
Safety and Licensing Committee

City of Appleton

Meeting Agenda - Final

100 North Appleton Street 

Appleton, WI  54911-4799

www.appleton.org

Council Chambers, 6th Floor5:30 PMWednesday, February 14, 2024

1. Call meeting to order

2. Pledge of Allegiance

3. Roll call of membership

4. Approval of minutes from previous meeting

24-0089 Safety & Licensing Committee Minutes from 01/10/2024

S&L Minutes 01-10-24.pdfAttachments:

5. Public Hearing/Appearances

24-0147 Demerit Point Violation Appearance for McGuinness Irish Pub - Matthew 

Miller, Agent

 

Demerit Point Notification Letter -McGuinness 2024.pdfAttachments:

6. Action Items

24-0145 Proposed Modifications to the Special Event Policy

 

S&L Memo- Special Event Policy Updates.pdf

Special Event Policy - 2024 Edits- Formatted.pdf

Attachments:

24-0086 Class "B"  Beer / "Class C" Wine license application for Apple Valley 

Pancake House Inc, Memedali Useini, Agent, located at 1216 W 

Wisconsin Avenue, contingent upon approval from the Health and 

Inspection departments

 

Apple Valley Pancake House.pdfAttachments:
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24-0091 Class "B"  Beer / "Class C" Wine license application for Ototo LLC d/b/a 

Ototo Ramen, Lee Lor, Agent, located at 205 N Richmond St, contingent 

upon approval from the Health and Inspection departments

 

Ototo LLC.pdf

Ototo Ramen-SUP 2-21_Transfer_Report.pdf

Attachments:

24-0107  Class "A"- Beer/ "Class A"- Liquor License Change of Agent application

for Walgreens # 12693, New Agent, Andrew S. Krueger, located at 836 E. 

John St.

 

Walgreens Change of Agent.pdfAttachments:

24-0173  Class "A"- Beer/ "Class A"- Liquor License Change of Agent application

for Ultimate Mart LLC d/b/a, Pick N Save # 123, New Agent, Timothy 

Smith, located at N4459 Nelson Rd, Princeton, WI

 

Pick-N-Save-Change-of-Agent.pdfAttachments:

24-0094 2024 Secondhand Article License renewal applications, contingent upon 

approval from all departments.

Secondhand Article Renewal-2-14-24.pdfAttachments:

24-0119 Temporary Class "B" Beer and "Class B" Wine License application for 

Fox Cities Chamber Foundation, Rebecca Bartoszek, Person in Charge, 

located at, 125 N. Superior St, for Appleton's Octoberfest event on 

September 28, 2024.

Fox Cities Chamber Foundation Temp B Application 2024.pdfAttachments:

24-0153 Temporary Class "B" Beer and "Class B" Wine License application for 

Celebration Lutheran School, Laura Ambroso, Person in Charge, located 

at, 3100 E Evergreen Dr, for Celebration Gala 2024 event on April 19, 

2024

 

7. Information Items

24-0056 Police Department Forensic Evidence Specialist Memo

 

Lead FES_.pdf

Lead Forensic Evidence Specialist.pdf

Lead FES Request.pdf

Attachments:
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24-0057 Directors Report

1. City Clerk

- Spring Primary Election Information

2. Police Chief

- Staffing Study

3. Fire Chief

- Grant Updates

- Fall Hiring Process

8. Adjournment

Notice is hereby given that a quorum of the Common Council may be present during this 

meeting, although no Council action will be taken.

Reasonable Accommodations for Persons with Disabilities will be made upon Request 

and if Feasible.
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










 









 

 



 






 

 





 




















 

 

 

 

 







 

 

 









 

 



 













 





 

 


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February 5, 2024 
 
McGuinness Irish Pub 
201 S Walnut Street 
Appleton, WI 54911 
 
Attention: Matthew Miller 

 
Dear Alcohol License Holder, 
 
The purpose of this letter is to inform you of the status of the demerit points against your alcohol 
license for the premises known as McGuinness Irish Pub, located at 201 S Walnut Street, in the 
City of Appleton.  Furthermore, you are hereby required to attend the Safety and Licensing 
Committee on Wednesday, February 14th at 5:30 p.m. to inform the Committee about your 
efforts to rectify the issues that caused the imposition of any demerit points. 
 
Your establishment recently had a violation for being Open After Hours/Failure to Vacate on 
June 3, 2023 which resulted in convictions on January 26, 2024.  This violation carries an 
assessment of 50 demerit points.  At this time, the license for this establishment has a total of 50 
demerit points assessed against it within the last 24 months. 
 
