. sex. religion,  disability,  or other protected _status or
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[image: image80.png]wouching pinching, or persistent social inyitatior

"‘me's used as a condition of employment. promotion,
< and conditions of emplovinent.

o Requests

compensation. ¢

ive or obscene P{utL‘“Lﬂ or drawings.

e Racialivo

Sexual Marassment Del

cial mention. Sexual harassment is a form of misconduct
of the employment relationship.  The Village is

Sexual hzzrzwt
} vich undenn
gq:rrzsmued o maltaining o k environment free from sexual harassment.

£ include the occasional compliment of a socially acceptable
does include. but is not limited to. any of the following:

arassmient does

patare. Sexual harassn

e Unwelcome sexual advances, requests for sexual favors, sexual contact, or verbal
or phys S Verbal or phvsical conduct of a sexual
nature x'z des. bt iy not limited to. the repeated making of unsolicited gestures

sexuaily

e+ deliberate, repeated display of offensi
Gods ik i pot necessary for business purposes; or_deliberate verbal
4 yexual nature, whether or not repeated. that ig sufficiently
abstantialiy with an emplovee’s work perfermance or ¢reate
dite. or offensive work environment,

an intimidating, b

e Making of sermitine submission to such conduct a_term or condition _of

e Making or permiting submission (o or refection of such conduct 1o be used as a
basis for adverse employment decisions.

o Permitting such conduct to have the purpose.or effect of substantially interfering
with work performance ot creating an_intimidating. hostile, or offensive work
environms

e Encacing in harassment that consists of any kind of upwelcome verbal or nhysical
conduct when the conduct is directed at another individual because  his or her
sex. but only if the conduct has the purpose or effect of creating an intimidating,

ensive work envirgnment.

hostile, or ¢

It does not matier for the purposes of determining whether sexual harassment has
sceurred whether the nerson_eneaging In_such conduct Is the same of of a ditferent
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Procedure For Reporting Harassment

All Villaze officialz and employees are responsibie for helping 1o assure a harassient
free work enviromnment. If vou fee] that vou have expedenced any kind of unlawful
harassment. sexual or otherwise, vou should immediately take the following steps:

1. React o the offensive behavior, In a professional manner, il the alleged
harasser that the conduct is offensive and unwelcome and must siop
immediately, If this resolves the matter, nothing further need be done. 3f
the conduct continues, 1f vou teel ohysically threatened by the alleged
harasser. or if vou simply wish 1o report the harassment, proceed to the

next step,

f

Report the conduct.  Conduct she he reporied (© vour Depariment
Supervisor, unless that person is the allered harasser or vou feel
uncomfortable reporting the alleced harassiment, for whatever reason, to
the Department Supervisor. In that case. report the alleeged harassment 1o
the Administrator/Clerk/Treasurer. Be sure 1o let the person to whom vou
report the conduct know the content of vour discussions. 1f any, with the
alleged harasser. The person to whom vou report this conduct will make
wriiten notes of and/or a memorandun regarding vour compiaint.

3. After Step 2. a discreet and thorouglt nvestieation into the alleged conduct
will be conducted.  Investication will include. but is not limited io,
separate interviews with both the allesed harasser and the alleged victin,
After the investigation, approprigie action will be aken. Detailed notes
and/or memoranda regarding any complaint and resulting_investigation
and resolution process will be created and kept confidential,

2

The Village encourages all officials and emplovees 1o use this procedure, No one shall
be threatened, coerced, intimidated, discriminated, or otherwise retaliated against for
makine any kind of complaint about allegedly harassing conduci, participating in an
investigation or other proceeding regarding allesed harassment,  Any person engaging in
such retaliatory action will be subject to disciplinary _action. up o and including
termination of emplovment,

All information disclosed during the complaint and Investication procedures will be held
in confidence to the wreatest extent possible. Althoush confidentiality will be protected
during the investigative process as fully as possible, absolute confidentiality_is not
possible and would drastically hinder any investigation o remedial efforts,

Any emplovee with supervisory responsibility and anv Village official who becomes
aware of possible unlawful harassment must inunediately report such conduct o the
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Currently, residence within the Village of Belleville is not required as a condition of employment
by the Village, but it is encouraged. All Public Works employees are required to live with in five
(5) miles of the Public Works Garage at 20 River Street. Such residency must be established
before the first year anniversary of their date of hire. The Board reserves the right to determine if
residence or a response requirement within the Village may be required at the time it authorizes
the filling of a vacant position.

Fach employee will make sure Ui her Department Supervisor and the Village
Administeaton Cletk: | reasurer have a record of the employee's current place of residence,
mailing address and telephone number. In addition to reporting any change in residence, mailing
address or telephone number, changes in marital status and the number and status of dependents

{ are to be reported to the Village Adminisirator/Clerk/Treasurer without delay so needed changes
can be made in the computation of payrolls and determination of eligibility for certain employee
benefits.

| ) OUTSIDE EMPLOYMENT

In most cases, the Department Supervisor approves its employee’s requests for part-time outside
employment. However, such part-time work may not interfere with your Village duties,
responsibilities, normal hours of work or overtime, work performance, or compromise the
Village’s interests.  Before accepting outside employment, you must check with your
Department Supervisor to ensure that there is no conflict of interest between your Village
position and your outside work.

| 1.6 ADMINISTRATION OF EMPLOYEE PERSONNEL RECORDS

The Village Adminisirator/Clerk/Treasurer establishes and maintains a personnel file for each
employee to be kept in the office of the Village Administrator/Clerk/Treasurer. Department ) v
Supervisors are yequired to forward documents, pertaining to employees under their supervision, { Deleted: expected

to the Administrator’t

Documents in an employee's personnel file will generally include, but are not necessarily limited
to:

1. Permanent documents that are retained throughout an individual's
employment by the Village, such as application for employment, position
description, performance evaluations, education and training documents, original
copies of personnel actions, original copies of documents relating to employee
benefits, letters of appreciation, commendation or reprimand.
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[image: image83.png]2. Confidential documents, normally retained during an individual's period of
employment, such as reports of medical examinations, psychological profiles,
background investigations, written exams taken for the purpose of employment
promotion, employment contracts, and records relating to the investigation of
possible misconduct or criminal offense. These documents will be kept in a
secured file maintained by the Village Adminisiator/Clerk:/Treasurer in the
Village Administrator/Clerk/Treasurer’s office, separate from employees’ general
personnel files.

Section 103.13 of the Wisconsin Statutes, governs access by either an employee or former
employee to ¢g
access to yecords covered by Sec, 103.13. The employee may inspect these and request
that any erroneous information on file be corrected. In certain instances, an employee may

designate, in writing, another person to serve as his or her representative.

| A more detailed description of employees’ rights and employers’ obligations regarding

disclosure of and access to personnel records is set forth in section 103.13 of the Wisconsin
Statutes.

1.7 PRIVACY RIGHTS ON AND ACCESS TO VILLAGE PROPERTY

Village employees, elected officials, or any person serving at the will of the Village, do not have
a right to privacy when using Village offices, file cabinets, desks, lockers, and any other Village
property and facilities. Although the Village does not prohibit you from bringing personal items
to work, (e.g., family pictures, plants, etc.) you should not bring them if you do not want them
exposed to the public. You also do not have a right to privacy regarding the Internet sites you
access or e-mails you write. E-mails sent or received in the course of performing Village
business are considered open, permanent records under the law. If you would not want them to
be seen, then don’t click on the web sites or write the e-mails. You are required to let the
Department Supervisor know all access codes or passwords established on any Village
equipment, along with any changes made to the established access codes or passwords.

1.8 ELECTRONIC EQUIPMENT POLICY

References to “Village Employees” in the Electronic Equipment Policy will include elected
officials or any person serving at the will of the Village.

Internet and E-Mail

The Village expects that employees use the Internet system and e-mail in a responsible manner.
Accordingly, the Village has established rules governing use in accessing these systems.
Employees must realize that use of this electronic information resource is a privilege, not a right.
Department Supervisors must ensure that their employees understand that violations' of these
rules will result in appropriate disciplinary action, up to and including discharge.

Privacy
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i Deleted: its contents

tain_personnel records. Twice each calendar year, an employee may request -

Deleted: Section 103.13 also provides
that while an employee or the employee's
representative may have access to
medical records maintained by the
Village Administrator/Clerk/Treasurer,
the Village may elect to convey the ’
records to the employee's physician; a
physician may decide what medical
information will be disclosed to the
employee or the employee's family §

No Wisconsin employer need grant an
employee access to:f

. Records relating to the investigation of
possible criminal offenses comnitted by
the employee.q

. Letters of reference for the employee.§

. Test docurnents, except scores attained
on a test or any. portion of a test.{

. Materials used by an employer for staff
management planning.q

. Records related to any claim between
the employer and the employee that may
be discovered in a judicial proceeding.{

An employee's right to inspect certain
documents contained in his or her
personnel record includes the right to
request a copy of the document.§

1

Wisconsin State law has established that
public employee disciplinary or personnel
records are not exempt from disclosure
under the open records law unless the
public interest in keeping the records
confidential outweighs the presumed
substantial public interest in disclosure of
the records. A Village employee whose
privacy or reputational interests will be
impacted by disclosure of information
requested under the open records law has
a right to notice and judicial review of the
custodian’s decision to disclose the
information, regardless of who the public
records custodian is.§

If your personal employment information
is requested in an open records request,
you will be given a notice describing the
requested record and an explanation of
your rights to file a notice of intent to
appeal, and also to seek a court order
restraining access to the record. The law
prohibits the release of the record until
the matter has made its way all the way
through the various courts and all the
appeal periods have run. If you have
questions about the disclosure of your
personnel record information, please
contact the
Administrator/Clerk/Treasurer.j

1




[image: image84.png]Any use of the Village of Belleville’s computer networks by an employee constitutes a waiver of
any right to privacy concerning such use. This includes use of the computer networks for
personal communications. The Village of Belleville yetains the right to review, audit, intercept,
and disclose all communications on Belleville’s networks at any time without prior notice to
employees. If the user wishes confidentiality, he or she must use privately owned equipment and
private access to such information services.

Software

The Village has the exclusive right to install all software used on the Village’s computer

sarv software packages on the Village’s computer
networks and workstations dunno work time or personal time which could interfere with
workstation and nerwork ontimal functionalisy without the express approval of your Department
Supervisor is prohibited.

The Village will remove all unauthorized software from its servers or workstations. The Village
will monitor software use by employees for licensing purposes and to protect against viruses and
unauthorized use of Village servers or workstations by third parties. It is the policy of the
Village to prohibit any employee from copying copyright protected computer software for use on
any computer, whether the software is owned by the Village or owned by an individual.

Data

All data, whether on a server or on a workstation, is the property of the Village of Belleville. It is
against Village policy for an employee to purposefully delete or modify the work product of
another Village employee without the consent of the employee that created the work product. For
the purpose of this policy, work product means any compilation of data, analyses, reports or
correspondence selected, coordinated, or arranged by an employee.

Security

The Village will provide each employee who needs access to the Village’s computer networks
with a unique user identification to gain access to the Village’s computer networks. Authorized
users of the networks will also be required to enter a password to gain access to their individual
and shared areas on the network servers and other information resources located on the networks.

The emiployee sh out or " screensaver password protect” thely computer after 10 minuies of

unatiended time for s J nurposes, Also passwords for applications, networks, email etc shall
not be writien dowa g

{ kept near the computer itself unless in a locked area. Passwords are
required io be chaneed cvery 60 days or 4 times per vear at g minimum for networli access,

Monitoring Communications and Software Use

All communications and data on the computer networks may be public records subject to
disclosure under the state open records law, with certain exceptions. All communications on and
uses of the Village’s networks or applications of any licensed software program installed in a
workstation or server during work or personal time may be monitored from time to time. Village
employees should be aware that any such communications and other uses of the networks are not
private and the Village y and may exercise the right to access and disclose all messages on

anv Village petworks or equipment at any time with or without prior notice to the employee.
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The Department Supervisor shall be responsible for organizing all data on the Village computer
networks in a manner that will allow users to readily access files and other information on the
networks. .

While the Village will be responsible for disaster recovery and back up of all data on Village
servers, the authorized users on the computer networks are responsible for protecting data or
information maintained locally at their workstation. This includes backing up data on individual
workstations to ensure that data saved on individual workstations conforms to established record
retention schedules and that such data is available to authorized users during the appropriate
retention periods.

E-Mail

The content and maintenance of the Village’s electronic mail and shared file storage areas are the
user’s responsibility. Authorized users should follow standard business etiquette in using this
medium.

Village of Belleville employees should be aware that electronic mail messages sent or stored

within the Village’s networks or on Village equipment are not private communications and that .

all e-mail messages are the property of the Village. The Village reserves the right to access,
review, and disclose all e-mail messages. Village employees of the Village should regard all e-
mail messages as non-private communications that may be viewed by others.

Employees using e-mail should delete unwanted messages or files immediately in order to
preserve disk storage space. Alternatively, users should transfer to disks or hard drives any e-
mail messages or files the user wants to save. Some communications must be retained as an
official record of Village business. A message is considersd a public record veperally if it relates
io the emplovee or official’s responsibilities and is not purely personal in nature, £-mail should
be retained as long as any written communications are required to be retained. which is generally
seven vears in the absence of a records retention ordinance establishing u reduced retention
period. If you are unsure about whether a message may be deleted, please consult the Village
Administrator/Clerk/Treasurer/Treasurer.

E-mail is not designed to transfer large files. Large files may cause problems on the Village’s:

servers, as well as the recipient’s local server or workstation. Large files are defined as those
larger than one megabyte (1 MB). As a guideline, files with graphics, animation and/or large
spreadsheets should be checked. In addition, large files going to multiple addresses have the
potential to cause performance problems across all applications.

Internet Access

The Internet provides access to a wide variety of resources that can assist Village employees in
the performance of their jobs. The Village may monitor Internet usage at workstations and
remote sites and maintain a record of employee time on the Internet and sites accessed.
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[image: image86.png]Village employees have an obligation to be aware of computer security, economic and privacy
concerns associated with the use of various systems on the Internet, and to guard against
computer viruses and incurring costs while conducting research or communications on the
Internet.

Personal Use of Networks and Computers

The Village recognizes that employees who use computers and the information resources
available on the Village computer networks can enhance their knowledge of electronic
information resources and can sharpen their information technology skills. Personal use of
computers during non-working hours is permitted in order to enhance those skills so long as such
use does not interfere with the employee’s job responsibilities and the work of other employees.
Personal use of Internet access and e-mail services is permitted during personal time provided
that the accessed sites are at no cost to the Village of Belleville and as long as the employee
agrees that any messages received or sent may be accessed, reviewed and disclosed at the
Village’s discretion.

All Village employees using Village computer equipment on personal time must follow all
guidelines set forth in this policy.

Personal time includes breaks, lunchtime, and time outside of established work hours.
Employees using the resources to fulfill job responsibilities always shall have a priority over
those desiring access for personal use.

The use of storage space on servers for personal data is prohibited. Personal data may be stored
on an employee’s hard drive at individual workstations provided that space is available. All ¢osts

the Village computer network for printing must be paid by the

associated with personal uge o 1

~opving charees,

{;’ETH)}O\'CL‘ at regular

Prohibited Activities
Village employees shall not interfere with or disrupt the Village’s computer networks, other
network users, services, programs, software, or equipment.

Interference or disruption with the Village networks, other network users, services, software, or
equipment may include, but are not limited to the following:

e The use of the Village system and/or networks to gain unauthorized access to remote
systems;

e The use of the Village system to copy unauthorized system files or-copyrighted material,
such as third-party software;

o Intentional attempts to “crash” the Village network systems or programs;

e Attempting to secure unauthorized higher level privileges on the networked systems;

e The willful or negligent introduction of computer viruses or destructive programs that
could adversely affect the Village networks;

e Sharing password information with any other person; if a Village employee does share
that information with another person, the employee shall be solely responsible for the
actions that other person has appropriated;
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[image: image87.png]e Deleting, examining, or modifying files or work product belonging to other users without
their prior consent; or

e Using the network or any of its authorized software for personal gain or solicitation, to
harass or threaten others, to send junk mail or “for-profit” messages.

It is also against Village policy for an employee to engage in the following conduct on the
Village networks:

e Access sites or display items that may be regarded as offensive, indecent, or obscene by
other employees or visitors;

o To use abusive or obscene language in any messages transmitted on the networks,
including any internal or external e-mail messages and Internet communications;

o To engage in behavior on the networks that is proscribed under the Village’s Employee
Manual, including, but not limited to harassment; or .

e To engage in any other conduct that could cause congestion and disruption of the
Village’s networks and systems.

Violations of the Village’s Electronic Equipment Policy are subject to the same discipline as any
other violations of Village personnel policies. Judgment regarding violations will be made by

the Department Supervisor, Personnel Committee or Village Board, as necessary.

