
Library Board

City of Appleton

Meeting Agenda

225 N. Oneida Street

Appleton WI, 54911

225 N. Oneida Street4:30 PMTuesday, August 18, 2015

1. Call meeting to order

2. Roll call of membership

3. Approval of minutes from previous meeting

15-1270 July 21, 2015 Meeting Minutes
 

July 21 2015 Meeting Minutes.pdfAttachments:

4. Public Participation and Communication

15-1348 Recognition of Linda Muench upon her 50 years of service to the 

Appleton Public Library
 

5. Establish Order of the Day

6. Action Items

A. 15-1271 Bill Register - July 2015
 

2015 July bill register.pdf

2015 July revenue and expense.pdf

Attachments:

B. 15-1273 2016 APL Budget
 

FINAL 2016 Budget Detail.pdf

Final 2016  Library Budget Pages.pdf

Attachments:

C. 15-1276 City policies - FMLA Policy, Fair Labor Standards Act, Media Relations 

Policy
 

Family Medical Leave Act-FMLA.pdf

Fair Labor Standards Act.pdf

Media Relations.pdf

Attachments:
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D. 15-1272 Report of the Personnel Committee
 

Personnel Committe Meeting Minutes 07-27-2015.pdfAttachments:

7. Information Items

A. President's Report

i. 15-1275 Library building process update
 

B. Director's Report

i. 15-1277 Library front entrance
 

C. Assistant Director's Report

i. 15-1279 APL staffing updates
 

8. Other Business

A. 15-1281 Recent and upcoming programs

  i.  Trustee Week webinars

 ii.  Upcoming committee meetings
 

Closed Session

The Board may meet in Closed Session pursuant to Wisconin statute 19.85(f)(c) to 

discuss personnel matters and then resume meeting in Open Session.

9. 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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225 N. Oneida Street

Appleton WI, 54911City of Appleton

Meeting Minutes

Library Board

4:30 PM 225 N. Oneida StreetTuesday, July 21, 2015

Call meeting to order1.

President John Peterson called the meeting to order at 4:30 pm.

Roll call of membership2.

Others Present:  Travis Bartels, Luke Diedrich, Elizabeth Eisen, Colleen Holz, 

Michael Nitz, Janice Quinlan, Colleen Rortvedt, City Attorney Emily Truman, 

Abbey Unruh, Maureen Ward, Paula Wright

Truesdale-Witek, Bergman, Peterson, Hietpas, Looker, Scheuerman, 

Bloedow, Siebers and Bergen
Present: 9 - 

SchneiderExcused: 1 - 

Approval of minutes from previous meeting3.

15-1201 June 16, 2015 Meeting Minutes

Scheuerman moved, seconded by Bergman, that the June 16, 2015 meeting 

minutes be approved. Voice Vote. Motion Carried.  (9-0)

Appearances, Public Participation & Communications4.

Establish Order of the Day5.

Action Items6.

A. 15-1202 Bill Register - June 2015

Scheuerman moved, seconded by Looker, that the June 2015 Bill Register be 

approved. Voice Vote. Motion Carried.  (9-0)

B. 15-1203 Budget Amendment

Hietpas moved, seconded by Bloedow, that the Budget Amendment in the 

amount of $5,100 be approved. Voice Vote. Motion Carried.  (9-0)

C. 15-1204 Staff Non-Paid Leave Request

Bergen moved, seconded by Bloedow, that the APL staff request for non-paid 

leave be approved. Voice Vote. Motion Carried.  (9-0)
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July 21, 2015Library Board Meeting Minutes

Information Items7.

President's ReportA.

i. 15-1205 Library building process

Director's ReportB.

i. 15-1206 Update on Downtown Mobility Plan and Downtown Parking Study 

implementation

ii. 15-1207 City Policies - Accident Reporting and Investigating Policy, 

Telecommuting Policy and Volunteer Policy

iii. 15-1208 Reach Out and Read - Fox Cities kick off

iv. 15-1209 2016 Budget timeline and process update

v. 15-1210 Upcoming Committee Meetings

vi. 15-1211 Staffing updates

vii. 15-1212 Trustee Training Week

viii. 15-1213 The Future of Public Library Systems in Wisconsin (Trustee Tale 

article)

ix. 15-1215 InfoSoup upgrade - Encore discovery layer implementation

Other Business8.