Please be advised that if any establishment holding an alcohol license accumulates 150-199 
demerit points within a 24-month period, the license is subject to suspension for not less than 10 
days nor more than 90 days.  If any alcohol licensee accumulates 200 or more demerit points 
within a 36-month period, the license is subject to revocation.  A copy of the ordinance was 
provided to you at the time you received your license.   
  
The City of Appleton Police Department offers free training to help ensure your establishment is 
operating in a manner that is safe and legal.  If you are interested in taking advantage of this 
free training, please contact Lt. Benjamin Goodin at the Appleton Police Department. 
 
If you have any questions related to this matter, please contact me at 920-832-6443. 
 
Respectfully, 

 
Kami Lynch, City Clerk 

LEGAL & ADMINISTRATIVE 
SERVICES DEPARTMENT 

Office of the City Clerk 
Kami Lynch, Clerk 
100 North Appleton Street 

Appleton, WI  54911 
Phone: 920/832-6443 

  
 





 
 
 
I. PURPOSE 
 

The City is dedicated to making the special event licensing process as efficient as possible  by 
removing unnecessary barriers for applicants while providing sufficient information for City staff 
to make appropriate decisions. The purpose of this policy is to outline the steps that must be taken 
for special events to be properly licensed by the City of Appleton. 

 
II. POLICY 
 

Events and planned occurrences on City property or in city rights-of-way that exceed the normal 
and ordinary use of such property may be considered special events and subject to review and 
licensing.   

 
III. DISCUSSION 
 

It is recognized that special events of all sizes often bring benefits to the community.  At the same 
time, the City must have sufficient notice prior to a special event so that the City can evaluate the 
potential impact the event might have on resources of City departments, City owned properties and 
facilities, and ultimately on the public. Because events have unique characteristics with different 
potential impacts on City services, the issuance of a license is considered on a case-by-case basis 
and in accordance with this policy. 

 
For licensing purposes there are three categories of special events:  (i) Small Events, which are 
events with an anticipated attendance of under 1,000 people, (ii) Large Events, which are events 
with an anticipated attendance of between 1,000 and 5,000 people, and (iii) Significant Events, 
which are events with an anticipated attendance of over 5,000 people.  Events may take place on 
one day or for multiple days.   

 
The event category plus the number of days the event will occur will determine (i) the fee for the 
event, (ii) the license application deadline, and (iii) any other minimum resources required for the 
event.    

 
CITY OF APPLETON 

POLICY 

 
TITLE:   

SPECIAL EVENT POLICY 
 
ISSUE DATE: September 1996 

 

 
LAST UPDATE: January 2017 

 
SECTION:  City Clerk  
 

 
POLICY SOURCE: 
City Clerk 

AUDIENCE: 
City employees, residents,  
event applicants/holders 

 
TOTAL PAGES: 9 + Fees 

  

 
Reviewed by Legal Services Date:  
Nov. 22, 2002 
Jan. 24, 2017 
January, 2024 

 
Safety & Licensing Approval Date: 
 
January 25, 2017 
 

 
Common Council Approval Date: 

 
February 1, 2017 



   
 

2 
 

 
IV. DEFINITIONS 
 

Anticipated attendance means an objective estimate made by an applicant of the total number of 
people who will attend a special event. 

 
Applicant means the person applying for the special event license. 

 
Days means calendar days. 

 
Event category means the size of the event, either a Small Event, Large Event or Significant Event. 

 
Large Event means a special event with an anticipated attendance of between 1,000 and 5,000 
people.  

 
License means the license issued by the City Clerk to the applicant for the special event. 

 
Multiple day event means a special event that occurs on more than one day, where the days are 
consecutive or at a consistent interval (e.g., an event occurring on a consecutive Saturday and 
Sunday or an event occurring every other Tuesday), at the same start and end time and at the same 
location.  One special event license will be issued for a multiple day event.   

 
Normal and ordinary use means the way City owned property should normally and ordinarily be 
used, as established by the department that of jurisdiction (e.g., a ball diamond complex’s normal 
and ordinary use is for baseball/softball games, a public streets normal and ordinary use is for 
vehicular traffic, a sidewalks normal and ordinary use is for pedestrian use).  Whether an event is 
considered within the normal and ordinary use of the property is determined by the City department 
that maintains jurisdiction over the property.  
 
Significant Event means a special event with an anticipated attendance of over 5,000 people. 

 
Single day event means a special event that does not meet the definition of a multiple day event. 
 