Personal Telephone Calls

Village telephones. including cellular phones, are limited 1o use for officiai husiness. Personal
calls received by emplovees will be held to a minimum and_should not be allowed to interfere
with an employse's work. When a long distance call must be placed usine a Village telephone.
emplovess will be expected to yse a personal calling card, place a collect call, or have the call
billed 1o the employee's home number.
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PRE-EMPLOYMENT POLICIES AND PROCEDURES

*

51 HIRING RELATIVES OF OFFICIALS AND EMPLOYEES

This policy applies to all Village employees, elected and appointed officials; it governs the
proposed hiring, for either full-time or part-time work as Village employees, of individuals who
are the relatives of Village employees, elected and appointed officials. For the purpose of this
policy, relative means a spouse, child, stepchild, parent, stepparent, brother, sister, grandparent,
father-in-law, mother-in-law, brother-in-law or sister-in-law.

Hiring relatives of Village employees, elected or appointed officials is discouraged, but may be
permitted if a relative has work related knowledge, skills, experience or other qualifications that
merit special consideration in filing a position. It is expected a Village employee, the elected or
appointed official to whom a job applicant is related, or the job applicant will make the
relationship known before a hiring decision is made._In the event relatives of cutrent Village

- inted officials are hired. or if Village employees are related to newly
bie efforts should be made to avoid creating opportunities

elected or appoeinied ¢
where favontism, or ey
morale or public condi

their relative nor work in the s

The marriage of two Village employees after being hired by the Village will not be a violation of
this policy. nplovee swill be allowed 1o supervise or be supervised by his or her

SPROUSC,

’2.2 WORK PERMITS FOR MINORS

New employees who have pot reached their 18th birthday at the time they are hired must obtain a
work permit issued by the State of Wisconsin.

A work permit covers only the position or specific work for which it is issued. Department
Supervisors or the Village Administrator/Clerk/Treasurer will prepare a letter stating the
Village's intent to employ the minor, the title of the position in which the minor will be hired,
and a description of the duties the employee will be expected to perform.

The permit authorizing employment of a minor must be received and placed on file with the
Village Administrator/Clerk Treasurer before the minor performs any work for the Village. A
record of each minor employed must be kept; it will show the employee's name and address, date
of birth, the time of beginning and ending work each day, the time of meals each day, and the
total hours worked each day and each week.
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Nepotism is a term that refers to
favoritism shown by an individual for
relatives who may be members or
employees of the same organization.

1

In the event relatives of current Village
employees, elected or appointed officials
are hired, or if Village employees are
related to newly elected or appointed
officials. reasonable efforts should be
made to avoid creating opportunities
where favoritism, or even the appearance
of favoritism. may affect organizational
effectiveness, morale or public
confidence. Department Supervisors are
expected to insure relatives, assigned to
the same work unit, are not placed in
superior-subordinate relationships that
may result in or even give the appearance
of favoritism.j
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Federal and state laws set requirements for all employers using commercial motor vehicles. A
commercial motor vehicle is one that: exceeds a gross weight rating of more than 26,000 pounds;
transports 16 or more passengers; or is used to transport hazardous wastes.

Applicants seeking Village employment in a position requiring the operation of a commercial
vehicle are expected to possess or have the ability to obtain a valid Wisconsin Commercial
Driver's License within two (2) months of employment. Obtaining a license will be at the
applicant's expense.

An employee assigned to a position requiring the operation of a commercial motor vehicle may
be discharged if his or her Wisconsin Commercial Driver's License is revoked, suspended or
cancelled. The Village reserves the right to verify that the license of an employee or job
applicant has not expired, been revoked, suspended or cancelled.

In addition to insuring operators of commercial vehicles meet special licensing requirements, the
Omnibus Transportation Employee Testing Act of 1991 requires that employers have a drug and
alcohol testing program for operators of commercial vehicles. Pre-employment, reasonable
suspicion, post-accident, return-to-work, and random testing are part of the required program;
applicants for Village employment affected by testing requirements may expect to undergo
testing after an offer of employment is made and before employment begins. Please review
Appendix A for complete procedures.

2.4 FILLING VACANT POSITIONS

In filling vacant positions, the Village will generally follow the provisions set forth in this
section, but may at its sole discretion deviate from these procedures when deemed appropriate to
do so.

Department Supervisors will request Board approval to proceed with filling a position and will
propose the method to be used in filling jt. In filling a vacant position, one of several methods
may be selected by a Department Supervisor, subject to approval by the Board. These methods
include the following:

1. The Open Competitive Process. Applicants for a vacant position may be selected
through a competitive process open to all interested individuals. The process may include any
one or more of the following elements:

Evaluation of each applicant's education, training, experience and other work
related qualifications.

A written examination to measure essential kinds of work related knowledge.

A performance test specifically designed to measure essential work related skills.
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2 Promotion. Promotion is the advancement of a current employee from his or her
position to a higher position in the same work unit or department. (See Section 3.5)

3. Transfer. Transfer is the movement of an employee from his or her current position to a
vacant or new position in a different work unit or department. (See Section 3.6)

4. Reinstatement. Upon recommendation of the affected Department Supervisor and
Committee, a former Village employee may be rehired without competitive examination, to fill
the position held by the individual at the time he or she was separated from Village service,
provided that this recommendation occurs within three years of separation and contingent upon
meeting the essential job qualifications as written in the job description. (Updated 4/3/06)

The Village AdministratorClork lreasurer will coordinate the process to fill each position
vacancy to insure compliance with contractual, legal, and equal opportunity requirements.
Department Heads may be asked to assist in developing job announcements and identifying
special recruitment sources.

Employment applications will normally be submitted to the Village
Administaor Clerk Treasurer; Village approved forms will  be used by all applicants.
Applications will be kept gonsidered active for 90 days and may be used to identify applicants
eligible for other position vacancies.

Applications for a vacant position will generally not be accepted after the announced closing
date. Department Supervisors will screen all applications to determine each applicant's eligibility
for a vacant position.

isaualified any time during the screening, testing and selection process. The
1 to reiect anplications for any ltawfal reason, inclading but_not limited

s may be d

Appli

Village reserves the g

jAe

Lack of any qualification established for a position.

False statements or deception in fhe application pro

An applicant is not within the legal age limits prescribed by law.
Ifit is decided there are not enough qualified applicants, recruitment may be reopened.

2.8 DISCLOSURE OF APPLICANT'S IDENTITY

At some point during the hiring process it may be necessary to disclose the name of applicants
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[image: image91.png]under consideration, their address, title or occupation. Other information, obtained during the
screening, testing and selection process, will normally be made available only to those Village
officials and employees involved in the process.

Unless applicants inform the Village in writing that they do not want their identity revealed, an
applicant's name may be revealed if requested under the Wisconsin Public Records Law. The

identity of applicants selected as finalists for a position must be revealed if requested.

2.6 TESTING

Some forms of testing, including testing for alcohol, drug or other substance abuse, may be
required in filling certain positions. Testing may include questionnaires, skill tests, written tests,
and physical aptitude tests; each will be work related and used to measure an applicant's
knowledge, skills and abilities for the position.

2.7 FORMS OF TESTING PROHIBITED

Except for applicants seeking employment as police officers, the use of polygraph tests,
commonly known as lie detector tests, is not permitted as part of the hiring process. Nor may the
Village require applicants for employment to disclose genetic information ¢r undergo testing for
the presence of the HIV antibody.

2.8  INTERVIEW PROCESS

The general process for interviewing candidates for employment with the Village is set forth_ in
the Supervisor’s Manual. The Village reserves the right, however, to tmodify this process when it
deems it appropriate for the requirements of the position,

An employment interview is part of the selection process for the final applicants; it is used to
discover knowledge, skills, abilities, experience or qualities that may not be reflected in
application forms, resumes or test results.

2.9 APPLICANT EXPENSES

Unless specifically approved by the Board, an applicant will not be reimbursed for travel or other
expenses incurred as part of the testing and selection process. Moving expenses for newly
appointed supervisors may be reimbursed; the maximum amount to be reimbursed will be set by
the Board. Relocation costs incurred by other new employees will not be reimbursed.
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POST-HIRING POLICIES AND PROCEDURES

| 3. PROBATION

Individuals newly hired for a position with the Village will be expected to satisfactorily complete { Deleted: nonnally

a probationary period, As a rule, probationary periods will be six months in length but may, if ‘ Deleted: before attaining employee
recommended by the Department Supervisor and approved by the appointing authority, be DSOS e s e
extended.

Probation allows time to validate the Village's choice of an individual to filt a position; probation
should be viewed as the last stage in the selection process, rather than the first stage of

employment.

Probationary employees can be discharged any time before completing probation based upon the

| Department Supervisor s recommendation to the Village Board. The Village is not required to
show cause in discharging a probationary employee, nor is the employee entitled to appeal the
action.

| 3.2 PERFORMANCE EVALUATIONS

Deleted: re are many good reasons why
i the performance of employees should be !
i evaluated

| The.

To learn if employees are meeting the expectations of the employer.
To stimulate improved performance.

To give employees and Department Supervisors an occasion to discuss performance
related problems and work out solutions.

To give the employer a basis for deciding matters related to the retention, promotion,
compensation and training of employees. In the absence of evaluations on which to
base such decisions, it is hard to treat employees fairly and on the basis of merit.

To provide documented facts about an employee's past performance when, and if, a
decision needs to be made concerning demotion, discipline or dismissal.

To discuss performance goals and targets for the employee for the next vear, which
could incluge specific performance improvement targets and/or additional job-refated

fraining.
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All non-supervisory employees should generally be evaluated by their Department Supervisor
annually for performance in the previous year during the month of February, with Committee
approval of the evaluation completed by July 31. Supervisory employees should generally be
evaluated by their Committee Chairperson_gid Administrator/Clerk/ Treasurer._annually for the
previous year during the month of February, with Committee approval of the evaluation to be

completed by July 31. Generally. the Administrator/Clerk/Treasurer witl be evaluated by the -

Village Board 60 davs before anniversary date.

Probationary employees should generally be evaluated by their Department Supervisor at least
once every 90 days. If a probationary period is extended after the initial six-manth peried, a
written evaluation should generally be prepared every 30 days during the extended period.

Each employee will be permitted to review the evaluation report prepared by his or her
Department Supervisor and given a chance to meet with the Department Supervisor to discuss it
before being asked to sign the completed form.

An employee who believes the evaluation of his or her job performance is unfair or contains
either biased or inaccurate information may enter written objections on the back of the form or
attach a separate statement to the form. Both the completed evaluation and any statement added
or attached to it will be filed in the employee's personnel file.

¥
v

r

33 LAYOFFS

Layoffs of Village employees could occur because of changes in department or work unit
responsibilities, work methods, reduction in workload or revenues needed to support Village
operations. Layoffs will be based on recommendations of the appropriate board, commission or
committee and the Personnel Committee; the Board must approve all layoffs.

When the Board has acted to authorize layoffs, each employee affected will be notified by letter
and will give the reason for the layoff, its effective date, and a summary of the employee's rights
and benefits; the letter will be delivered to the employee, usually at least ten working days before
the date layoff takes effect.

An employee designated for layoff will be counseled by his or her Department Supervisor and
the Village Adminisirator/Clerk/Treasurer, given an opportunity to ask questions concerning the
exercise of his or her rights, and offered assistance in obtaining benefits the employee may be
entitled to receive.

The Board retains the right to recall and restore employees to positions held at the time of layoff. .
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Vacant positions will generally be filled
when appropriate with qualified Village
employees. An employee wanting to
compete for promotion must file
completed employment application form
1i

Selection for promotion is generally
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1

Temporary appointments to serve ina
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Such appointments will be on an "acting”
basis; if not selected to fill the position on
a permanent basis, the employee will
return: to his or her customary duties
following completion of the assignment.§

Unless the requirement is waived by the
appointing authority, an employee who is
promoted will serve the probation? ™ I ﬂ—
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1

Employees interested in seeking a
transfer to a vacant position must file a
completed employment application with
the Village
Administrator/Clerk/Treasurer. The
personne! file of employees seeking
transfer will be open to the Department
Supervisor filling a vacant position. 1f
selected, the employee's current .’-—Lij‘
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When the qualifications, duties or
responsibilities of an existing position are
substantially changed, a Department
Supervisor may submit a request to the
Village Administrator/Clerk/Treasurer
proposing the position be reclassified.
The request will be reviewed to
determine its fiscal impact and "7[‘3;1—‘
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Based on seniority and a capacity to do
the tasks required, an employee
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[image: image94.png]A recalled employee will report for work on a date agreed to by the Village and the employee; if
an individual fails to report for work on the agreed date, his or her status as a Village employee
will be terminated.

| 3.4 RESIGNATIONS

Employees are asked to submit a letter of resignation, stating the date they wish to terminate
employment, to the affected Department Supervisor. A minimum of ten working days notice is
desired. A Department Supervisor is asked to submit a letter of resignation, stating the date he or
she wishes to terminate employment, to the appointing authority. A minimum of 20 working
days notice is desired.

| The Village Administrator € ferh/ Treasurer will generally meet with a departing employee to
arrange payment of compensation and extension of benefits to which the employee may- be
entitled.

3.3 LOSS OF ACCEPTABLE POSITION REQUIREMENT

a Leense or other requirement necessary for vou 1o perform the

You mav be laid off 1 voy

duties of vour pesiton.

| 3.6 RETIREMENT

You should ask about your retirement eligibility and request your retirement estimates
approximatety 6-12 months before you retire. You can request your retirement estimate packet
from the WRS by phone or in writing, or you can contact WRS to make an in-person
appointment with a benefit specialist.

tinds

Department of Emplovee 11
8 . Badger K¢
P.O. Box 7931
Madison, W 337077931

-5020

N e
-260-37285

Toll Free: |
Local Madison:
Fax: 608-267-454

For an appointment in Madison oy Waukesha
1-877-533-5020 exi. 65717 (1ol tree)
(6083 266-5717 (local Madison)

hitp:fetfwi,goviindex, htm
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PUBLIC OFFICIAL AND EMPLOYEE CONDUCT

4.1 BRIBERY OF PUBLIC OFFICIALS AND EMPLOYEES

Section 946.10 of the Wisconsin Statutes prohibits anyone from giving, or promising to give,
anything of value to a public official or employee with the intent of influencing conduct of the
official or employee. Nor may a public official or employee, either directly or indirectly, solicit,
accept or offer to accept, anything of value with an understanding they will act a certain way on
-a matter pending or likely to come before them.

Employees and officials who violate this law may be subject to significant fines and prison time.

4,2  INTEREST IN PUBLIC CONTRACTS

Section 946.13 of the Wisconsin Statutes contains two important provisions affecting all Village
officials, both elected and appointed, and all Village employees:

No Village official or employee, acting in his or her official capacity, may '
participate in approving a contract with the Village if they have a direct or indirect
financial interest in the contract or will perform in regard to that contract some
function requiring the exercise of discretion on his or her part. For members of a
board, commission or commiitee taking official action on a contract, abstaining
from voting will normally be sufficient to comply with this requirement.

No elected or appointed official or employee, acting as a private citizen, may
negotiate, bid for, or enter into a contract with the Village if they have a direct or
indirect financial interest in the contract and is "authorized or required by .law to
participate in . . . the making of that contract.” For members of a board,
commission or committee responsible for approving a contract, abstaining from
voting will not avoid violation of this provision; even if an official does not vote on
the contract, and even if the contract is awarded to another bidder, the official may
still be held in violation of the law.

Some elected or appointed officials or employees may own or be associated with firms doing
business with the Village. State law allows these individuals to have an interest in public
contracts if the total value of services or goods provided does not exceed $15,000 in any one
year. This limitation applies to all goods and services provided in any one year, not each contract
in which an official or employee has a financial interest.

Employees and officials who violate this law may be subject to significant fines and prison time.
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Most documents created or received during the course of performing work for the Village will be
considered to be public records and must be preserved. This includes e-mails created, sent, or
received in the course of performing work for the Village. You should consult with your
Department Supervisor on how to preserve documents created or received while performing your
duties. If you are unsure whether a document is one that must be preserved under Wisconsin’s
public records law, always err on the side of preserving the document.

Only those employees who have received specific authorization from their Department
Supervisor may respond to a public records request.

44 MISCONDUCT IN PUBLIC OFFICE

Section 946.12 of the Wisconsin Statutes prohibits all public officials and employees from
engaging in certain kinds of conduct. A public official or employee may not:

Intentionally fail or refuse to perform a duty within the time or in the manner required
by law.

Engage in an act the individual knows exceeds his or her lawful authority or is
forbidden by law. '

Use a discretionary power in a manner inconsistent with the duties of one's office or
employment, in violation of the rights of others, or to obtain a dishonest advantage.

Intentionally solicit or accept anything of value for the performance of a service or duty
the individual knows is greater or less than fixed by law.

Intentionally falsify an entry in an account, record book, return, certificate, report or
statement.

Employees and officials who violations of this law may be subject to significant fines and prison
time.

4.5 ETHICAL CONDUCT

Section 19.59 of the Wisconsin Statutes establishes a code of ethics for all units of local
government. The information below is intended to provide general guidance; please cheek the

statutes for further clariiication and definitions. Generally, no Village official may:

Use their position for financial gain or to obtain anything of substantial value for their
private benefit, the benefit of their immediate families or an organization with which
they are associated.
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[image: image97.png]Take an official action that substantially affects a matter in which they, a member of
their immediate family, or an organization with which they are associated, have a
substantial financial interest.

Use their position to produce a substantial benefit for themselves, a member of their
immediate family, or an organization with which they are associated.

Accept "anything of value” if it could reasonably be expected to influence how they
vote or actions they may take, influence their judgment in a matter, or could reasonably
be considered as a reward for any official action or inaction on their part.

The phrase "anything of value" means money, property, a favor or service.

The term "immediate family” means one's spouse and family members who receive more than
one-half of their support from the official or employee.

The term "organization" means one in which the official or employee serves as an officer,
director or trustee, or owns at least ten percent of the organization.

Village officials and employees who suspect an action they may take will place them in violation
of the ethics code can ask the Village Attorney for an advisory opinion.

To insure the integrity of Village government and foster public trust, officials and employees are
encouraged to disclose information that may establish grounds for believing another official or
employee has engaged in any of the following:

Violation of a law, rule or regulation.

Gross mismanagement or a waste of public funds.

Abuse of authority.

Danger to public health or safety.

Violation of the ethics code for local government officials.
Elected and appointed officials may give information about possible wrongdoing by another
employee or Village official to their attorney, Village attorney, Village President or, if
appropriate, a law enforcement agency; employees may give information to their attorney,
Department Supervisor or collective bargaining representative or, if appropriate, a law
enforcement agency.
No retaliatory action will be taken against an employee who discloses information concerning
possible wrongdoing by another employee or Village official. Retaliatory action means any act

intended to punish an employee because he or she disclosed information, testified or assisted in
any action related to wrongful or unethical conduct. Retaliatory actions include verbal or

K:-\Policies\2012 Policy Manual\2012 Policies Drafi post atty review just cause.doc 2/16/2012 24



[image: image98.png]physical harassment, reprimand, suspension, demotion, dismissal, transfer, reduction in pay,
reclassification or another act which has the effect of penalizing an employee for lawfully
disclosing information.

4.6 WORKPLACE RULES

There are forms of behavior in the workplace that must be govemned by rules set by the
employer. Any employee who violates any policies, procedures, rules or regulations, whether
written or unwritten, shall be subject to disciplinary action which may, but need not, include oral
warnings, written warnings or reprimands, suspension without pay or benefits, work restrictions,
or any other discipline, up to and including termination. The nature of the discipline will depend
upon the nature of the violation and the surrounding circumstances. While the violation of most
workplace rules will be governed by policies contained in this section, violation of the Villaoe's
Drug and Alcohol Testmo Policy will be treated under the terms of that specific policy. |
additio gaining agregnients may contain provisions which wr\—”&hic
the proy he bmplovee Manual,

The following list of reasons for discipline is not intended to be all inclusive; the mere fact that a
possible violation is not listed does not mean that it would not result in disciplinary action.

Violations of Village rules of conduct may include the following:

Abuse of sick leave privileges by reporting sick when not sick or obtaining sick leave
pay under false pretenses.

Insubordination, defined as refusing to submit to the lawful authority exercised by a
Department Supervisor, Board member or any other individual having supervisory or
managerial authority over an employee. This may include failure or deliberate refusal
e obey an order by a superior. ridicuding a superior or a superior’s orders, whether in

oroui of the presence of a superior.

Negligence, disobedience or refusal to carry out written or verbal directives,
department policies, rules or regulations.

Incorrect or improper use, damage to or the destruction of Village property or the
property of another employee,
Defacing areas of Village facilities; posting on or removing materials from bulletin

boards, wall space or other areas of Village facilities without authorization.

Using or permitting the use by others of Village facilities or property without
authorization.

Failing to observe procedures for safeguarding public property.
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[image: image99.png]Failing to observe health or safety rules.

Operating a Village owned vehicle, or a personal vehicle, following the expiration, : while conducting Village

suspension or revocation of an operator’s license.

Falsifying an entry in an account, time record or another record, return, certificate,
report or statement whether or not it warrants prosecution under section 946.12 of the
Wisconsin Statutes, governing misconduct in public office.

Fighting, instigating or provoking a fight, - | Deleted: while on duty
. . . . s
Intimidating or threatening to do harm to another person, - 7 Deleted: whilc on duty
Sleeping on duty.
Possessing, delivering or consuming alcohol, dangerous drugs or other controlled
substances at any time. . - 't Deleted: while on Village property or
T o performing official duties as a Village
employee

Reporting to work under the influence of alcohol, drugs or other substances.

alsification o misuse of time cards, . | Deleted: Engaging in immoral conduct
’ or indecent acts prohibited by state statute
or in conduct deemed unbecoming of a
public employee.§

Jntentionally giving false information_includiy
time sheets, records, or assisting in such falsification.

Divulging or misusing confidential information, including removal from Village

premises, without authorization, employee lists, records, designs, drawings or
confidential information of any kind.

Failing to promptly report accidents and injuries, on or off Village property, which
involve Village equipment and the employee or members of the pubilic.

Making derogatory statements or false accusations with intent to discredit, undermine
trust in, or harm the reputation of other employees or Village officials.

Being habitually tardy or absent from work, Fziling to notify vour supervisor in
advance when vou will be absent from work or arc unable to report for work on time.
Please notify vour supervisor as early as possible, but ne later than one houy prior (o
vour starting time that dav. Leaving a voice mail at vour supervisor's telephone
and/or Village Hall at 424-334| hefore op State vour name
and reason for absence. Unexcused absences iom wo tive scheduled
work davs without calling in or notifying vour supervisor will be considered to be a
voluntary resignation, Being late for or being absent from work without notifying the
affected Department Supervisor will not be considered a violation if the employee is
unable to give notification due to circumstances beyond his or her control._An
emplovee’s attendance record will alse be considering when amnual reviews take

place.

fing hours is accepiable,

tie Lwo consecy
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[image: image100.png]Failing to notify the appropriate Department Supervisor or official where or how an
employee can be contacted while absent from the assigned workplace during normal
hours of work.

(vl zes

Worling ¢

Soliciting without authorization while on Village property or while engaged in
activities as a Village employee.

Conducting personal business during assigned hours of work.
Failing to meet and maintain acceptable standards of job performance.

Using profane, obscene or abusive language while on Village property or performing
official duties.

a member of the general public or other Villase emplovees.

Fanv_emplovee because of sex, race, religion, physical disability or amy

Marcassmen
other leeally proetected eroun status.

side emplovement while on any leave of absence

Fng

dulent use of leave of absence,

2 weapons or explosives of any_tvpe on or in Village property including
les orin private vehicles parked on Village property, without Village
Contact the  Administrator/Clerk/Treasurer for guiborization,  This
not apply to sworn police officers employed by the Villase and other

X

SLHN0F

policy ¢

Deliberatly restricting work output or encouraging another emplovee to do so.

Lying oy sttempiing io withhold information from a supervisor.

Any other form of conduct impairing the ability of employees to perform their duties
or serving to undermine public confidence in the Village of Belleville as a
governmental unit.

Theft, unauthorized possession, removal or sale of any Village property or the
property of a Village official or employee.

Unauthorized use, loan, borrowing or duplication of any key providing access to
Village property and equipment.

Unauthorized entry to Village property, including entry outside of assigned work
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[image: image101.png]hours or entry into areas where an official, employee or the public is not permitted to
be without authorization.

| The purpose for setting reasonable rules governing conduct in the workplace is to discourage . - Deleted: notto discipline or penalize
behavior that may impair the ability of other Village employees to perform their duties or L cmployees, but
undermine public confidence in the Village of Belleville as a governmental unit.

4.7 DRUG AND ALCOHOL POLICY

distributing, transferring or

The Village prohibits emplovees from using, consuming
selting alcohol, drugs or other controlled substances on Village premises, in Village vehicles, or
at any Village work site, at any time, including breaks, meals and overiime, or reporiing to work

or working while impaired by or under the influence of alcohol, drugs or other controlied

substances. In addition, the Villace also prohibits employ Om Usly
no sing, distributing, transferring or selling Hiicit drugs, unpreseribec

controlled substances at any thime and in any location,

druRs o

Violation of this policy will result in immediate removal from the work gite and appropriate
disciplinary action. up to and including rermination of emplovment. The Villave, in its sole
discretion, may take other disciplinary action as it deems appropriate and/ecr mayv offer an
emplovee the opportunity to undergo substance abuse evaluation and successtully complete
treatment. if recommended, in lieu of terminaiion.

4.8 POLITICAL ACTIVITIES

Village officials and employees may not, either directly or indirectly, solicit or receive money,
property, favors, services or anything of value on behalf of a candidate for elective office, on
behalf of a political party or committee attempting to influence the outcome of an election while
on Village property or while engaged in work elsewhere as a Village official or employee.

Village officials and employees may not engage in political activity on Village property or while
engaged in work elsewhere as a Village official or employee. Village officials and employees
seeking any elective office may not engage in electioneering while on Village property.

An employee declaring an intent to seek partisan political office will be expected to request an
unpaid leave of absence or resign from employment with the Village.

An employee elected to a partisan political office will voluntarily terminate employment with the

| Village, . { Deleted: or, with the approval of the .
’ ’ Board, take an unpaid leave of absence
i for a period not exceeding two years

An employee elected to a nonpartisan political office, other than an elective office in the Village
{ of Belleville, may continue to work for the Village, However. he or she may not conduct
business related to his or her elective position while on Village property or while engaged in
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¥

4.% SMOKING POLICY

It is Village policy to protect officials and employees who do not smoke, as well as the public,
from the harmful effects of smoking materials while preserving a reasonable degree of freedom
for those who choose to smoke.

Section 101.123 of the Wisconsin Statutes prohibits smoking in any enclosed, indoor area of a
state, county, village, or town building. Smoking is only allowed outdeors away from entrance

' ths. Smoking is defined as carrying a lighted cigar, cigarette or pipe. Village policy
prohibits smoking by any person within or upon all enclosed buildings, vehicles, and enclosed
equipment owned, leased or rented by the Village. Violations should be reported to the
Department Supervisor responsible for the work area or facility involved. The Department
Supervisor will notify the violator of the prohibition against smoking. Subsequent violations by a
Village employee may be a basis for disciplinary action.

4.14_ PERSONAL APPEARANCE

Village employees should be groomed and dressed in a manner suitable for the workplace and
that reflects well on the Village as an employer. Good personal hygiene is equally important.
Department Supervisors will discuss personal appearance and hygiene with employees if it is felt
to be not appropriate or detrimental to workplace health and safety.

ive clothing as_appropriate. Unkempt. tom, and/or overly
,Ehno are not aspropriate work clothes, Shirts must be womn at all times,
In no ;.':iz'cum.\wnccs mav any Yitlage emplovee wear any clothing upon which anv type of
inappropriate. lewd or effensive picture, messave or symbol appears. The Village reserves the

> decide what i3 approgpriate cloting,

4.1:  GRIEVANCE PROCEDURE (For-non-union-employees)

NOTE: APPROVED BY Villave Board 9/19/11

he-agk »ma--a---e;-?--a»-%peei-=l~‘mv-fofm--@if--a-r-tr—r-%-e—v-aﬂe-‘e—--pree-'_ed»t»x-l-‘-e--»i-s»
HBellevilleintendsto-adoptaerievane that-complies
»‘s"t:-,»{-i—{-,*’h‘ﬁ---fﬁ&ﬂﬁ-iﬁﬁ@%ﬂ—beteﬁ}e&-é‘ww&!{?%ﬁwd
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1
4.8 _ LOBBYING BEFORE
LEGISLATIVE BODIESS

Village officials and employees, acting as
representatives of the Village, may
appear before a legislative body to give
testimony on a matter before the body.{

Village officials and employees are free
to appear before a legislative body as a
private citizen, as a member of an
organization not affiliated with the
Village, or as a representative of an
association seeking to influence the
outcome of a matier before the body. In
this case, however, Village officials and
employees are expected to use vacation
time for the purpose.§

1
4.9 . PERSONAL TELEPHONE
CALLSS

Village telephones. including cellular
phones, are limited to use for official
business. Personal calls received by
employees will be held to a minimum and
should not be allowed to interfere with an
employee’s work, When a long distance
call must be placed using a Village
telephone, employees will be expected to
use a personal calling card, place a collect
call. or have the call billed to the
employee’s home number. §

1
4.10 _ POSSESSION OF WEAPONS
BY EMPLOYEES

No official or employee may have in his
or her possession, either while on or in
Village propeity or while performing any
Village business, any weapon or
ammunition. This policy does not apply
to sworn police officers employed by the

Village and other jurisdictions.{

Deleted: 4.12. . ANTI
HARASSMENT POLICYS|

The Village is committed to providing a
work environment that is free from
discrimination and physical,
psychological and verbal harassment
based upon race, retigion, color, sex,
sexual orientation, creed, national origin,
age. marital status, arrest and/or
conviction record, veteran status,
disability, or any other legally protected
status or characteristic.§

The Village will not tolerate any form of
unlawful discrimination or harassi 14 [4]
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4.15 SUSPENSION WITH PAY AND BENEFITS

Any employee may be suspended with pay and benefits for up to 30 days by the applicable
Department Supervisor, upon the concurrence of the Personnel Committee Chair or the Chair’s
designee, pending investigation of allegations of misconduct when the Department Supervisor
and Personnel Committee Chair, believe that the nature of the allegations compromises the
ability of the employee to perform his/her duties, and/or when a substantial period of time will be
required to complete an investigation or legal action. Any investigation will include an
opportunity to the employee, after notice of the allegations, to respond to the charges.
Suspensions with pay and benefits may be extended for one additional 30-day period by the
Department Supervisor upon concurrence of the Personnel Committee Chair or the Chair’s
designee

A Department Supervisor may be suspended with pay and benefits for up to 30 days upon a
unanimous vote of the Personnel Committee, pending investigation of allegations of misconduct
when the entire Personnel Committee, believes that the nature of the allegations compromises
the ability of the employee to perform his/her duties, and/or when a substantial period of time
will be required to complete an investigation or legal action. Any investigation will include an
opportunity to the Department Supervisor, after notice of the allegations, to respond to the
charges. Suspensions with pay and benefits may be extended for one additional 30-day period
upon unanimous vote of the Personnel Committee.

Suspensions with pay are not disciplinary actions and may not be appealed. If the charges are
substantiated, disciplinary action will be taken in accordance with the nature of the offense, and
may include recovery of salary and benefits paid during suspension. If the charges are
unfounded, the employee will be restored to duty and a letter or exoneration will be placed in the
employee’s personnel file.

4.12  DISCIPLINARY ACTIONS
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[image: image116.png]It shall be the poticy of the Village to administer discipline fairly, reasonably, and impartially.
The Board is the hiring authority and has the power to discipline employees._; the Board has
delegated authority to administer progressive discipline to Department Supervisors and the
Personnel Committee Chairperson., or Chair’s designee.

Employment is based on reasonable standards of job performances and personal and professional
conduct. Failure or refusal to meet these standards will result in disciplinary action including
oral or written warnings or reprimands, suspensions without pay or benefits, demotions or
reductions in pay, and dismissal.

Disciplinary action is not primarily intended to be punitive, but rather to maintain the efficiency
and integrity of Village service. The nature and severity of the offense and the employee’s prior
record shall be considered in all disciplinary determinations.

Applicability

This section does not apply to probationary employees. Employees who are in their probationary
period are subject to discipline and discharge without cause, at any time and for any reason,
pursuant to Section 3.3.

The discharge of law enforcement officers for just cause, or removal of the Police Chief, is
governed by provisions in section 62.13, Wisconsin_Statutes and any applicable collective
bargaining agreement. To the extent that the terms of that statute or the applicable collective
bargaining agreement conflict with the terms of this section, the terms of the statute and/or
collective bargaining agreement shail control.

Discipline of union employees is also subject to the provisions of any applicable collective
bargaining agreement. To the extent the terms of an applicable collective bargaining agreement
conflict with this section, the terms of the collective bargaining agreement shall control.

Employees who violate the Village’s Drug and Alcohol Testing Policy are subject to the

discipline described in that policy. To the extent that the terms of the Policy conflict with this
section, the terms of the Policy shall control.

Procedure

Oral or written warnings or reprimands may be issued to an employee other than Department
Supervisors by the employee’s Department Supervisor.

Demotions and reductions in pay, suspensions without pay or benefits, and discharges may be
imposed on an employee other than Department Supervisors by concurrence of the employee’s

Department Supervisor and the Personnel Committee Chair or the Chair’s designee.

In any disciplinary action that involves a written warning or reprimand, suspension without pay
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[image: image117.png]or benefits, demotion or reduction in pay, or discharge, the Department Supervisor, will inform
the employee orally or in writing of the charge(s) against the employee and explain the nature of
the evidence, and ask the employee for a response to the charge(s). After hearing the employee’s
response, if any, the Department Supervisor, in concurrence with the Personnel Committee
Chair, or Chair’s designee, will tell the employee what disciplinary action, if any, is proposed.
The Department Supervisor will then ask the employee to tell him/her, either in person or in
writing, within three (3) business days of the initial determination of discipline, any reasons why
the proposed disciplinary action should not be taken. The Department Supervisor and Personnel
Committee Chair, or Chair’s designee, will review any such reasons, and then inform the
-employee what disciplinary action will be taken, if any, and the effective date.

It is the responsibility of each Department Supervisor to evaluate thoroughly the circumstances
and facts as objectively as possible and then to apply or recommend the most suitable form of
discipline.