Small Event means a special event with an anticipated attendance of under 1,000 people. 
 
Special event or event means any planned occurrence in the public right-of-way or on public 
property including, but not limited to, parades, gatherings, festivals and athletic events, which are 
not within the normal and ordinary use of that place or which, by the nature of the event, may have 
a greater impact on City services or resources than would have occurred had the event not taken 
place. Whether the event is considered within the normal and ordinary use of the public facility or 
property shall be determined by the City department that maintains jurisdiction over the property.  
A special event may be a single day event or a multiple day event.  A special event does not include 
block parties as defined by the Department of Public Works Block Party Policy. 
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Special Event License Application Form or application means the application available from the 
City Clerk that must be approved by the City Clerk on the recommendation of the Special Events 
Committee in order to obtain a license to hold a special event. 

 
Special Events Committee or Committee means the committee comprised of City employees 
representing the following City departments:  Community and Economic Development, Health, 
Human Resources, Fire, Legal Services, Parks, Recreation and Facility Management, Police, Public 
Works, and Valley Transit. 
 

V. PROCEDURES 
 

A. LICENSE REQUIREMENTS. 
 

1. Application.  To obtain a special event license, the applicant must file a completed 
application with the City Clerk before the last applicable day before the event and 
pay the license fees. See Attachment A – Fee Schedule. 

 
(a) Late Applications.  Late applications will not be accepted by the City Clerk 

unless the event is a large or significant event that has been held in the City 
for at least the past two (2) consecutive years and there are no changes to the 
event from the previous year.  Late applications meeting this standard will 
be accepted by the City Clerk subject to a late fee.  Applications submitted 
less than thirty (30) days before the event will not be accepted. See 
Attachment A – Fee Schedule. 
All applications submitted less than forty-five (45) days from the date of the 
event waive the ability to appeal non-acceptance of the application or denial 
of the application. 

 
(b) Additional Reservations/Permits/Licenses.  Filing an application does NOT 

reserve a park or facility and does NOT include applications for any other 
licenses or permits as may be required.  

 
(c) Map/Diagram of Event.  A detailed map or diagram indicating the specific 

location and layout of the event must be submitted with the applicantion.  
The map should also include any proposed street closures and the proposed 
route and direction of route, including all turns and the number of traffic 
lanes to be used, if applicable.   

 
i. Street Closure.  Street closures will be reviewed on a case-by-case basis, 

with an emphasis on minimizing the impact to traffic flow on collector 
and arterial roadways.  Closure of county highways or their detour routes 
require approval of the county.  Closure of interstates or state highways 
or their detour routes require approval form the Wisconsin Department of 
Transportation.  These approvals may require a pre-approved detour route 
capable of commercial motor vehicle traffic. If an event includes a request 
forrequires a street closure, the applicant or their contractor must provide 
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an acceptably prepared Traffic Control Plan (TCP) to the Traffic Section 
for review and approval no less than four six (64) weeks prior to the event 
for roadways or their detour routes defined as interstates, highways, or 
arterial roadways, or four (4) weeks prior to the event for other roadways.  
Roadway designations are defined in the City of Appleton’s Temporary 
Traffic Control Manual.  The plan must comply with the Federal Highway 
Administration's Manual on Uniform Traffic Control Devices, latest 
edition, and the City of Appleton's Temporary Traffic Control Manual, 
latest edition. Temporary traffic control devices/services must be 
provided by a contractor which has extensive experience in the industry 
and is approved in advance of the event by the Traffic Section.  It is the 
responsibility of the applicant or their contractor to ensure the approved 
barricadestemporary traffic control devices are:  

1) Assembled and delivered to the appropriate locations by noon on 
the day prior to the event, (unless a different time is pre-
approvedagreed upon). 

2) Properly configured in accordance with the approved TCP. 
3) If requested by the Appleton Police Department, removed from 

the roadway immediately following the end of the event. 
4) Removed from the city rights-of-way within 48 hours of the end 

of the event. 
i. Road closures will use temporary traffic control devices, including 

barricades, temporary signs, and cones.  When deployed on the public 
right-of-way, these constitute official traffic control devices.  They shall 
not be removed or modified without permission from the City of Appleton 
or their designee. 

 
ii. Event Route.  Event routes, if applicable, must be submitted with the 

application regardless of historical precedent.  Proposed routes may be 
altered after the license has been issued only at the discretion of the Police 
Department and the Department of Public Works.  

 
(d) Insurance   Events are required to have adequate levels of insurance as 

determined by the City’s Risk Manager and based on the size and type of the 
event.  Applicants must furnish the City Clerk with a valid certificate of 
insurance covering any and all liability. 

 
(e) Food Service. Events offering food to attendees shall describe the food 

service being offered and provide a list of food vendors with the special event 
application. Copies of food vendor’s Health Licenses may also be required. 
Any updates to the vendor lists shall be submitted to the Health Department 
within two (2) weeks prior toof the event. Food vendors that are not pre-
approved may not participate in the event. 

 
2. Meetings 
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(a) Special Events Committee Meeting 
 

i. The purpose of the Special Events Committee meeting is for Committee 
members to plan, coordinate and discuss the City resources that will be 
used for an upcoming special event, to discuss interdepartmentally any 
concerns or problems with a special event, and to generally provide the 
other City departments with information that may be relevant to 
approving and denying special event applications.  

 
ii. The Committee meets once a month as determined by the City Clerk.  
 
iii. City departments who recommend approving or denying special event 

applications should ensure at least one member of their department 
attends each Committee meeting.   

 
iv. Applicants may attend Committee meetings to discuss their proposed 

special event and to receive feedback regarding the likelihood of their 
application being approved.   

 
v. Applicants may request a Special Event Committee Meeting be held on a 

certain day or time by making the request to the City Clerk.  The City 
Clerk will try to accommodate the request to the extent possible.  

 
(b) Department Meeting.  The City Clerk may schedule a meeting if deemed 

necessary by the City Clerk or requested by the applicant and/or the affected 
City department(s) should the applicant make a request for City services. The 
purpose of the meeting will be to discuss the services requested.  The meeting 
must be held no later than thirty (30) calendar days before the event.  If the 
applicant refuses to meet at the request of the City Clerk, the license may be 
denied or revoked.  

 
3. Application Review.   
 

(a) Department Review.  Applications are reviewed by employees from the 
following City departments: Community and Economic Development, 
Health, Human Resources (Risk Management), Fire, Legal Services (Clerk’s 
Office), Parks, Recreation and Facility Management, Police, Public Works, 
and Valley Transit. Each department will recommend either approving or 
denying the application.  The City Clerk will issue the license upon receiving 
a recommendation for approval from all reviewing departments.  
 
i. Each department must recommend approving or denying an application 

based on the information relevant to that department.  A department’s 
decision to recommend approving or denying an application may be based 
on, but is not limited to, the following: Each department must recommend 
approving or denying an application based on the information relevant to 
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that department.  A department's decision to recommend approving or 
denying an application may not be based in any way on the content of any 
message associated with the planned event. A department’s decision to 
recommend approving or denying an application may be based on, but is 
not limited to, the following: 

 
(1) Use of department resources, 
(2) Costs to the department, 
(3) Benefit to the community, 
(4) Any perceived public health or safety problems,  
(5) If the applicant or reoccurring event has a history not complying with 

this policy and/or other applicable rules or regulations, which has or 
may have an impact on the department, and 

(6) Use of City property that is relevant to the department. 
 

(b) Recommendation for Denial.  If a recommendation for denial is made by a 
department, an explanation must be provided to the City Clerk which will 
then be provided to the applicant.  

 
4. Appeals Process.  If an application is denied or not accepted by the City Clerk for 

any reason, the applicant may request the application be submitted to the Common 
Council by way of the Safety and Licensing Committee for review and a final 
determination of whether to grant the license.  Appeals Process. If an application is 
denied or not accepted by the City Clerk for any reason, including an inability to pay 
required fees due to indigency, the applicant may request the application be 
submitted to the Common Council by way of the Safety and Licensing Committee 
for review and a final determination of whether to grant the license. 

 
5. Waiver.  Some or all of the license requirements may be waived in cases where the 

United States Secret Service notifies the City of a proposed event in which it will be 
assisting with security details.  It will be at the discretion of the Special Events 
Committee which requirements will be waived. 

 
B. SAFETY. 

 
1. Security. Events must have a designated head of security and may be required to 

have additional security personnel at the rate of one (1) security person for every 
300 persons present if alcohol is available for consumption or for every 600 persons 
present if alcohol is not available for consumption.  The City of Appleton Police and 
Fire Departments hasve the discretion to modify these ratios as they deem necessary 
and the applicant will be notified of the modification as soon as reasonably possible. 

 
(a) Head of Security.  The head of security must, at minimum, be: (i) 18 years 

of age or older, (ii) clearly identifiable as event staffthe head of security at 
all times during the event, (iii) reachable by phone at all times during the 
event by any City employee, (iv) able to call 911 during the event, (v) able 
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to contact and instruct the security personnel, as applicable, during the event, 
and (vi) be trained as a crowd manager per the adopted fire code.   