Department Supervisors:
Oral or written warnings or reprimands may be imposed on a Department Supervisor by the
Personnel Committee Chair or the Chair’s designee.

Demotions and reductions in pay, suspensions without pay or benefits, and discharges may be
imposed on Department Supervisors by a unanimous vote of the Personnel Committee.

In any disciplinary action that involves a written warning or reprimand, suspension without pay
or benefits, demotion or reduction in pay, or discharge, the Personnel Committee will inform the
employee orally or in writing of the charge(s) against the employee and explain the nature of the
evidence, and ask the employee for a response to the charge(s). After hearing the employee’s
response, if any, the Personnel Committee, upon unanimous vote, will inform the employee what
disciplinary action, if any, is proposed. The Personnel Committee will then ask the employee to
tell him/her, either in person or in writing, within three (3) business days of the initial
determination of discipline, any reasons why the proposed disciplinary action should not be
taken. The Personnel Committee will review any such reasons, and then inform the employee
what disciplinary action will be taken, if any, and the effective date.

It is the responsibility of the Personnel Committee to evaluate thoroughly the circumstances and
facts as objectively as possible and then to apply or recommend the most suitable form of
discipline.

Grounds For and Types Of Discipline

Employees may be disciplined for violating policies and procedures outlined in the Personnel
Policy, as well as for violations of other Village policies, Village ordinances, State and Federal
laws or regulations or a directive of one or more Department Supervisors, for failure to perform

satisfactorily, and for failure to conduct themselves in a professional manner.

The Village will generally follow a progressive disciplinary process, described below. However,
the Village retains the right, it its sole discretion, to deviate from the general process when
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[image: image118.png]deemed appropriate. Notwithstanding the Village’s progressive disciplinary policy, disciplinary
consequences for violation of the Village’s Controlled Substances and Alcohol Testing Policy
spelled out in that Policy shall control.

Step 1 - Oral Warning or Reprimand. This type of discipline is generally applied to infractions
of a relatively minor degree or in situations where the employee’s performance needs to be
discussed. The oral warning should be given in private. Department Supervisors (or the
Personnel Committee Chair, if appropriate) should inform the employee that the Department
Supervisor (Personnel Committee Chair) is issuing an oral warning, that the employee is being
given the opportunity to correct the condition, and that, if the condition is not corrected, the
person will be subject to more severe disciplinary action. A notation that an oral warning was
given should be made in the employee’s personnel file. The employee should be informed that
this action was taken.

Step 2 - Written Warning/Reprimand. This notice will generally be issued in the event the
employee continues to disregard an oral warning or if the infraction at issue is severe enough to
warrant a written warning or reprimand in the employee’s personnel file. Written
warning/reprimand notices will generally be issued within ten (10) days after the occurrence of
the violation claimed by the Department Supervisor (Personnel Committee Chair). The written
warning/reprimand shall state the nature of the infraction in detail and what corrective action
must be taken by the employee to avoid further

Step 3 - Suspension Without Pay or Benefits. This form of discipline is usually administered
as a result of a severe infraction of policies, which, under circumstances related to an employee’s
overall performance, do not warrant immediate discharge, or for repeated violation of policies.
An employee will be suspended without pay or benefits when the offense is of a serious enough
nature usually sufficient for discharge but when circumstances related to an employee’s overall
performance would not warrant immediate discharge.

Step 4 — Demotion and Reduction in Pay. Demotion or reduction in pay may be used in those
instances where an employee has been promoted to a position where they are unwilling or unable
to perform the responsibilities of that position. Demotion or reduction in pay are not to be used
as a substitute for dismissal when dismissal is warranted.

Step 5-Discharge. Discharge may be warranted in instances involving serious insubordination,
theft, serious illegal or destructive acts while on the job, or other substantial reasons deemed
appropriate by the employee’s Department Supervisor and Personnel Committee Chair or the
Chair’s designee An employee may also be discharged after repeated offenses of a less serious
nature.
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COMPENSATION

5.1 WORK WEEK AND HOURS OF WORK

The normal work week for full-time Village employees, except designated police, calls for 40
hours of work during the seven day period beginning 12:0] a.m. on Monday and ending at
midnight the following Sunday.

Normal hours of operatlon are § an o8 pan., Monday t
departments and offices, Fouss may be set and, as necessary, changed by the Vitlawe and
by the Library Board for the Library; hours, including lunch periods, may be temporarily
adjusted by Department Supervisors to meet the Village's needs in the event of an emergency or
other special circumstances. At a_Department Supervisor's_discretion, an_emplovee may be
e up time lost from work in the same pav ovele. including time lost as the resulg
ey or work place interruptions caused by the failure of mechanical or electrical

venited o mak

of inclement w

s may prevent emplovees from setting o work or cause them o artive late,
Einple ted (o make every reasonable effort o report 1o worle, It empiow‘*, are unable
y get to work or i they e\'pe":i’ t0 be late, they will contact their SUREIVISOr as soon as possit
They mav be allowed 10 adiust their schedules during that day onlv to make up the lost time, I an
a1 beiore an emervency closing is declared and is given permission (o take a paid
‘i’l“:i)\’f"c must use the paid leave time {vacation or comp time) for that dav. if no
Habte, the smplovee may take time without pav.

&,

anIU\Ln h(’ii

are fold by management not to come o work, or if emplovees are told o come late or

egve carly due 1o an emereency situation. resular full-time and part-time emplovees must use the

naid feave Hime -aliou or vomp time) Tor remaining howrs not worked that dav, Casual emplovees
all not be paid for emergency clasing. This policy shall not apnly o emplovees in positions

for providing protective services, support (o protective services or for improving driving

Fmplovees in such positions are expected, as a condition of their respective work, to

al and depariure in accordance with predicted conditions.

Each employee is expected to report for work on time. If unable to report on time, an employee
will notify his or her Department Supervisor by telephone as soon as the employee learns that
he/she will be late.  Absences from work will normally be charged to vacation or another
appropriate form of leave. The employee may elect to take time off without pay, if approved by
the Department Supervisor. |

Breaks
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[image: image121.png]Vou may take a paid 1 S-minute break for everv four hours that you work, Breaks should be
scheduled so that there is alwavs someone present o serve customers. [ vou work through your
break. vou mav not leave work carly,

Emplovees who are nursing will be provided with regsonable unpaid breaks fo express breast
milk as frequently as needed for up to one vear after the birth ot a child. The Villase will provide
a plage for the break. other than a bathroom. that is shielded from view and free from intrusion.
Emplovees will not be retatiaied against for exercising their rights under this policy. This policy
will not apply in cases where compliance with the policy would impose an undue hardship on the

Vitiage,

5.2 REPORTING HOURS WORKED

The Village establishes procedures for reporting hours worked and hours charged to various
forms of leave. These reports, or time sheets, are used to compute employee earnings and to
record overtime, compensatory time credits, vacation, sick leave and other forms of leave. Time
sheets are submitted by all employees to their Department Supervisors on the last workday of the
pay period; each time sheet will be signed by the employee, by the employee's Department
Supervisor and submitted to the Village Administrator/Clerk/ Treasurer, by 11:00 a.m. on the
Monday following the last day of a pay period. It is the responsibility of each employee and the
employee's Department Supervisor to accurately report the number of regular hours worked,
overtime hours worked, and hours charged to vacation, sick leave or other forms of leave.

All employees are paid biweekly. On the first business day following each pay period, the
Village Department supervisors will examine individual time records and, as necessary, verify or
correct hours reported before computing the amount of payment due. The Yillage makes every
effort to provide vou with an accurate paveheck; however, sometimes errots are made. If vou
have anv questions about vour pay or think that an error hag been made, notify your Superviser

nnmediately.

Payroll checks will typically be issued by the Wednesday following the end of each biweekly
pay period. However if 3 Monday. Tuesday. or Wednesday coincides with an observed holiday,
checks will be issued by the Thursday following the end of the pay period. Payroll checks will
not be issued early except in an emergency as determined by an employee's Department
Supervisor and the chairperson of the appropriate committee. You may make a written request
that vour paveheck be mailed to you if vou won’t be present on pavday, Reporta lost paycheck

o vour supervisor innediately. Direct payroll deposit s also available,

53 OVERTIME AND THE GRANTING OF COMPENSATORY TIME
(Non-Exempt Employees)

Non-exempt employees are expressly prohibited from working hours in excess of the number
authorized, unless a Department Supervisor has approved such additional work hours before the
additional hours are worked. Upon approval of their Department Supervisor to work excess
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[image: image122.png]hours, all non-exempt employees shall receive time and one half (1.5) their regular hourly rate
for all hours worked in excess of forty (40) hours per calendar week. For purposes of calculating
overtime, oniv_hours sorked will be considered hours worked, but time off for sick leave will
not be considered hours worked. Supervisors must sign or_initial time cards 1o indicate the

- | SR
been authorized.

Employees must request earned overtime as either compensatory time saved or overtime pay or a
combination of each on the timesheet for the pay period in which it is earned. The Department
Supervisor reserves the right to determine, in accordance with applicable law, when use of
compensatony time may be permitted. The Village may compel the use of compensatory fime us
ompensatory time off will acculmulate at the cate of 1 ' hours for each hour of

v time requires approval of the Department Supervisor, A Deparbment
rd Be ADBIOVe requests (o use compensatory tme if the Department Superviser
e5 .hui an emplovee's absence will impair a department’s ability 10 meet its

reasonabiy at

Fyempl emplovees we not cligible for overtime or comp time. Fimplovees who are exempt are
work 40 heurs per week at minimum, and typically work in excess of 40 hours. -
seheduie, based on hours worked bevond 40 hours per weelk worked ot a st
time hast snerallv, i1 an exempt emplovee expects 1o be off work hours_for four ot m(vm
hots, v 3 or sick time should be used. They may be sranted an occasional per.
attend personal business in order to compensate them for extracrdinary hours woz‘ked over foriv
Bours ver work weelk. It is not intended 1o replace vacation or sick leave, This time will not be
carried over 1o the following vear not paid out al iermination.

Public Works Department employees may be scheduled to work weekends and holidayS' each
weekend on call
rate of one and one half times the employee’s normal hourly wage. ()n call is defined as from
3:00 p.m. Fridey wnil 7 ann_on Monday, The Village Hall should keep a schedule of on-call
personnel. The gn-call emplovee shall remain located within 30 minutes of the Village and must
have his cell phone with him. If the emplovee is unable to work his scheduled weekend, it is his
v the Village office of any changes made 1o the

['ﬁS[}("E!Si[‘HK”.\" 1o Tind g replacement and nots

Municipal employers are governed by the Fair Labor Standards Act and rules of the Department
of Labor in matters related to overtime and compensatory time worked. Except for public safety,
emergency response and seasonal employees, municipal employees are not permitted to
accumulate more than 240 hours in overtime credits (160 hours worked multiplied by 1.50).
When the prescribed limit is reached an employer is required to make a cash payment to
employees for hours accumulated in excess of 240 hours. Unused comp time is paid to the

emplovee at the rate of cne and ong-half time the emp[m'ec’s xcw!&x pav rate ai the time of

if the number of hours is less than 240.
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[image: image123.png]Employees engaged in public safety, emergency response and seasonal kinds of activities may
accrue up to 480 hours of compensatory time credits.

Any accrued compensatory time remaining at the end of each calendar year shall be paid to the
employee at their current wage. If an employee has accrued compensatory time and terminates
employment, the employee will be paid for the accrued time at his or her then-current rate of pay
or the average regular rate of pay received by the employee during the last 3 years prior to
termination, whichever is higher.

54  YEARS OF SERVICE

l The Village Adminisirator/Clerk/Treasurer will note in each employee's personnel record the
date he or she began Village service. Years of service will be used to determine longevity,
vacation and other benefits. The date of entry into service as a Village employee for a former
employee who is rehired or reinstated will be adjusted to reflect the break in service.

5.5 LONGEVITY PAY SCHEDULE (Updated 1/16/06)

| Beginning in the sixth year of employment {aficr completion of five vears) and every year
thereafter, a one-half percent increase of the hourly wage is awarded to non-exempt Regular and
Regular Part-time Village employees on their anniversary date,

OPTION 2: 5.5 LONGEVITY PAY SCHEDULE (Updated 1/16/06)

Beginning in the sixth year of employment (after completion of

five vyears) and every vyear thereafter, a one-half percent
| increase of the hourly wage jav be awarded to non-exempt Regular - - Deleted: is

and Regular Part-time Village éfnployees on their anniversary
date. The Village reserves the right to determine annually by
December 15 of . the .previous year whether longevity increases
will be made, provided the Village’s decision is applied equally
to all eligiblée employees.

5.6 WAGE INCREASES

Emplovees tvpically receive wage increases each vear on January 1. effective on the first
paveheck of the new vear, as recomumended by the Administrator/Clerk/Treasurer_and Finance
and Personnel Committee, subject o Village Board approval and funding,

| 57 DEFERRED COMPENSATION
Employees may choose to participate in a Deferred Compensation Plan. Under this Plan, a

portion of a participating employee's gross income, up to a limit set by the Plan, is deducted each
pay period. Currently, employee contributions, together with accumulated interest and dividends,
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[image: image124.png]are not subject to federal or state income taxes, until withdrawn. Certain restrictions govern
withdrawals before termination of employment or retirement. Participants may choose from
investment options offered as part of the Plan.

5.8 PAYMENT OF TRAVEL EXPENSES

Village officials and employees authorized to travel outside Bellville on official business may
claim reimbursement for reasonable expenses actually incurred. Any overnight travel/training
must be approved by the appropriate committee. Expenses incurred by spouses traveling with
an official or employee will not be reimbursed unless authorized by the appropriate board,
commission or committee and the Finance and Personnel Committee; expenses incurred by other
family members will not be reimbursed. Receipts are expected to accompany claims for
reimbursement; the need to furnish receipts is waived for expenses under five dollars -or
incidental expenses that generally do not involve a receipt.

Travel advances may be requested if a convention, conference or meeting is scheduled to last at
least three days. To minimize travel advances, officials and employees may request either
prepayment by or direct billing to the Village of major expenses, such as air travel, lodging,
registration fees or tuition costs.

If anticipated expenses cannot be prepaid by or billed to the Village, the Village
AdministeatorClerk/ Treasurer may be asked to provide a cash travel advance. Advances
normally will not be issued earlier than five business days before date of departure or exceed 50
percent of the total anticipated expenses.

A travel advance does not exempt an individual from keeping accurate records of reimbursable
expenses and submitting a detailed claim after completion of travel; each claim must show all
expenses incurred, the amount of travel advance received, and the additional amount claimed
from the Village.

Village policies govern authorized travel by its officials and employees:

s expiected be used for official travel whenever
a valid Wisconsin Driver’s License,

A Village owned vehicle j
possible. Emplovees must po

Mileage in the use of personal vehicles will be reimbursed at the current IRS rate
for mileage reimbursement. If two or more individuals travel in one vehicle, only
the vehicle's owner will be entitled to claim mileage.

Mileawe in the use of a personal vehicle will be reimbursed at a one-way rate if
the emplovee uses his or her personal vehicle by choice when a Village-owned
vehiele is availabie for use. If the Village-owned vehicle in pot available, or if an
exception is eranted by a Department supervisor, mileage will be reimbursed at a
round-trip rate. An emplovee may drive the vehicle to his or her residence for
overnight storase if trave] is to a long-distance destination_and/or travel must

commence in early morning,
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[image: image125.png]When rental of a car becomes necessary, only the usual and customary costs of
renting a compact or subcompact model will be reimbursed, unless it can be
documented that there are no cars available in either class. Discounts or special
rates are often available if proof of employment by a unit of government is
presented to the rental agent and employees are excepted to request such
discounts

Air travel will be reimbursed on the basis of the fare actually paid or, if the
individual selects business or first class, the lowest coach class fare available at
the time travel arrangements were made. Flight insurance is not a reimbursable
expense. '

Lodging should be at or reasonably near the place an individual conducts business
or attends a conference so additional transportation costs are not incurred. First
consideration should be given to hotels and motels offering government rates to
public officials and employees.

The Village will not reimburse lodging associated with attending meetings of one
day's duration and conducted within 75 miles of Belleville, unless authorized by
the Board or appropriate committee. If the meeting is scheduled to last past 6:00
p.m., an employee may be authorized overnight lodging by the appropriate
committee.

Meal expenses will be reimbursed, along with state taxes, local taxes, and
gratuities not exceeding 15 percent; receipts are required for meal including any

taxes and gratuity. The maximum rates of reimbursemeny will follow rates as set { Deleted: t for meals may be set and

S e ! periodi i Board.
by State of Wisconsin for state emplovees, { periodically revised by the Board

A person leaving home before 6:30 a.m. may request reimbursement for a
morning meal, a person returning home after 6:30 p.m. may request
reimbursement for an evening meal.

If a meal is scheduled as part of an instructional program, conference, convention
or professional meeting, and individuals attending are charged an amount
exceeding the maximum rate set by the Board, the higher amount will be
reimbursed if the actual cost is documented.  Special rules apply to
reimbursement of meals during attendance at instructional programs, conferences,
conventions and professional meetings:

1. When attending a day training session, the request for meal reimbursement
is considered a “fringe benefit” and MUST BE TAXED.