 
(b) Security Personnel.  Security personnel must, at minimum, be: (i) 18 years 

of age or older, (ii) clearly identifiable as event staffsecurity personnel at all 
times during the event, (iii) able to call 911 during the event, (iv) reachable 
at all times by the head of security during the event, (v) be able to act on 
instructions from the head of security, or any other authorized person, in case 
of an emergency, and (vi) be trained as a crowd manager per the adopted fire 
code.   

 
 

2. Additional Safety Features.  In the event the City of AppletonPolice and/or Fire 
Department hasve a reasonable and justifiable reason to request the applicant have 
additional safety features at the event beyond what is provided for in the application, 
the Police and/or Fire Department(s) must let the applicant and the City Clerk know 
what additional safety features the event will need at the time the application is 
reviewed by the Department pursuant to sectionparagraph V(A)3(a) above. If the 
applicant does not want to provide the additional security features recommended by 
the City of Appletonthe Police and/or Fire Department, the Department(s) may 
recommend denying the event per sectionparagraph V(A)3(b) above and the 
applicant may appeal pursuant to sectionparagraph V(A)4 above. 

 
C. SET-UP, TOILET FACILITIES AND CLEAN-UP. 

 
1. Set-Up Time.  Set-up for an event, including, but not limited to, dropping off 

supplies and erecting tents, shall not take place more than four (4) hours in advance 
of an event unless approval for earlier set-up has been granted in writing by the 
department director or designee with jurisdiction over the location of the event. 

 
2. Markings.  Any instructions or information about or pertaining to an event applied 

directly to City property, such as streets, sidewalks and curbs, must be no more than 
twelve (12) inches in height and two (2) feet in length.  Only white, temporary 
(lasting no longer than thirty [30] days), water-based marking paint or landscape 
chalk is permitted to be used.   

 
3. Toilets.  It is the responsibility of the applicant to ensure the adequate number of 

toilets are available at the event.   
 
4. Waste Receptacles. It is the responsibility of the applicant to ensure the proper 

number of waste receptacles are present at the event.   
 
5. Clean-Up.  It is the responsibility of the applicant to ensure the location of the event 

is left in the same condition it was in prior to the event.  All clean-up efforts must 
be completed within four (4) hours after the conclusion of the event unless approval 
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for additional clean-up time has been granted in writing by the department director 
or designee with jurisdiction over the location of the event. 

 
D. FACILITY RESERVATIONS 

 
1. Facility reservations related to special events are on a first come, first served basis 

and may be made no more than one (1) year in advance.  Subject to section V(D)2 
below. 

 
2. Organizations/groups/individuals that have reserved a City park/facility for a special 

event have thirty (30) days after the date of the special event to make reservations 
for the same location, day or weekend for the following year.  After thirty (30) days 
the City park/facility will be open for the public to reserve.  

 
E. PARADES 

 
1. Applicants for parades must complete the supplemental parade questionnaire and 

submit it with their special event application.  
 

2. Parade routes should seek to have minimal impact on traffic disruption in the 
proposed area.  All parade routes are subject to review, modification and approval 
by way of the Special Events Committee.   

 
3. The approved safety plan for the parade provided by the  Appleton Police 

Department, must be adhered to.  Failure to comply may result in citations or denial 
of future applications.  

 
4. Throwing and distributing items from parade entries to spectators including but not 

limited to pamphlets, fliers, toys, stickers, food, or candy is prohibited.   
 

5. Parade units may not operate in a reckless or dangerous manner. 
 
 

F. FEES. 
 

1. License Fee. Special event license fees are set based upon the amount of resources 
used by the City for similar events and is based on the event’s anticipated attendance, 
whether there will be street closures, and how far in advance of the event the 
application is filed with the City Clerk.  The license fee must be paid at the time of 
the application is filed with the City Clerk.  See, Attachment A – Fees. 
 

2. Late Fee.  A late fee of will be added to all applications filed pursuant to sSection 
V(A)(1)(a) above. See Attachment A – Fees. 

 
3. Police Investigation Fee. A background check of all applicants will be conducted by 

the Police Department and the fee for the background check, $7.00, is in addition to 
the license fees. 
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4. City Events.  Events where the applicant is an official, employee or designated agent 

of the City acting on behalf of the City will not incur any fees. 
 

5. Permits.  Charges for park facilities, food sales permits, Street Occupancy Permit 
fees, tent permit fees, etc., are to be paid IN ADDITION to the fees discussed in 
this policy.   

  
5.6. Meter Bags.  A Meter Bag application shall be submitted to the Department of Public 

Works at the time of submittal of the Special Event application.  Charges for meter 
bags are to be paid per the DPW Downtown Parking and Meter Bag Policy IN 
ADDITION to the fees discussed in this policy. 

 
6.7. Non-Refundable.  All fees are non-refundable with the exception of fees for events 

that are cancelled by the applicant and/or the City due to weather conditions or by 
the City for the unforeseen or unexpected unavailability of the event venue that is 
not caused by an act or inaction of the applicant, in which case the fees will revert 
to a credit the applicant can use for rescheduling the event or for a similar event.   
The credit must be used within one (1) calendar year from the date of the cancelled 
event.  No cash refunds will be given if the full value of the credit is not used by the 
applicant.  If the event is cancelled by the applicant due to weather conditions, 
notification to the City Clerk must be made as soon as reasonably possible. 

 
 
G. EVENT CANCELLATION. The Mayor or designee may cancel an event without prior 

notice for any condition affecting public health or the safety of the City, or any condition 
that would affect facilities, grounds, or other natural resources at risk of damage or 
destruction if the event were permitted to take place.  
 

H. COMPLIANCE.  The applicant is responsible for ensuring that the event complies with this 
policy and all applicable laws and regulations including, but not limited to, statutes, 
ordinances, traffic rules, park and trail rules, health laws, fire codes, City facility reservation 
policies and procedures, and alcohol licensing regulations. Failure to comply resulting in 
the City providing services will result in the applicant being billed for the City provided 
services should the cost of services equal $50 or more, and may also result in the applicant 
being prevented from obtaining a special event license in the future.   

 
1. In the event the City bills the applicant for services, the department director or 

designee with jurisdiction over the services provided will submit a bill to the 
applicant within thirty (30) days after the conclusion of the event.  Payment is due 
to the City within thirty (30) days after the date on the bill.   
 

2. The applicant may appeal the bill by placing the reason for the appeal in writing 
and submitting it to the City Clerk prior to the bill’s due date.  The final 
determination of the bill will be made by the Common Council by way of the 
Safety and Licensing Committee. 
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  I. ANNUAL REPORTING. By July 30 of every year, a report must be submitted by the City 

Clerk to the Safety and Licensing Committee and the Common Council documenting the cost of 
services provided to special events by City departments for the previous year. 

 
I. PRECEDENT.  Nothing in this policy shall be read to take precedence over any 

applicable statutes or ordinances. 





























 
Community and Economic Development 

 
Transfer of Special Use Permit #2-21 from Jimmy’s Chicken and Fish to Ototo Ramen  

Restaurant with alcohol sales and service 

205 N. Richmond Street 

 

 

 

Date: January 26, 2024 

 

Background/History:  

 

Special Use Permit #2-21 was conditionally approved by the Common Council on July 21, 2021, for a 

restaurant with alcohol sales and service at 205 N. Richmond Street. 

 

Analysis: 

 

Section 23-66(f)(4) of the Zoning Ordinance states, “Continuation of a special use permit.  Once approved, a 

special use permit shall be allowed to continue and may be transferred to any entity, unless specified otherwise 

as a condition of approval, as long as all conditions placed on the special use are followed.” 

 

Conclusion: 

Based upon the above information, Special Use Permit #2-21 and subsequent amendment(s) for a restaurant 

with alcohol sales and service at 205 N. Richmond Street can be transferred to the applicant upon the issuance 

of the Liquor License, subject to all of ongoing conditions listed below being complied with pursuant to the 

above reference Special Use Permit. 

 

A. The use shall conform to the standards established in Chapter 9, Article III, Alcoholic Beverages, of the 

Appleton Municipal Code. 

B. The site shall be kept free of litter and debris. 

C. All Zoning, Building, Fire, Engineering, Utility and other Municipal Codes, and all applicable State and 

Federal laws shall be complied with. 

D. The serving and consumption of alcohol is limited to the interior ground floor of the tenant space, as 

identified on the attached development plan drawings.  Any future expansions for the serving and/or 

consumption of alcohol may require a major or minor amendment request to this Special Use Permit, 

pursuant to Section 23-66(g) of the Municipal Code. 

E. This Special Use Permit is needed for on-site alcohol sales and consumption.  Compliance with the plan 

of operation is required at all times.  Changes to the plan of operation, including any future changes to 

the agent/operator, shall be submitted to the Community and Economic Development Department for 

review and approval. 
   