2. When attending training that lasts more than one day and requires an
overnight stay, the meal reimbursement IS NOT TAXABLE for the day on which
you have to spend the night. You must provide receipts that verify the amount and
the date along with stating what your business was.
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[image: image126.png]3. When attending a business lunch where an actual meeting is taking place
while you eat, the meal cost is NOT TAXABLE.

| 5.9 UNIFORM/ UNIFORM ALLOWANCE

Personnel of the Public Works Department are required to wear an authorized uniform

purchased, issued, and maintained by the Village, with the exception of office personnel.
Non-compliance will be addressed through disciplinary procedures.
For safety, sanitary and practical reasons, certain types and styles of Accessories are not

approprlate for working in the Public Works Department. These include Joose fitting
ie . Jarge dangling earrings, sandals, clogs or any open- -toed footwear,

The authorized uniform consists of long pants and a long/short sleeve shirt with a collar.
Shirts may be unbuttoned one button down from the neck and must be tucked into pants.

| Employee appearance and personal grooming are an important part of the professional
image of the department. Therefore, the Public Works Director reserves the right to
| determine the appropriateness of an employee’s appga :

| 5.1¢  REPORTING CHANGES IN STATUS

Changes in the status of an employee or the employee's family may affect payroll deductions,
entitlement to benefits or the level of benefits an employee may be eligible to receive. Changes
in marital status, birth or adoption of a child, legal guardianship, or the death of spouse or child

| should be reported without delay to the Village Administrator/Clerk/ T roasurer.

A change in an employee's place of residence, mailing address or telephone number must be
reported as soon as pOSSlble to the employees Department Supervisor and Village
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[image: image127.png]SECTION 6

BENEFITS

6.1 HEALTH INSURANCE (Updated 1/16/06)

Comprehensive group health and major medical insurance are available to eligible Village
employees through the Wisconsin Public Employer’s Group Health Insurance. All employees
who participate ‘in- WRS are eligible to paiticipate in the Wisconsin Public Employer’s Group
Health Insurance. An employee must apply for coverage on a form provided by the Village
Administrator/Clerk/Treasurer.

The Village establishes annually the percentage of the premium it will pay of the lowest cost
qualified plan in the Dane County service area as designated by the State (“the employer

portlon”) The amount the Village will contribute toward the health insurance premiums will
never- ‘exceed the amount allowed by WIS Stat. ‘sec. 40.51(7), as determined by the Wisconsin
Department of Employee Trust Funds. Regular full-time employees pay thru payroll deduction
the remaining percentage of the premium along with any additional premium above the lowest
cost qualified plan premium for their choice of health insurance provider (“‘the employee
portion”). The amount the Village will contribute on behalf of part-time employees will be a
prorated amount of the contribution made. on behalf of full time employees, based upon the
percentage of full-time employment the part-time employee is expected to work, but will not be
less than:the minimum contribution requned ‘under ‘state statute. Adjustments will be made if
actual hours worked at the end of the year vary by more than 50 hours over the budgeted hours.
Health insurance plans and their costs and benefits are subject to change New employees who
participate in WRS are eligible for coverage under the Wisconsin Public Employer’s Group
Health Insurance as of the first of the month following 30 days after the date of hire and upon
receipt of the completed application.

{f you do not enroll during your enrollment period and you are eligible as an employee, you may
still get health insurance coverage, however, you (and your insured spouse and/or dependents if
you elect family coverage) will be limited to the Standard Plan and will have a 180 day waiting
period for all pre-existing medical conditions,(except pregnancy), except under certain limited
circumstances which entitle you or your spouse or child to special enrollment in the insurance
pursuant to the federal Health Insurance Portability and Accountability Act (HIPPA).

HIPAA allows portability of health insurance in most cases when an employee changes jobs,
permitting coverage under a previous health insurance plan to be counted against waiting periods
established for pre-existing conditions under the new plan.

Health insurance coverage for a Village employee and eligible dependents may end upon the
occurrence of certain events, such as termination of employment, a change in employment status,
divorce or legal separation. Under the Federal Comprehensive Omnibus Budget Reconciliation
Act (COBRA) and Wisconsin law, the employee and eligible dependents may elect to receive
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[image: image128.png]continued health insurance coverage for periods ranging from 18 to 36 months, and will be
obligated to pay the premiums. For additional information about your rights and responsibilities
under COBRA and Wisconsin law, contact the Village Administrator/Clerk/Treasurer.

6.2 DENTAL INSURANCE (Updated 1/16/06)

Participation in a comprehensive dental plan is available to eligible Village employees. An
employee must apply for coverage on a form provided by the Village
Admini “Cleck/Treasurer.  The Village will pay one-half (%2) of the premium and the
employee will pay the remaining one-half () which will be deducted from the employee’s
paycheck. The Village will pay 100% of the premium if employee does not take health insurance
through the Village. Dental Insurance is only offered at the time of employment (vou st
enroll within 30 davs of hire) and coverage cannot be chosen at a later date, except under certain
limited circumstances which entitle you or your spouse or child to special enrollment in the
insurance pursuant to the federal Health Insurance Portability and Accountability Act (HIPAA).
Employees working between 1,000 and 2,080 hours will pay a prorated portion of the
EMPLOYER portion along with the full EMPLOYEE portion. Adjustments will be made it
actual hours worked at the end of the vear vary by more than 50 hours over the budgeted hours.
Emplovess who work less than 1000 hours per vear are not eligible for dental Insurance. Under
the cament plan, beneiits are available upon date of hire, Dental plans, their costs and benefits
are subject to change.

6.3 LIFE INSURANCE

Village employees who have completed six months of service under the Wisconsin Retirement
Fund_(regardless of probationary status) may choose to participate in the Wisconsin Public
Employers Group Life Insurance Plan. The Village pays the premiums for basic coverage; the
amount of basic coverage provided is equal to the employee's annual earnings rounded to the
next highest $1,000. The Village also pays premiums for basic coverage for a spouse ($10.000)
and all eligible dependents ($5,000).

Higher levels of term life insurance coverage may be purchased at an employee's own expense;
premiums for higher levels of coverage are paid through payroll deductions.

6.4 INCOME CONTINUATION INSURANCE

Village employees who have completed six months of service as part of the Wisconsin
Retirement Fund may apply for income continuation insurance under a plan administered by the
Wisconsin Department of Employee Trust Funds. If a plan participant misses more than 30 days
of work because of illness, disease or disability, and the condition is likely to continue, up to 70
percent of the employee's gross earnings will be paid to offset loss of income beginning with the
second month the employee is unable to work. The Village pays the premiums for employees
who choose to participate in the plan.

6.5 OPTIONAL FORMS OF INSURANCE
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[image: image129.png]Village employees have the option to apply for any of several types of insurance administered by
the AFLAC Insurance Group. Types of coverage available include short term disability income,
cancer, accidental death and dismemberment, intensive care, accident and hospital indemnity.

These forms of coverage are part of a flexible benefits plan which lets an employee choose the
type of insurance desired and pay the required premiums through payroll deductions; premium

payments are treated on a pre-tax basis. The Village does not contribute to premium payments.

Enrollment in the flexible benefits plan and desired changes in individual coverage are possible
only once each calendar year.

6.6 SOCIAL SECURITY

New employees are expected to have a Social Security account number at the time they are hired
or must apply for one when they begin work. Social Security contributions are deducted from
each employee's pay whether they participate in the Wisconsin State Retirement Fund or not.
The maximum amount of earnings against which the Social Security tax is levied is set by the
U.S. Congress and usually increases each year. The Village matches the amount contributed by
each employee.

6.7 WISCONSIN STATE RETIREMENT FUND

Village employees must participate in the Wisconsin State Retirement Fund if the position they
fill requires over 600 hours of work during a twelve month period. T is program_is administered
by the Wisconsin Department of Employee Trust Funds, Contribution to and participation in the
WRS plan beeins the first day vou are ¢lieible for coverage. Contribution rates 1o the W RS plan
are sct by state statute

The program jequires contributions from both the employee and the employer. The—Village

ewrrently-paysboth-portons:

More information about the WRS plan is available from the Department of Emplovee Trust Fund
Handbook or visit the web site at: hittp://etfwi gov/iag/wrs.hum,

6.8 PAYMENT FOR DUTY INCURRED DISABILITY

An employee temporarily disabled because of a work related accident or illness, and eligible for
Worker’s Compensation benefits, will receive payments from the Village representing the
difference between the wages the employee earned prior to the illness or injury and the amount
of the Worker’s Compensation benefits the employee receives, taking into consideration the fact
that the Worker’s Compensation benefits are not taxed as income. The length of time during
which the combined payments may be received will not exceed six months from the date of
injury or illness.
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pates in a Section 128 Flex Benefits program. i saves both the emplovees and
jowing emploves’s insurance premium contributions to be paid on a pre-

Under the flexible spending program (CFSA™). an emplovee who cheoeses to participate would
predetermine an amount of money 1o be withheld from his or her paveheck pre-tax. This mong
stance {such #

is theg used o reimburse the gmni’me for medical and/or dependent care a
daveare or wmmcr dav camp) These expenses can include prescription drug co-pays, over-ife-
Hnes, ey 12155;65. and dental co-pavs. In other words, this program is a way 10 pay
"‘:1! and davcare expenses and reduce your axable compensation, ‘

counier mie

for out-oi-nocket mc‘:ci

The prouram can be used Tor costs wenerated by vou, vour spouse and children. The money that
is:, set aside is “use it or fose it” within a wiven year. A debit card may be issued and can be used
to deduct health care expenses automatically most pharmacies of vour cholce, Parficipation in
these proerims would have minimal atfect on vour secial Secunity benefirs over the long term as
it is not a laree annual amount thai is pre-tax. it would not affect vour re zncmcm aq that
on eross earnings, It would not affect vour health and dental insurance plan benetits or
contribution amount. The program would be of no cost to you.

[ T
5 based

You can particinate in tie Aex benefit program (1 vou de not take health or dental insurance here,
but vou must work at least 1000 hours per vear. Participation in the flex benefit program i
voluntary, Ouen enrollment is done annually,

Contributions to medical expense accounts are limited to $5000 per vear under the current plam;
conlributions o daveare expense accounts are limited to $5000 per yvear, New emplovess must
enroll within the first 30 davs of emplovment. The plan is subject to rufes and fimits of the IRS.
and the plan provider {which is subject to change).

610 RETIREE MEDICAL BENEFITS

Retired recular emplovees are permitted 1o retain health insurance at their sole expense atier
retirement or until thev secure comparable coverage from a successor emplover, if the insurer
The retired emplovee shall make moathiy pavments of the premiwm due to the Village

permut
Ir

Lipon_retirement, an employee may_continge to participate 1n_group health insurance coverage
provided by the Village, subject to contractual provisions; however, the fact that the employee
has a spouse whose employment makes that emplovee eligible for eroup health insurance
coverage provided by the other emplover, shall under no circumistances disqualify an employee
who has retired from continuing in his or her participation in group health insyrance coverage
provided by the Villase,
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at Teast 10 vears, emplovees may recely

ick teave pay must be used for extended health insurance
Lipon vour written request, the Village will apply vour accumuiated sick leave at full
vatue of one dav’s pay per dav of accumulated sichk leave,

If a retiree ceases being a participant in the Village's health insurance program afler retirement
and. nrior to becoming eligible for Medicare, is elisible to return to the Village s plan, the retirze
will be required to submit evidence of insurability for the retiree and any dependents; and. angy
return to participation is subiect o & waiver of coverase for pre-existing conditions,
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LEAVES AND ABSENCES

7.1 HOLIDAYS

Reuylar ur;T time Village emplovees are entitded 1o paid leave on each of the following helidays:
i Memorial Day. Independence Dav. Labor Dav, Thanksgiving Dav, the dav
o, Christimas Eve Dav. Christmas Dav, and New Year's Fve Day, Regular part-
tinwe ““1[?30,\1» that work more than 1000 hours annually are entitled to pro-rated paid leave
based u the hours they worked the prior vear,

I 4 holiday {alls on a Saturday, the preceding day (Friday) will be ireated 23 a paid holidav: if a
holiday fafis on_a Sunday, the following day (Monday) will be treated as a paid holiday. It the
two-day Christmas and New Year’s holidays fall on a Fridav/Saturday or g Sundav’Monday, the
off given will be the preceding Friday and the following Monday,

3
agys

The Library Board will determine Library facility hours during a holiday week to allow for the
equivalent full dav of closed time. If a regular of reeuiar pari-iime emplovee is required to work
on a scheduled holiday or a dav designated in leu of a scheduled holiday, the employee will be
naid at g rate of one and one-half times their normal hourly rate of pay plus holiday pay, Casual
e and casual part time emplovees required 1o work on a scheduled holidav or a day
" a scheduled holiday, will be paid at their normal rate of pay.

An excention may be made for Clerk’s office staff and New Year's FEve Dayv. as this is a day
Village Hall mav need 1o remain open because of workload and customer needs, Hourly
cmpiovees who work on New Year’s Eve Dav will be compensated for § hours of paid holiday

ieave zivnu with being compensated for the actual hours worked at a rate of ¢ne and one-half

times their normal bourly rate of pay. Hourly and salaried emplovees will also earn an additional

-:squivaissm “floating holiday™ to be used and scheduled with the supervisor's approval. Flexible
extended open hours Tor the Village Hall may also be instiivded for the last week of the vear,

EXAMPLES:

1. A regular emplovee works on a holidav/designated holiday, The emplovee would be
compensated for § hours of paid holiday leave along with being compensated for the actual hours
worked at a rate of one and one-half umes their normal hourly rate of pay,

2. Areeular part-time emplovee works on a holidayv/designated h ﬁédav The employee
would be compensated for their pro-rated paid holiday leave alone with being compensated for
the actual hours worked at a rate of one and one-half times their normal hourly rate of pay.

After completion of any probationary period established for thelr position. Regular ermplovees
are entitled to_one dav of paid personal holiday leave cach calendar vear. to be used at their

omment [A4]: POLICY
PPROVED BY Village Board
/1/11

discretion with the approval of their Department Supervisor. Regular part time employvees who
work more than 1000 hours annually are enttled to pro-rated personai holiday leave based upon
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[image: image133.png]the hours they worked the prios vear, Personal holiday leave must be used in the calendar vear

carned and may ot be carr

ied over,

Uinused personal holidavs will not be paid upon tenmination of employment.

7.2 VACATION

New Regular employees shall accrue 3.33 hours of vacation for each full calendar month
worked, which may be used between the date of hire and December 31% of that year. Vacation
that is used before it is accrued is deemed “borrowed” vacation. Employees borrowing vacation
(using vacation hours before they are accrued) will have to sign an agreement stating that the
value of any vacation time used but not accrued at termination of employment will be deducted
from their last pay check.

New Regular part-time employees accrue pro-rated vacation hours monthly, based upon the
hours they are budgeted for in the current year, which may be used between the date of hire and
December 31% of that year. Vacation that is used before it is accrued is deemed “borrowed”
vacation. Employees borrowing vacation (using vacation hours before they are accrued) will
have to sign an agreement stating that the value of any vacation time used but not accrued at
termination of employment will be deducted from their last pay check.

As of January 1* following the date of hire, Regular employees will begin to accrue 1/12 of the
vacation hours as shown in the schedule below monthly, based upon the number of years of
employment, which may be used between January 1 and December 31. Employees borrowing
vacation (using vacation hours before they are accrued) will have to sign an agreement stating
that the value of any vacation time used but not accrued at termination of employment will be
deducted from their last pay check.

As of January 1% following the date of hire, Regular part-time employees will begin to accrue
1/12 of the vacation hours as shown in the schedule below monthly, based upon the number of
years of employment started, and pro-rated based upon the hours they are budgeted for in the
current year, which may be used January 1% and December 31%. Vacation that is used before it is
accrued is deemed “borrowed” vacation. Employees borrowing vacation (using vacation hours
before they are accrued) will have to sign an agreement stating that the value of any vacation
time used but not accrued at termination of employment will be deducted from their last pay
check.

Non-Exempt
Years Vacation Years Vacation
Service Earned Service Earned

Year of Hire 40 hours prorated

1 40 hours 10 120  hours
2-5 80 hours 12 128 hours
6 88 hours 14 136 hours

K:\Policies\2012 Policy Manual\2012 Policies Drafl post atty review just cause.doc 2/16/2012 60



[image: image134.png]7 96 hours 16 144  hours

8 104 hours 18 152 hours
9 112 hours 20 160  hours

Exempt

Years of Service Vacation Earned

Year of Hire 40 hours prorated

0-4 80 hours

5-9 120 hours

10-19 160 hours

20 200 hours

Vacation will be accrued during any period of paid leave, but not during any period of unpaid
leave.

All employees are encouraged to use vacation during the calendar year it is accrued. A
maximum of 40 hours of vacation may be carried forward by regular employees to the following
calendar year, except that Department Supervisors may carry forward a maximum of 80 hours to
the following calendar year, and regular part-time employees may carry over a prorated
percentage of 40 hours vacation. Vacation not taken or carried forward pursuant to the terms of
this section is considered forfeited and will not be paid out.