Please contact the Community and Economic Development Department at (920) 832-6468 with any questions 

or requests to amend any conditions.  
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Company Address Agent
eco ATM 3701 E Calument St(Walmart) Sean Flaherty
eco ATM 2700 N Ballard Rd (Kroger) Sean Flaherty

Secondhand Article
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                                 POLICE DEPARTMENT 

 
                                                                                                   222 South Walnut Street  Appleton, WI  54911-5899 

“…meeting community needs…enhancing quality of life.”               (920) 832-5500    Fax  (920) 832-5553 

                                                 http//www.appleton.org/police 

 

                                    

To:  Alderperson Hartzheim, HR/IT Committee Chairperson 

  Alderperson Croatt, Safety and Licensing Committee Chairperson 

  

From:  Chief Polly Olson  

  

Date:   February 14, 2024 

 

Subject: Action Item – HR/IT 

  Informational Item – S&L 

 

We are committed to regularly monitoring operations within the department to look for 

opportunities to streamline services and maximize productivity.  Our evidence unit has 

undergone significant changes in the last few years and has been fully civilianized.  Our 

current table of organization structure has our Investigative Services Lieutenant providing 

day-to-day supervision to this unit, in addition to ten detectives.   

 

In 2018, we created two LEAD positions, one located in clerical and one for our front 

desk operations.  These positions are responsible for the schedule, for assisting with 

minor personnel issues, and for resolving any other issues which do not require 

intervention by a supervisor.  The success we have found with this management structure 

can be easily replicated in our evidence unit. We would propose creating a LEAD 

Forensic Evidence Specialist. 

 

Our evidence unit is currently fully staffed with three positions.  All three employees are 

highly skilled and capable of taking on the added responsibilities of this new role.  Not 

only would this increase productivity in the unit, but it would also help with retention and 

succession planning efforts.  

 

The estimated financial impact will be about $2000 per year.  This can be paid for with 

overtime savings due to a more efficiently operating unit and closer monitoring of 

overtime use.  

 

I have attached a memo from Captain Mike Wallace which provides some additional 

information.  

 

 

 

 

Chief Polly Olson 



 

Lead Forensic 
Evidence 
Specialist 

 

Bargaining Unit: Non-union Non-Exempt 

Class Code: 

240-28 (CC-5) 

CITY OF APPLETON 

Established Date: Jun 22, 2015 

Revision Date: Jul 30, 2019 

SALARY RANGE 
$23.25 - $32.55 Hourly   

 

NATURE OF WORK: 

Under general supervision of the Investigative Services Unit Lieutenant, this person performs complex gathering, 
analysis and preservation techniques on evidence connected with criminal activity in the City of Appleton.  This 
individual should possess effective skills and abilities in evidence gathering and preservation, some knowledge of 
the judicial system as it pertains to the preservation of evidence, the ability to identify and secure evidence, logical 
thinking in the linking of evidence to criminal activities, and an ability to properly re-create and display evidence 
gathered for presentations. 
  

JOB FUNCTIONS: 

ESSENTIAL JOB FUNTIONS 

• Provide oversight of the Evidence Unit calendar to ensure effective operations. 
• Provide effective direction, instruction, and guidance regarding workload priorities and evidence and 

property room procedures. 
• Periodically review goals, and progress, with team members 
• Keep the Investigative Services Lieutenant apprised of personnel matters so they can be addressed. 
• Successfully complete advanced training for crime technology, scene management, video/photo operations, 

using U.V. and I.R. and alternate light sources. 
• Identify, collect, package, and label evidence (i.e., lift fingerprints, blood samples, etc.) from search warrants 

and crime scenes. 
• Operate evidence gathering equipment, which includes but is not limited to; video camera, ultra-violet 

lighting, scales, test kits, etc. 
• Assist with search warrants by taking photos to document the location of where evidence is found. 
• Analyze, sort and preserve evidence from search warrants and crime scenes. 
• Perform laboratory examinations of evidence, including specialized processing involving physical, chemical, 

and digital methods and maintains accountability for activity in the crime lab. 
• Keep crime van stocked with materials to collect evidence for self and other officers to use. 
• Inventory and maintain a supply of resources used in the collection of evidence and the sealing of crime 

scenes. 
• Fill out necessary forms, itemize, individually package, and mail evidence to crime labs for analysis, and 

inventory evidence when it is returned. 



• Prepare photo logs, crime scene worksheets, and other reports – both verbal court presentations and written 
documentation – regarding evidence gathered.Reports may include narratives, diagrams, fingerprints, actual 
articles discovered, etc. 