Vacations will normally be taken at times convenient to the department; the time of year,
workload and the availability of other employees to fill in, if necessary, for an absent employee
will be considered in acting on vacation requests. The needs of the Village take precedent over
preferences of employees in scheduling vacations. A Department Supervisor need not approve a
request if an employee's absence may impair the department's ability to meet its responsibilities.
When two or more employees of the same department request vacation during the same period of
time, seniority will generally be used to determine which requests are approved, unless the needs
of the department require otherwise.

| Accrued, unused vacation time will be paid out at termination of employment. ! Deleted: Time lost in excess of ten
) i working days during any calendar year, |
i as the result of suspension without pay or :
7.3 SICK LEAVE i unpaid leave of absence, will be deducted :

! in computing vacation earned.j

i
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i mplovees earn sick leave credits from the dav they begin work and earn eight
hours of sick leave for each month of continuous service, Sick leave is earned during paid feave,
bt not durine unpaid leave in excess of ten unpaid days pe i

may b« over from year o vear. up 1o a masimum of 240 hours of sick feave credits, Sick
leave is intended 1o be used when an employee s 1l injure
disense. or when an appointiment Tor medical or dental care must, of neces
during normal working hours. Emplovees also may use sigk leave if emergency med
vecuired by their parent. sibling. spouse. domestic family vartner. child, stepchild. s
muother-in-law and father-in-law.
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i care is

pparenis.
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For resular part-time emplovees, the amount of sick teave credits earned will be prorated based

upon the percentace of full time hours the emplovee worked in the prior month.

ted to inform their Deparunent Supervisor promptly when sick feave is
. injury or exposure to g contasicus disease and to keep the

Emplovess are expes
necessary because of ilin
Drepartomient 5 156
verification of an emplovee's or family member’s illness. injury or_exposure 10 8 contagious
ept in the case of suspecied abuse or recurrent absence, verification of the need for
veperallv will not be required for absences of less than three davs,

When accrued sick leave credits are not sufficient to cover an absence due to an emplovec
tiness or injury, accrued vacation and/or compensatory fime may be used for the purpese, il
sick leave. vacaiion and compensatory time credits have been used. an emplovee needing added
time to recover from an illness or injury mav request an unpaid imedical leave of absence of up 1o
an additional pwelve weeks. Sick leave is earned during paid leave, but not during any non-
FAMLA unpaid Jeave which exceeds ten unpaid davs per vear. Emnlovees are required o pay the
entive premiwn to continue health insurance dwring any non-FMLA unpaid leave,

7.3.2 Individual Heaith Reimbursement Account Plan - Post Emploviment:

For emplovees whoe have worked for the Village for at least ten calendar vears, and who have
eamed sick leave hours in excess of 240 hours at the end of anv calendar vear. the Village will
make contributions into an individual health care reimbursement account on the following basis,
The total number of accumulated sick leave hours catried over o the next yvear may never exceed
240 hours,

Initial contribution after ten vears of emplovment: For vears | through 10 of employment,
the Villase shall calculate a dollar amount using the following formala: At the end of each
calendar vear, the Village shall determine whether an employee has earned anv sick leave hours
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c maximum of 240 hours that an emplovee is permitied to carry over from vear 0
vear, The Villaze will multiply those howrs by the emplovee’s hourly wage rate as of December
31 of that vear, and moltiply that doliar Aeure by 63%. That amount shall be set aside by the
YVillase annually in a separate general account, unii!l an employee has completed ten full calendar
vears, Inierest thal mav acorue oh any amounis in this general account shall remain the property
of the Village and may be used for any purpose.

On the January | immediatelyv following the emplovee’s tenth anniversary of working for the
Village, the Villase shall contribute the toial of all annual amounts set aside, into an individual
health care reimbursement aceount for the emplovee. I an emplovee leaves the Village's
emplov for any reason before completing ten full vears of emplovment, no contribution will be
made into an individual health care reimbursement account on behalf of the emplovee. and no
money will be due the emplovee based on the money set aside annually.  Amounts set aside for
employees who leave the emnloy of the Village before completing ten vears of emplovment shall

]

revert to the conirel and benetit of the Village,

Subseguent annual contributions: Each vear thereatter, on or after January [, the Village will
calculate and pav 65% of the amount based on the number of hours of sick leave in excess of
240 hours, multiplied by the emplovee’s bourlv wage rate as of December 31 of the prior vear,
into the emplovee's individual health care reimbursement account. Any_amount paid into_an
staplovee's individual health care reimbursement account shall be 100% vested on behalf of the
smplovee, and may be withdrawn by the emplovee at any time after the emplovee terminates
emplovment with the Village, regardless of the reason for termination.  Anv_interest earned on
any amounts paid into an emplovee’s individual health care reimbursement account shall also be -

100% 6 vested on behaltf of the employee,

{aleulztion of Final Contribution. Upon an emplovee's resignation, the Village shall calculate
a potential final contribution for the emplovee based on the number of hours of sick leave in
excess of 240 howurs of sick leave as of the date of {ermination, multiplied by the employee’s
hourly wage rate as of the date of termination. If, on or afier the following January 1. the Village
Board of Trusiees decides fo make a contribution into the Account on bebhalf of ali emplovees,
the contributions calculated for anv emplovess who resigned in that prior vear shall be made on
behalf of the emplovees who resigned. No adjustments will be made for pay increases
determined afler the daie of resienation. No additional payment will be made at time of
termination _of employment_for the accumulated sick leave of 240 or less hours. Sick leave
accumulaied hours of 240 or less will be forfeited as of the date of termination, Emplovees
discharged for cause will not receive any contribution into the Account for the vear in which they
are dischal

The Village reserves the risht to determine annually whether any pavment will be made into the
emplovees” individual health care reimbursement accounts, and may postpone_or forge such
pavments Tor any reason, at iis sole diseretion. provided the Village’s decision is applied equally
1o all eliwible emplovees.

Upon termination of employment with the Village of Belleville for any reasen, an emplovee may
withdraw money from the Account for post-emplovment gualified medical expeases.
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Employees are entitled to three days of paid bereavement leave to arrange or attend the funeral of
their spouse, child, step-child, parent, step-parent, brother, sister, donestic partner {as defined in | Deleted: designated family
Wis. Stat. $ 40.02(21dY), or children’s spouse. Accrued sick leave may be used for up to two (2)

additional days, upon approval of the Department Supervisor. If round-trip travel in excess of

400 miles is required to arrange or attend the funeral, an additional day of paid bereavement

leave may be granted.

Employees are entitled to one day of paid bereavement to attend the funeral of a former spouse,
grandmother, grandfather, grandchild, mother-in-law, father-in-law, sister-in-law, brother-in-law,
| aunt, uncle, domestic_pattner (as_defined in Wis. Stat, § 40.02(21d)) o1 spouse’s parent or
grandparent, niece, or nephew. Accrued sick leave may be used for up to two (2) additional days,
upon approval of the Department Supervisor. If round-trip travel in excess of 400 miles is
required to attend the funeral, an additional day of accrued sick leave may be used for the

purpose.

7.5 MILITARY LEAVE

Employees are entitled to military leave in accordance with applicable state and federal laws.

If an employee's base pay as a member of the Armed Forces (which includes the National Guard)
is less than his or her current compensation as a Village employee, the employee will receive
added compensation from the Village in an amount equal to, but not exceeding, the difference
between the two rates of compensation for the period of time the employee is absent from work.
This added compensation will be limited to 15 days in each calendar year. A copy of the

| employee's military pay voucher will be submitted to the Village Adminisurator/Clerk/ Ireasurer
to determine the amount of base pay earned as a member of the Armed Forces.

Additional travel time requested for the employee’s convenience shall not be paid. The
employee may utilize vacation, compensatory time or leave without pay for this additional time.
An employee intending to use paid military leave is expected to give the Department Supervisor
reasonable advance notice of the period during which military duty will be performed.

7.6 FAMILY AND MEDICAL LEAVE OF ABSENSE

- Deleted: While the federal and state
amily and medical leave laws typically
pply only to employers with 50 or more

| Federal and state leave apply concurrenty. to the extent that both are applicable. Because the
laws are complex, you should discuss your particular needs with the Village

Administrator/Clerk/ Treasurer/Treasurer as soon as the need for medical or family leave is - employees, it is the intent of the Village !

i of Belleville to consider the employees of

anticipated.  the Village of Belleville to be covered by |
i both the federal and state
Family/Medical Leave Laws.

The Federal Family and Medical Leave Act of 1993 (FMLA) and the Wisconsin Family and
Medical Leave Act (WFMLA). both as amended, apply to those employers who, as a general
matter. employ 50 or more emplovees. Generally speaking, the laws provide leave for the birth,

K:\Policies\2012 Policy Manual\2012 Policies Draft post atty review just cause.doc 2/16/2012 65



[image: image139.png]adoption or placement for adopten of a child, the serious he fth condition of the emplovee or the
emplovee’s family member, and 1 cerial wances related to the military service of the
emploves's qualitving family members o nexi of kin. More tmation sbout the FMLA and

WEMLA. including informaiion about elivibility for leave, when leave must be requested, the
teneth of leave, and vour rights and responsibifities once family ormedical leave has been
approved. is outlined in Appendix B (FMLA)Y and Appendix € (W ALA). You should carefully
review Appendices B and C to familiarize voursel{ with vour rights and responsibilities. A form
for requesting family and medical leave can be obtained from Administrator/Clerki Treasurer.

You may substitute vacation pay or other accumulated leave for this time off, and unlike federal
law, the Village cannot require you to substitute your accumulated leave. In most cases, you will
be returned to your former position or an equivalent position upon completion of state law leave.
Where state and federal law conflict, you will be given the benefit of the more generous of the
two provisions.

| Please see Appendix B_aund  for detail of your rights and responsibilities under these laws.

7.7 ADMINISTRATIVE LEAVE OF ABSENCE

Non-probationary employees may request unpaid administrative leaves of absence. The length of
an administrative leave of absence will be jointly determined by the employee and the
Department Supervisor, but will normally not exceed 30 days. Extensions may be granted, but
the time an employee may be absent will normally not exceed two years.

Written requests for an administrative leave of absence are subject to approval by the
Department Supervisor, the appropriate committee, the Finance and Personnel Committee and
Board and will be granted only if the employee's absence will not impair a department's ability to
meet its responsibilities.

An unpaid administrative leave of absence may be granted for the following purposes:
To work in other employment, or serve as a full-time elected official for a period of
time not exceeding two years, if the experience gained be expected to benefit both the

employee and the Village.

To participate in a partisan political campaign, either as a candidate seeking elective
office or as a member of a candidate's campaign staff.

To attend a course of instruction expected to benefit both the employee and the Village;
the written request for a leave of absence will clearly document the expected benefits.

To attend to exceptional personal needs.
An employee granted an administrative leave of absence_may continue to receive health

insurance coverage under the plan then in effect if allowed by the health plan, by submitting to
| the Village Administrator/Clerk/Treasurer, not later than the first day of each month, a payment
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Generally, federal Family and Medical
Leave requires that employers provide
eligible employees; upon request, up to
twelve weeks of unpaid leave upon the
birth, adoption or serious illness ofa
child. the serious illness of a parent or
spouse or the employee’s own iliness.
You must provide 30 days notice of
foreseeable leaves needed for expected
birth or adoption and 30 days notice of
the need for other family and medical
leave purposes, or as much notice as
practical. Health benefits are continued
during this period, and, under most
circumstances, you are returned to your
former position or an equivalent position
upon completion of the leave. While
Family and Medical leave is unpaid
leave, you may request (and in some
circumstances the Village may require
you) to substitute vacation pay or other
accumulated leave for this time of{

Under state law, you may receive six
weeks of unpaid leave for the birth or
adoption of a child, and two weeks for the
sertous health condition of a child, parent
or spouse or your own serious health
condition.




[image: image140.png]equal to the employee's and the Village's combined monthly premium.

7.8 POLICIES GOVERNING UNPAID LEAVES OF ABSENCE

The following policies govern all unpaid leaves of absence:

1. Holidays and other non-work days occurring during an unpaid leave of absence will be
treated as part of the approved period of absence; the absent employee will not be entitled to
compensation for holidays during the period.

2. An employee on an unpaid leave of absence will not earn vacation or sick leave credits
during the period of absence.

3. With the Department Supervisor's approval, an employee may return to work before an
unpaid leave of absence expires.

4. An employee has the right to return to the position held at the time an unpaid leave of
absence was granted. If the absent employee's position is abolished by Village action or duties
significantly changed, so that a returning employee is no longer qualified to perform customary
duties associated with the position, the employee may invoke the same rights extended to a
regular employee facing layoff.

5. The position of an employee on unpaid leave of absence may be filled on a temporary
basis.

6. An employee's failure to return from an unpaid leave of absence on an agreed date will
not be cause for immediate discharge; five additional working days will be allowed before action
to terminate employment is initiated. During the five day period the affected Department
Supervisor will attempt to contact the employee and determine intent; efforts to contact the
absent employee will be carefully documented. If the employee does not return to work at the
end of five days, in most cases, the employee will be terminated, unless the termination is
otherwise prohibited by law.

7.9 JURY DUTY AND COURT APPEARANCES

When an employee is summoned for jury duty, the Department Supervisor will be notified and
arrange for the employee's absence. Employees may retain compensation received as a juror; an
employee will be entitled to added compensation from the Village in an amount equal to, but not
exceeding, the difference between the two rates of compensation for the period of time the
employee is absent. Mileage payments received by a juror will not be included in the
computation of compensation from the Village.

As an alternative, an employee summoned for jury duty may choose to use accrued vacation,
unused holiday credits or unused overtime credits; if electing this option, the employee will
receive his or her usual compensation as a Village employee and any compensation received as a
juror.
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work as Village employees.

An employee making a court appearance in conjunction with duties performed as a Village
employee will be granted a paid absence for the purpose, but fees received by the employee,
exclusive of mileage, parking or other expenses, will be deposited with the Village

An employee making a court appearance in matters unrelated to his or her duties as a Village
employee, including appearance as an expert witness, will be expected to use vacation or request
an unpaid leave of absence for the purpose, but may retain fees and expenses received.

Employees summoned to appear in court as a result of charges related to official or personal
misconduct on their part will normally be expected to use vacation or request an unpaid leave of

absence for the purpose.

7.10 ABSENCE FOR THE PURPOSE OF VOTING

Employees are entitled to up to three hours of unpaid time off for the purposes of voting ina
scheduled election, although the Village may designate the time of day for the absence.
Employees must notify their Department Supervisor of the need for time off before the election
date.

If the employee is unable to vote at any time except during scheduled hours of work, the
employee will be paid for the time actually necessary to vote, not to exceed one hour, if the
employee requests the time off in writing prior to the date of the scheduled election and the
request is approved by the employee's Department Supervisor.

7.11 ABSENCE FOR THE PURPOSE OF GIVING BLOOD

A reasonable amount of time off without loss of pay will be granted an employee who is asked or
chooses to donate blood within Village limits. All requests for time off must be approved by the
employee’s Department Supervisor.
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TRAINING AND PROFESSIONAL DEVELOPEMENT

8.1 CONTINUING EDUCATION AND TRAINING

Changes in job requirements, individual responsibilities or technological advances may warrant
granting assistance to employees needing to improve or acquire new work related knowledge and
skills. The Village may, at its discretion, elect to pay the costs of tuition, required texts, materials
and other fees associated with learning programs offered by the University of Wisconsin System,
the Wisconsin Technical College System, or other accredited programs, if the course of
instruction is work related and has prior approval by the Department Supervisor and the
appropriate committee, and appropriate funding.

If employees must attend an instructional program on days and during hours they are normally

scheduled to work, they will be provided with the necessary time off to attend; they need not use
vacation time or unpaid leaves of absence.

8.2 ATTENDANCE AT CONFERENCES AND CONVENTIONS

Upon receiving approval of the Department Supervisor and/or the appropriate committee, an
employee who belongs to an organization that promotes professional development may be
granted paid time off to attend national, regional and state meetings of such organizations.

Travel and related expenses, including registration fees, will be paid by the Village. The Vil
may. pay for outside training programs. (e.2.. conforences, seminars, werkshops and other short-

2ge

term training programs), that emplovees attend. reasonable and related travel, meal. and lodeing
expenses will also be paid. but not for alcoholic beverages. Adtendance must be pre-approved.

Mileage, may be reimbursed according to current Village policy,

Elected and appointed officials belonging to organizations that represent the interests of local
governments or provide education and training opportunities for public officials are encouraged
to attend conferences, conventions, workshops and seminars offered by these organizations.
Reimbursement of costs incurred is subject to the availability of funds and Board approval.

8.3 MEMBERSHIP DUES

The Village encourages its employees to belong to professional organizations that relate to the
employee’s job with the Village. The Village will pay an employee’s membership dues for such
organizations as approved in the budget.
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RISK MANAGEMENT AND SAFETY

9.1 USE OF VILLAGE OWNED VEHICLES

Village owned vehicles will be used only for official business. They are not fo be used for
personal reasons ur erraunds, With the following exceptions, Village vehicles will be used only
to transport Village officials and employees:

Individuals needing medical treatment as a result of an accident or illness may be
transported in a Village vehicle.

Individuals involved in incidents to which Village law enforcement officers respond or
investigate may be transported in a Village vehicle.

Individuals needing to be conveyed in conjunction with Village business may be
transported in a Village vehicle.

Family members accompanying a Village official or employee to a meeting or official
function may be transported in a Village vehicle.

Vehicles will be legally operated and parked at all times. Citations issued to the driver of a
Village vehicle will be the responsibility of the driver, not the Village. It is the emplov
responsibility to keep the irucks in good working order and to report any problems immediately.
The trucks are to be neat ond orderly, inside and out, at all gimes. ]t is the emplovee's
responsibility to wash and clean the wuck they are responsible for. as time_allows, Each
epinlovee will be responsible for keeping the truck (they use the most) organized. stocked and
fueled. Gas tanks are required ic be more than one-quarter full and supplies are to be stocked.

Seat belts will be used by drivers of Village vehicles unless an exemption is granted by the
Department Supervisor for either medical or physical reasons. It is each driver's responsibility to
| insure passengers use seat belts.

It is the emploves's responsibility to provide self-transportation to work. “On-call” service
persomnel are excluded. Trucks mav not leave the iobsite once set up for purposes of retrieving
tunch, soda. snacks. gic.

Department Supervisors may establish supplemental policies for the use of vehicles used by their
employees.
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9.2 QUALIFICATIONS FOR OPERATING VILLAGE OWNED VEHICLES

Motor vehicle records of applicants for a position requiring operation of a motor vehicle will be
checked by the Village prior to hiring. In addition, the motor vehicle records of Village
employees will be checked each year, if their duties require the use of a Village vehicle.

All officials and employees using a Village vehicle must possess a valid Wisconsin motor
vehicle operator's license, commercial motor vehicle license or occupational license. A person
whose license has expired, been suspended or revoked will not be permitted to operate a Village
vehicle until the license has been reinstated. An employee performing work that requires
operation of a motor vehicle will be expected to inform his or her Department Supervisor if the
employee's operator's license has expired, been suspended or revoked; failure to comply with this
requirement may result in disciplinary action.

While officials and employees are encouraged to use Village vehicles while conducting official
Village business, use of a privately owned vehicle in conjunction with Village business may be
reimbursed at the prevailing rate established by the Board. Officials and employees who operate
privately owned vehicles while conducting official business for the Village must have a valid
motor vehicle operator's license issued by the State of Wisconsin and motor vehicle liability
insurance providing coverage for bodily injury or death or destruction of or damage to property,
that meets or exceeds the minimum requirements established under section 344.33 of the
Wisconsin Statutes.

A Department Supervisor may deny authorization to operate a vehicle while representing the
Village.

9.3 REPORTING ACCIDENTS

All accidents, including motor vehicle accidents, will be reported promptly to the Department
Supervisor. Accident report forms prescribed by the Village or its insurers may be used for the
purpose; a copy of the report will be provided to the Village Adminisirator/Clerk/Treasurer.

'9.4 RESPONSE TQ INJURY OR ILLNESS
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9.4. ACCIDENTS INVOLVING
DEFECTIVE EQUIPMENTY

]

When an accident occurs in which
defective equipment may be at fault, the
following steps should be taken by
employees:{

1. Attend to injuries incuived by
employees or others.{

2. Turn any equipment suspected to be at
fault over to the Department Supervisor .§
TI .
3. Write a detailed report describing the
incident. The report wili be submitted to
the affected Department Supervisor
within 24 hours following the incident; a
copy of the report will be provided to the
Village




[image: image145.png]Any injury or illness to a Village Official or employee occurring while the individual is
performing work for the Village or while on Village property, or involving a member of the
general public when on Village property must be reported to the Village
Administrator/Clerk/Treasurer as soon as possible. The Administrator/Cleck/Treasurer will take
steps to gather other information and initiate reports needed to satisfy requirement of insurers
and the State of Wisconsin.

9.5 ACCIDENT INVESTIGATIONS INVOLVING VEHICLES AND EQUIPMENT

A Village official or employee operating a Village owned vehicle, piece of equipment, or a
privately owned vehicle while conducting Village business, involved in an accident which results
in personal injury, death, or property damage, will be expected to:’

Request all parties to remain at the scene.

Summon police and, as needed, fire or emergency medical personnel.

Give assistance to injured parties.

Refrain from making statements regarding the accident to anyone except investigating

police officers, Village officials, or representatives of firms insuring village vehicles

and equipment. Statements made should be restricted to factual observations.

9.6 SAFETY AND ACCIDENT PREVENTION

The Village recognizes the need for safe work practices and workplace safety. Safety and
accident prevention are responsibilities of Department Supervisors. Each employee will be
expected to:

Observe safe practices.

Not operate, modify, adjust or use equipment in an unauthorized manner or for an
unauthorized purpose.

Use protective equipment as required in designated areas and while using machinery or tools.

Not remove guards or other protective devices from machinery and equipment.

Notify Department Supervisors of unsafe conditions.

Attend safety training programs as requested.

Promptly report job related injuries or illnesses.

Cooperate with Department Supervisors investigating any accident of which an employee has
knowledge.

9.7 TOQOLS AND EQUIPMENT

Emplovees are required to keep tools and equipment in good working order. Cuality hand tools
are essential in doing proficient work as well as showing a professional appearance. Specialized
equipment provided by the Village of Belleville must be well maintained by the emplovee. All
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[image: image147.png]Village of Belleville
Capital Budget Fund Policy

Capital budget purchases include the expense of acquisition of all real property such as land,
buildings, improvements and appurtenances and the purchase of items or personal property
which meet the following requirements:

1.  The items must have an estimated useful life of two (2) years or more

2. The item must be capable of being permanently identified as an individual unit of
property.

3. The item must belong to one of the general classes of property which are commonly

considered to be fixed assets in accordance with generally accepted accounting
practices. Fixed assets are defined as items of permanent property necessary to the
operation of an enterprise. An item which meets the first two (2) requirements and
has a unit cost of $500.00 or more should be classified as capital outlay, while items
costing less than $500.00 should be classified under operating expenses.
Replacement of capital items should be classified as capital outlay.
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SURPLUS AND OBSOLETE MATERIAL POLICY
Section I - Methods of Disposition

Surplus, worn out, obsolete or confiscated material and equipment may be disposed of in any of
the following ways:

1. Transfer to another Village department;

2 Return to manufacturer or supplier;

3.  Trade in on new equipment;

4 Include in advertised sale of confiscated and unclaimed item by the Police

Department;
5. Sell as scrap;
6. Junk;

7. Advertised sale to public.

Any property disposed of by sale will be done by competitive bid or auction with the sale
certified by the department supervisor disposing of the property. Any property that is sold,
junked or traded-in will be stripped of all identification as Village property.

Section [I - Report of Disposition
The Administrator/Clerk/Treasurer-Treasurer shall be advised of the disposition of all items in

order that the inventory records may be maintained. The Adiministrater/Clerk/ireasurer-
Treasurer shall clearly indicate the disposition on the inventory records.
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VILLAGE PRESIDENT/TRUSTEE VACANCY POLICY

Pursuant to section 17.24 of the Wisconsin Statutes, in the event of a vacancy for the
position of Village Trustee, the vacancy will be filled by appointment made by a majority
vote of the Village Board. The appointed member will serve the remainder of the term of
the member he/she replaced, unless a special election is held.

In the event of a vacancy for the position of Village President, the Village Board will, by

a majority vote, appoint a current Village Board member to fill the position until the next
regularly scheduled election for Village President.
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EMPLOYEES AND GOVERNMENTAL BODIES

VILLAGE OF BELLEVILLE
AMERICAN DISABILITIES ACT

TRANSITION PLAN
(Effective 7/26/92)

The Village of Belleviile, in order to comply with the Americans with Disabilities Act (ADA) of
1990, Public Law 101-336, hereby identifies actions to be taken to provide comprehensive civil
rights protection to individuals with disabilities in the areas of public accommodations, state and
local government services and programs, and telecommunications.

The term "disability” means, with respect to an individual:

A physical or mental impairment that substantially limits one or more of the major life
activities of such individual

A record of such an impairment
Being regarded as having such an impairment

The Village shall ensure that all local government programs are accessible to individuals with
disabilities.

The Village has appointed an ADA Committee consisting of the Village
Administrator/Clerk/Treasurer, Public Works Director, Librarian, Police Chief Village Board
Trustees and citizens. The ADA Committee will be responsible for announcing the ADA Act,
determining actions to be taken to implement ADA, reviewing complaints and coordinating
committee review of complaints, and completing the self-evaluation of services, programs,

policies and procedures required by ADA.

A review of existing facilities and buildings will be completed in 1992 concerning non-structural
and structural changes which might be necessary to comply with ADA. It should be noted that
some changes have already been made to accommodate persons with disabilities in the Village,
that reasonable changes will continue to be made and that some changes will not be made based
on historic property preservation.

The Village Board will review Village Ordinances concerning ADA compliance in new
construction or alterations to present structures. Also, any future construction by the Village shall

comply with ADA guidelines.

Disabled persons, as well as all Village residents, will have the opportunity to review this plan
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The grievance procedure shall consist of the following:

Submit all complaints in writing to the Village Administrator/Clerk/ Treasurer; -If unresolved,
submit to ADA Committee; If unresolved, submit to Village Board; and -If unresolved, submit to
State or Federal Agencies.

Communications with disabled persons shall be equal to that with non-disabled persons. A
review of communications options will determine whether modifications or additions to current
communications methods is necessary.

Appendices which will become part of this plan include:

Public Notice Procedures
ADA Chairman/Coordinator
ADA Compliance Committee
Grievance Procedure

Status of Village Programs open to public
Accessibility of Village structures
Accessibility of commercial structures
Status of Village Building Code

Status of communications with disabled

Need for auxiliary aids

Future transportation/communications systems

Department of Justice Regulations (28 C.F.R. Part 35—Non-Discrimination on the Basis of
Disability in State and Local Government Services)

Monthly progress reports on the above transition plan shall be provided the Village Board;
records shall be kept by the ADA Committee Chairman.
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AMERICAN DISABILITIES ACT

GRIEVANCE PROCEDURE

1. Submit all complaints regarding access or alleged discrimination in writing to the
designated official (Village Administrator/Clerk/Treasurer) for resolution. A record of
the complaint and action taken will be maintained. A decision by the designated official
will be rendered within fifteen working days.

2. If the complaint cannot be resolved to the satisfaction of the complainant by the
designated local government official, it will be forwarded to an ADA compliance
committee composed of representatives from elected officials, the disabled community,
business or non-profit sectors, education and the health/medical profession. The
committee will be appointed by the Village Board.

3. The committee should be charged to establish ground rules or procedures for hearing
complaints, requests or suggestions from disabled persons regarding access to and
participation in public facilities, activities and functions in the community. Further, the
committee should be directed to hear such complaints in public, after adequate public
notice is given, in an unbiased, objective manner. The committee should issue a written
decision within 30 days of notification. All proceedings of the committee should be
recorded, transcribed and maintained.

4. If the complaint cannot be resolved to the complainant's satisfaction by the committee,
the complaint will be heard by the Village Board. An open, public meeting of the Board
will preceded the vote. A determination must be made within 30 days of the hearing. The
decision of the Village Board is final.

5. A record of action taken on each request or complaint must be maintained as a part of the
records or minutes at each level of the grievance process.

6. The individual's right to prompt and equitable resolution of the complaint must be not
impaired by his/her pursuit of other remedies, such as the filing of a complaint with the
U.S. Department of Justice or any other appropriate federal agency. Furthermore, the
filing of a lawsuit in state or federal district court can occur at any time. The use of this
grievance procedure is not a prerequisite to the pursuit of other remedies.
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3.5 PROMOTIONS

Vacant positions will generally be filled when appropriate with qualified Village
employees. An employee wanting to compete for promotion must file a completed
employment application form

Selection for promotion is generally based on an employee's past work record, education,
training, knowledge of duties associated with the position, work related skills and time in
service. If only one employee applies for a vacant position, and his or her qualifications
are known to the Department Supervisor, the formal selection process may be dispensed
with.

Temporary appointments to serve in a vacant position may be made by a Department
Supervisor for a specified time or until a vacant position is filled. Such appointments will
be on an "acting" basis; if not selected to fill the position on a permanent basis, the
employee will return to his or her customary duties following completion of the
assignment.

Unless the requirement is waived by the appointing authority, an employee who 1s
promoted will serve the probationary period established for the position. Promoted
employees who fail probation will normally return to the position held before promotion,
unless that position is held by an employee who has gained non-probationary status in
the position. :

Change in an employee's designation, occurring as a result of advanced training and
regulated by state statute or administrative rule, does not constitute a promotion.

Page 20: [2] Deleted Author May 21, 2010 11:23:00 AM
3.6 TRANSFERS

Employees interested in seeking a transfer to a vacant position must file a completed
employment application with the Village Administrator/Clerk/Treasurer.The personnel
file of employees seeking transfer will be open to the Department Supervisor filling a
vacant position. If selected, the employee's current Department Supervisor will be
notified. If the offer is accepted, the two affected supervisors must agree on a transfer
date.

The salary or wage of an employee selected for transfer will be based on requirements
and compensation for the position.

Unless the requirement is waived by the appointing authority, an employee transferred to
a new position will serve the probationary period established for the position. Employees
who fail probation will normally return to the position held before transfer, unless that
position has been filled by an employee who has attained non-probationary status in the
position.



[image: image154.png]Transfers also may be initiated by the Village in cases where the Village's best interests
may be served.

3.7  DEMOTIONS

The salary or wage of any employee reassigned to a position in a lower classification,
regardless of the reason for the demotion, will be reduced to a level compatible with the
requirements and compensation established for the position. No employee will be
demoted to a position for which he or she does not have the minimum qualifications. An
employee to be demoted will usually be given written notification of the intended action
several days before the demotion takes effect.Unless the requirement is waived by the
appointing authority, a demoted employee will be expected to satisfactorily serve the
normal probationary period established for his or her new position; demoted employees
who fail probation will normally be discharged.

Page 20: [3] Deleted Author May 21, 2010 11:43:00 AM
3.8 RECLASSIFICATIONS

When the qualifications, duties or responsibilities of an existing position are substantially
changed, a Department Supervisor may submit a request to the Village
Administrator/Clerk/Treasurer proposing the position be reclassified. The request will be
reviewed to determine its fiscal impact and comparability with other existing positions.
The request and summary of the Village Administrator/Clerk/Treasurer's review will be
submitted to the Personnel Committee for consideration; if recommended for approval
the request will be submitted to the Board for final action. If approved, the Village
Administrator/Clerk/Treasurer will take steps to reclassify the position.

Page 29: [4] Deleted Author March 22, 2010 3:37:00 PM
4.12 ANTI HARASSMENT POLICY

The Village is committed to providing a work environment that is free from
discrimination and physical, psychological and verbal harassment based upon race,
religion, color, sex, sexual orientation, creed, national origin, age, marital status, arrest
and/or conviction record, veteran status, disability, or any other legally protected status or
characteristic.

The Village will not tolerate any form of unlawful discrimination or harassment by any
official or employee, nor from any vendors or third parties. Any conduct which
constitutes unlawful discrimination or harassment by officials or employees is strictly
prohibited and is subject to disciplinary action up to and including termination of
employment. The degree of disciplinary action to be taken may be commensurate with
the severity and/or frequency of the unlawful harassment.

Unlawful Harassment Defined

Unlawful harassment is any verbal, written, visual or physical act which creates a
hostile, intimidating or offensive work environment or interferes with the
employee's job performance when the harassment is done because of, in whole or



[image: image155.png]in part, another's legally protected status or character. Harassment encompasses a
broad range of behaviors occurring either as singular events or as patterned
behavior, including but not limited to, the following:

Ethnic, racial, sexual or religious slurs, insults, or jokes.

Physical or verbal threats directed towards an employee because of the

employee's race, sex, religion, disability, or other protected status or

characteristic.

Unwelcome sexual advances, touching, pinching, or persistent social
invitations.

Sexual assault.

Requests for sexual favors used as a condition of employment, promotion,
compensation, or other terms and conditions of employment.

Racially or ethnically offensive or obscene pictures or drawings.

Sexual Harassment Defined

Sexual harassment deserves special mention. Sexual harassment is a form of
misconduct which undermines the integrity of the employment relationship. The
Village is committed to maintaining a work environment free from sexual
harassment.

Sexual harassment does not include the occasional compliment of a socially
acceptable nature. Sexual harassment does include, but is not limited to, any of
the following:

Unwelcome sexual advances, requests for sexual favors, sexual contact, or
verbal or physical conduct of a sexual nature. AVerbal or physical
conduct of a sexual nature@ includes, but is not limited to, the repeated
making of unsolicited gestures or comments of a sexual nature; deliberate,
repeated display of offensive sexually graphic materials that is not
necessary for business purposes; or deliberate verbal or physical conduct
of a sexual nature, whether or not repeated, that is sufficiently severe to
interfere substantially with an employee=s work performance or create an
intimidating, hostile, or offensive work environment.

Making or permitting submission to such conduct a term or condition of
employment.

Making or permitting submission to or rejection of such conduct to be
used as a basis for adverse employment decisions.
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interfering with work performance or creating an intimidating, hostile, or
offensive work environment.