• Re-create and display evidence gathered for presentations. 
• Photograph death scenes, overall body pictures, and autopsies to document the process. 
• Empty and catalog items left in evidence lockers by officers. 
• Process digital photos, video, and audio recordings, then organize, fill, and inventory pictures as evidence to 

document crimes. 
• Print disposition sheets, process the returned paperwork, handle evidence accordingly, and update 

associated files. 
• Coordinate the proper release of evidence to rightful owner, where appropriate, including setting up the 

appointment and making the actual return. 
• Coordinate and develop training of various department officers in evidence gathering techniques. 
• Prepare manuals, kits, etc., used in training of these officers. 
• Offer assistance to officers concerning investigations. 
• Ability to examine and evaluate acts, events, and other information and draw valid conclusions, logical 

thinking in the linking of evidence to criminal activities. 
• Fingerprint citizens and assist officers with fingerprinting arrests as necessary. 

• Set up and manage departmental digital evidence program including digital photography, digital video, digital 
audio recordings, and other digital evidence as needed. 

• Oversee the administration of policies and procedures related to the evidence and property control function. 
• Review and write policies related to the evidence and property control function, and the preservation and 

collection of physical evidence. 
• Develop standard operating procedures for the Evidence Unit and other areas of the department when said 

procedures affect the quality and integrity of evidence. 
• Maintain Evidence Unit equipment, booking room equipment, associated software, and vendor information. 
• Produce and review procedural manuals to assist officers with evidence collection, packaging, log in and 

operation of other Evidence Unit equipment. 
• Attend internal briefings held during complex investigations. 
• Produce castings and comparative photographs of footprints, tire tracks, and other impressions. 
• Search for and develop latent fingerprints at crime scenes, from logged in evidence, and deceased 

individuals. 
• Manage the Evidence Unit equipment inventory and plan for periodic replacement of equipment. 
• Keep abreast of current technology and evaluate the potential benefits of implementing technology to 

improve the overall level of service thereby facilitating solving crimes. 
• Maintain regular punctual and predictable attendance, work overtime and extra hours as required, including 

call-ins as required. 

 OTHER JOB FUNCTIONS 

•  Other tasks as assigned. 

REQUIREMENTS OF WORK: 

This position requires 4-5 years of experience, or an equivalent combination of training, education and experience. 

• Knowledge of available computer programs and audio/visual equipment (i.e. MS Office programs (Word, 
Excel, GroupWise, PowerPoint), computers, printers, projectors, etc. 

• Knowledge of Federal, state and local laws, court cases related to job functions and ordinances. 
• Knowledge of current law and case decisions relating to laws of arrest, search and seizure, interrogations, 

and the handling of evidence. 
• Knowledge of departmental rules of conduct, regulations and policies. 
• Knowledge of crime scene management. 
• Ability to orally communicate in an efficient and effective manner with police officers and other civilian 

employees. 
• Ability to provide complex oral and written instructions clearly so that the desired end result can be met. 
• Ability to communicate in writing in a clear, accurate and concise manner. 



• Ability to prepare clear and comprehensive reports of investigations, offenses, arrests, special projects, and 
other activities. 

• Ability to respond to complex oral and written instructions so that the desired end result can be met. 
• Conducts test using various lab equipment, chemicals, and instrumentation to obtain results. 
• Ability to work independently of direct supervision, in an effective and efficient manner. 
• Ability to plan and schedule your own work to meet time constraints and changing priorities. 
• Ability to work in a team environment. 
• Ability to analyze problems and formulate policies and procedures as appropriate solutions to the problems. 
• Ability to plan and schedule training activities for members of the department to comply with 

department/state policy or law. 
• Ability to work varied hours or overtime. 
• Ability to maintain confidentiality in the release of information. 
• Skilled in the operation of specialized investigative equipment to include, but not limited to Evidence Unit 

equipment, sensitive crime kits, drug test kits, etc. 
• Skill in the operation of departmental equipment, including but not limited to camera equipment, first 

responder medical apparatus, etc. 
• Skill in the operation of various department computer systems. 
• Ability to multi-task in a fast paced environment. 

SUPPLEMENTAL INFORMATION: 

 
COMPETENCIES 
Adaptability/Flexibility 
Communication 
Customer Focus 
Positive Attitude 
Technical Skills 
 
To learn more about these competencies click here 
  

 

JOB TASK ANALYSIS: 

http://www.appleton.org/i/d/human_resources/competency_definitions_-_level_5.pdf
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