Engaging in harassment that consists of any kind of unwelcome verbal or
physical conduct when the conduct is directed at another individual
because of his or her sex, but only if the conduct has the purpose or effect
of creating an intimidating, hostile, or offensive work environment.

- It does not matter for the purposes of determining whether sexual harassment has
occurred whether the person engaging in such conduct is the same or of a
different gender than the person subject to such conduct. Stated another way,
simply because one person sexually harasses another person of the same sex does
not make the conduct any less unlawful.

Procedure For Reporting Harassment

All Village officials and employees are responsible for helping to assure a
harassment free work environment. If you feel that you have experienced any
kind of unlawful harassment, sexual or otherwise, you should immediately take
the following steps:

1.

React to the offensive behavior. In a professional manner, tell the
alleged harasser that the conduct is offensive and unwelcome and
must stop immediately. If this resolves the matter, nothing further
need be done. If the conduct continues, if you feel physically
threatened by the alleged harasser, or if you simply wish to report
the harassment, proceed to the next step.

Report the conduct. Conduct should be reported to your
Department Supervisor, unless that person is the alleged harasser
or you feel uncomfortable reporting the alleged harassment, for
whatever reason, to the Department Supervisor. In that case,
report the alleged harassment to the Committee Chair of the
department or to the Village President. Be sure to let the person to
whom you report the conduct know the content of your
discussions, if any, with the alleged harasser. The person to whom
you report this conduct will make written notes of and/or a
memorandum regarding your complaint.

After Step 2, a discreet and thorough investigation into the alleged
conduct will be conducted. Investigation will include, but is not
limited to, separate interviews with both the alleged harasser and
the alleged victim. After the investigation, appropriate action will
be taken. Detailed notes and/or memoranda regarding any
complaint and resulting investigation and resolution process will
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The Village encourages all officials and employees to use this procedure. No one
shall be threatened, coerced, intimidated, discriminated, or otherwise retaliated
against for making any kind of complaint about allegedly harassing conduct,
participating in an investigation or other proceeding regarding alleged harassment.
Any person engaging in such retaliatory action will be subject to disciplinary
action, up to and including termination of employment.

All information disclosed during the complaint and investigation procedures will
be held in confidence to the greatest extent possible. Although confidentiality
will be protected during the investigative process as fully as possible, absolute
confidentiality is not possible and would drastically hinder any investigation or
remedial efforts.

Any employee with supervisory responsibility and any Village official who
becomes aware of possible unlawful harassment must immediately report such
conduct to the Village President, unless the Village President is the alleged
harasser or reporting to the Village President is for some other reason not
appropriate in which case the conduct should be reported to another member of
the Village Board.
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Joe Parisi
County Executive

DATE: February 2, 2012

TO: Dane County Cities and Villages Association
Dane County Towns Association

FROM: Joe Parisi, Dane County Executive

RE: Reforms to the Dane County Capital Area Regional Planning Commission

In the wake of recent correspondence from the Department of Natural Resources regarding a
proposed urban service area amendment rejected six times by the Capital Area Regional
Planning Commission, I’m more resolved in the need to achieve overdue reforms to this
agency.

There is an upcoming public hearing on this project and its potential impacts on the Sugar
River and Badger Mill Creek. I remain hopeful the DNR will ultimately act in the best
interest of these sensitive watersheds and in accordance with the regional concerns expressed
with this proposal several times. This process has been a reminder of the limitations that exist
with a planning agency that’s constrained to an advisory role.

As County Executive, I’ve heard near consensus on the belief that an effective CARPC could
be helpful in managing our county’s rapid growth while balancing the needs of our more than
$3-billion a year agricultural industry and protecting our natural resources. In this ideal role,
it could help facilitate boundary disagreements between our 61 unique cities, towns, and
villages and look at the county as a whole to identify areas for future growth and other
infrastructure needs that result from developments.

There will be continued discussion by some about eliminating CARPC entirely. At a
minimum, we owe our citizens a CARPC with a refocused mission and enhanced authority to
evaluate development proposals.

I’ve met with representatives of the Department of Natural Resources and they have indicated
they would be much more deferential to decisions made by CARPC should it be officially
recognized as a “Designated Water Planning Agency.” This was identified as one of the
original goals when CARPC was reconstituted in 2007 and was one of the easy-to- achieve
reforms I proposed shortly after becoming County Executive.

City-County Building, Room 421, 210 Martin Luther King, Jr. Boulevard, Madison, Wisconsin 53703
PH 608/266-4114  FAX 608/266-2643  TDD 608/266-9138
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Towns Associations to pass legislation encouraging the state to assign the Capital Area
Regional Planning Commission this designation. I will work with the Dane County Board to
secure a similar resolution. Together, there’s no reason why these resolutions couldn’t be
approved by July 1* of this year and doing so will help guide this summer’s budget
discussions.

If we’re willing to commit resources of Dane County taxpayers to fund the countless hours of
work this agency does on reviewing urban service area amendments, we should be willing to
strengthen its authority. As we’ve been reminded by this most recent proposal affecting
Badger Mill Creek, the absence of this water planning designation greatly undermines the
credibility and effectiveness of CARPC’s current process. We can and should do better.

Dane County cannot afford in this day and age to spend $755,707 a year to simply advise the
DNR. We either need to give CARPC the appropriate authority to accomplish the goals of
this work or have the DNR pursue alternatives less reliant on our taxpayers.

As elected officials, especially given our current budget restraints, it’s our responsibility to be
careful stewards of the public’s money.

It should give all of us pause to think how much good the $755,707 in county tax levy spent
on CARPC could do if invested into helping the growing number of children and families
living in poverty, our veterans returning from Iraq and Afghanistan or confronting the ravages
of heroin abuse in our communities - - as just a few examples.

Absence of support for this water planning designation would raise new questions about the
cost benefits of this agency. I ask that communities consider this important reform prior to
this summer’s work on CARPC’s 2013 budget. Other regional planning commissions have
secured this designation and avoided drawn out conflicts with the DNR over development
proposals. We should follow their lead and trust the judgment of the bright minds of those
appointed to CARPC.

Additional reforms should also be discussed in the months ahead.

CARPC staff and members of the Commission have expressed interest in moving the agency’s
offices. This will result in higher than budgeted expenses for 2012. The county currently
hosts the agency at the City-County Building and provides valuable information management
services at no additional cost to taxpayers. Without a similar arrangement, this would
presumably change with any new lease or purchase of other space and speaks to the need for
greater CARPC budget oversight by the Budget and Personnel Panel. We cannot take lightly
the reality that decisions made by the Commission affect taxpayers. Because of that, I'm
directing the Dane County Department of Administration to investigate whether the county can
negotiate with CARPC to keep them in a county owned facility.

Efficiencies and new revenue opportunities discussed during the past several CARPC budget
processes shouldn’t continue to languish. It’s been stated many times that our partners with
the cities and villages are open to reviewing a per acre fee mechanism to recoup the costs



[image: image160.png]associated with reviewing proposed developments. This is especially true since it is undisputed
that reviewing these proposals is one of the most time consuming and costly responsibilities
that CARPC performs. Currently, nearly all of that cost is born by county taxpayers. A
mechanism to secure this non-taxpayer revenue source needs to be in place in advance of what
certainly will be another challenging budget process for 2013.

We further need to pursue better collaboration with agencies like CARPC and the MPO. For
example, better coordination may have helped better plan for costly transportation
improvements now being pursued as a result of rapid growth experienced in recent years on
the southwest side of Madison and Verona. Proposed upgrades to two county highways
impacted by this rapid development could run upward of $35 million to our taxpayers in the
coming years. This doesn’t include the ongoing costs to maintain and repair these roads.

I have in the past suggested ways to combine these and other groups important in the
consideration for how our county grows. Given how residential and commercial development,
transportation, and economic development are intertwined, continued consideration should be
given to the potential consolidation of these agencies.

Thank you.
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Enough information about 2012 property
tax bills around the state is in to estimate
that levies statewide are up about 0.3%,
the smallest increase since a cut in
1996-97. Of course, local changes will
vary from state averages. School taxes
led the way, with a 1.0% drop due to
the first-ever rollback in state revenue
limits. State limits also slowed levy
growth in counties (1.1%) and techni-
cal colleges (1.8%).

Capitol notes

W The governor's annual “State of
the State” address has been scheduled
Jor January 25th at 7 p.m.

B Rep. Bob Ziegelbauer (I) will not
seek reelection to the state’s 25th dis-
trict seat. The former Democrat—now
an independent—is serving his 20th
year in the legislature and is also the
Manitowoc County Executive.

B Wisconsin s projected Medicaid
shorifall for the remainder of the 2011-
13 biennium has been reduced from
8554 million to $232 million, accord-
ing to the Dept. of Health Sexvices.

B8 Gov. Scott Walker (R) recently
signed Act 68 into law, which makes a
number of procedural changes in how
taxpayers and the state Department of
Revenue interact.

B Sales tax reform could be up to
Idaho voters if a petition drive is suc-
cessful. The proposed referendum
would balance a reduction in the state
sales tax rate with new revenue gener-
ated by expanding the tax base to tax
more services.

A~
isl

First look at 2012 property tax totals

P roperty taxes collected across Wis-
consin in 2012 will tota] about $9.5
billion (b), and rise less than 1% over the
prior year (see graph below), according
to new WISTAX estimates. Based on
preliminary state figures, the projected
change would be the smallestin 15 years
and could be the second smallest in 25.
(All totals are net of state levy and first-
dollar tax credits.)

The modest change results from re-
strictions enacted last summer as part of
the 2011-13 state budget. Gross county
and municipal property taxes were frozen
at last year’s levels, except for growth
due to new construction or for new debt.
And the revenue cap for school districts
was cut 5.5%, the first rollback ever.
In all cases, voters could override state
restrictions by referendum.

Historical context

Over the past three decades, property
tax growth has moderated somewhat (as
the bars in the graph below suggest).
During the 10 years leading up to 1996-
97, annual increases averaged 7.9%. In
fact, levy increases of under 5% were
rare (again, see below).

Since 1996-97, when the state spent
about $1b to buy down school taxes
and total levies dropped 9.4%, average
annual growth in property taxes has
slowed to 4.9%. Particularly notable are
increases in the three most recent years:
4.2% in 2010, 2.7% in 2011, and 0.3%,
the WISTAX estimate for 2012.

2012: Who did what?

One reason taxpayers often find the
property tax confusing is that as many as
seven units of government use it. That
said, a key reason why the total levy in-
crease this year was almost nil is that the
school levy, the single largest part of the
average tax bill at almost 45%, dropped
1.0%. (See Focus #25-11 for detail on
school taxes this year).

In addition to school districts, coun-
ties (about 19%) and municipalities
(almost 24%) account for much of the
remaining levy (see table that follows).
Preliminary figures show that county
property taxes rose about 1.1%. WISTAX
estimates town, village, and city levies
are likely to grow between 1.5% and
2.0%. One reason for a somewhat larger
municipal increase, on average, is that

Three Decades of Net Property Taxes in Wisconsin and the 2012 Slowdown
Dollar Amounts in Millions (left axis, line); Annual Percentage Changes (rt. axis, bars)
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2010-11 2011-12
Gov't $Mill. %Ch. $Mill. %Ch.
Schools 4,6929 34. 46459 -10a
Tech's 7573 2.0 771.3 1.8 p
Co's 1,9514 19 19722 1.1p
Muni's 24222 2.1  2,465.8 18 ¢
TIF's 3572 0S5 357.2 0.0 ¢
Sp. Dist. 992 34 100.1 0.9 ¢
State 842 -3.1 826 -1.8a
Gross 10,364.5 2.6 10,395.1 0.3
State Cr. -897.4 0.0  -897.4 0.0 n
Net Tot. 9,467.1 28 9497.7 0.3

Notes: a) Actual; p) Preliminary; e) WISTAX estimate; n)
Does not include state lottery credit.

some communities increased borrowing;
taxes for debt service are not restricted
by the state levy limit.

The only other levy of any conse-
quence (over 7% of the total) is imposed
by 13 technical college districts. This
year, the average increase was '1.8%.
However, that was due mainly to a bor-
rowing referendum in the Madiso dlS-
trict that boosted its levy 14.7%. Asth
table (right) shows, no other district levy
changed by more than 1.9%, up or down.

County detail

County levy changes were also mod-
est, averaging +1.1%. But about one
in three froze their levy at last year’s
level or actually reduced it. Five coun-

ties—Bayfield, Winnebago, Marathon,
Washington, and Brown—cut taxes by
1% or more.

Only 14 counties raised property
taxes by 2% or more, only five by 4%
or more. Crawford had the highest in-
crease, at 6.3%, followed by Columbia
(5.4%), Kewaunee (4.6%), and Dane
(4.5%).

The Dane County figure is part of a
larger pattern. The county levy was .up
4.5%, compared to an average increase
of 0.8% in the other 71 counties. And,
as shown, the area’s technical college
levy jumped 14.7%, while the other 15
districts averaged a 0.2% cut. Finally,
while school taxes fell an:average of
1.2% in other districts around the statg,
Dane County districts had a small aver-
age increase (0.3%).

Technical College Levies, 2012
Ranked by Pct. Chg.; $ Millions

District 2011 2012 % Ch.
Madison $36.1 $354 147
Indianhead 341 347 1.8
W. Wis. 15.8 15.7 1.8
Moraine Pk 103.2 1184 1.0

Milwaukee 19.9 20.0 0.7
Lakeshore 58.3 58.9 0.0
Mid-State 624 624 0.0

N. Central 142.6 140.2 0.0
NE Wis. 36.0 359 -0.1
Nicolet 220 220 -04
SW Wis. 59.7 597 -0.5

Fox Valley 59.1 58.9 -1.7
Chip. Valley 20.2  20.6 -1.9

Total 7573 7713 1.8

County Property Tax Changes Modest
Dollars in Millions and Percent Change

County 2010-11 2011-12 % Ch.
14 Co's Increased Taxes 2% or More
Crawford $7.32 $7.78 6.3
Columbia 23.20 24.45 54
Kewaunee 10.11 10.57 4.6
Dane 133.07 139.06 4.5
Calumet 16.01 16.70 43
Marquette 10.29 10.56 2.6
Waushara 15.00 15.36 24
Jackson 9.37 9.57 2.1
Milwaukee 27043 276.23 2.1
Rock 58.93 60.17 2.1
Chippewa 15.33 15.65 2.1
Green 14.34 14.63 2.0
Barron 17.23 17.57 2.0
Clark 12.64 12.89 2.0
23 Co's Froze or Cut Taxes
Vernon $9.57 $9.57 0.0
Adams 17.16 17.16 0.0
La Crosse 2949 29.49 0.0
Dodge 32.08 32.08 0.0
Jefferson 26.71 26.71 0.0
Lafayette 7.22 7.22 0.0
Sauk 28.53 28.53 0.0
Sawyer 9.85 9.84 -0.1
Wood 22.34 22.31 -0.1
Washburn 10.50 10.48 -0.2
Richland 6.65 6.64 -0.2
Sheboygan 45.37 45.26 -0.3
Polk 21.61 21.55 -0.3
Oneida 15.06 15.00 0.4
Trempealeau 10.10 10.05 -0.5
Rusk 5.84 5.80 -0.7
Portage 24.95 24.74 -0.9
Iron 423 . 4.19 -0.9
Bayfield 8.85 8.76 -1.0
Winnebago 68.54 67.71 -1.2
Marathon 48.19 47.57 -1.3
Washington 38.98 38.39 -1.5
Brown 82.27 80.87 -1.7
Total 1,951.4 1,972.2 1.1

Focus is published by the Wisconsin Taxpayers Alliance, 401 N. Lawn Ave., Madison, Wisconsin, 26 timss per year. Subscriptions are Ss#igiEbrg

2. $100.07. for-three years.. WISTAX .-

contributors of $89 or more receive a free copy. Media is encouraged to quotc contents, "with credit to WISTAX. Ejectronic reproduction or forwarding is prohlblted unless permission is granted. Send
requests to wistax@wistax.org. In accordance with IRS regulations, WISTAX financial statements are available on request.

[LT "ON U™
IM ‘UosIpEIN
arvd
ofmsod 'S’ N
‘810 1yoiduoN

6100-805¢5 1A 3T1UNAI T8

64 X08 Od

ATNAITIFE 40 JOVTIIA

Zin7Mme/il 717¢

~*Adoo 921 © 9A10301 SI0UO(] *3[qE[TeAR e SJUNOJSIP A1

-uenb pue ‘¢ ¢$ Auo st Adoo sBuis v (9A0qe 308) Japo[
10 ‘rea-o ‘ouoyd Aq 10 “9)1Sqam Ino U0 13pI() "S[qe[IeAR
MU SI ZJOZSHXYL ©pm3 ey joood IO §Uisuod
-SIA\ (S9XE} SWOOUT [e1apef pue ajejs Fury diay peaN

PQJSQ“[)QH QD!AJQS SSQJPPV

S10°XEIIM MMM o 68/6'THT'809

€C0SHOLES IA\ “UOSIPENN « 2MUAAY UMET YHION [0
QDUB!“V SJOAB(IXBL UESUODSIIA

Xe)}
v