A. 15-1217 Recent and upcoming programs

 i.  Summer Reading Program update

ii.  Outdoor movies in Houdini Plaza

Closed Session

Adjournment9.

Bloedow moved, seconded by Bergman, that the meeting be adjourned.  Voice 

Vote.  Motion Carried.  (9-0)

The meeting was adjourned at 5:22 pm.
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330,263.00 342,648.00 342,348.00 375,241.00 460,927.00 471,847.00 334,724.00 341,224.00 95,348.00 105,913.00 503,276.00 507,415.00 105,913.00 94,494.00 2,172,799.00 2,238,782.00 3.04%

10,373.00 10,422.00 30,605.00 30,605.00 82,349.00 86,349.00 4,197.00 4,389.00 5,773.00 5,952.00 65,314.00 66,274.00 0.00 0.00 198,611.00 203,991.00 2.71%

116,671.00 119,068.00 110,969.00 133,708.00 174,829.00 177,154.00 109,081.00 110,645.00 33,300.00 54,173.00 144,310.00 171,509.00 37,395.00 35,938.00 726,555.00 802,195.00 10.41%

457,307.00 472,138.00 483,922.00 539,554.00 718,105.00 735,350.00 448,002.00 456,258.00 134,421.00 166,038.00 712,900.00 745,198.00 143,308.00 130,432.00 3,097,965.00 3,244,968.00 4.75%

4,055.00 4,055.00 3,570.00 3,570.00 1,835.00 1,835.00 3,570.00 3,570.00 200.00 200.00 2,550.00 2,550.00 2,000.00 2,000.00 17,780.00 17,780.00 0.00%

2,124.00 2,124.00 2,256.00 2,604.00 3,744.00 3,456.00 2,364.00 2,364.00 864.00 864.00 4,896.00 4,896.00 576.00 576.00 16,824.00 16,884.00 0.36%

4,500.00 4,500.00 2,730.00 2,730.00 3,950.00 3,950.00 2,250.00 2,250.00 0.00 0.00 37,400.00 37,400.00 7,650.00 7,650.00 58,480.00 58,480.00 0.00%

1,900.00 1,995.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1,900.00 1,995.00 5.00%

810.00 850.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 810.00 850.00 4.94%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 7,200.00 7,344.00 0.00 0.00 0.00 0.00 7,200.00 7,344.00 2.00%

1,082.00 1,135.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1,082.00 1,135.00 4.90%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 50.00 50.00 0.00 0.00 0.00 0.00 50.00 50.00 0.00%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 50.00 50.00 0.00 0.00 0.00 0.00 50.00 50.00 0.00%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 100.00 100.00 0.00 0.00 0.00 0.00 100.00 100.00 0.00%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 561,345.00 578,185.00 0.00 0.00 561,345.00 578,185.00 3.00%

100.00 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 100.00 100.00 0.00%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 100.00 100.00 0.00 0.00 0.00 0.00 100.00 100.00 0.00%

100.00 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 100.00 100.00 0.00%

0.00 0.00 250.00 250.00 500.00 500.00 0.00 0.00 250.00 250.00 0.00 0.00 56,000.00 66,000.00 57,000.00 67,000.00 17.54%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,200.00 2,420.00 0.00 0.00 0.00 0.00 2,200.00 2,420.00 10.00%

1,250.00 1,250.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1,250.00 1,250.00 0.00%

4,535.00 3,770.00 0.00 0.00 0.00 0.00 0.00 0.00 141,675.00 143,969.00 0.00 0.00 0.00 0.00 146,210.00 147,739.00 1.05%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5,000.00 5,000.00 0.00 0.00 0.00 0.00 5,000.00 5,000.00 0.00%

500.00 500.00 0.00 0.00 3,200.00 3,250.00 0.00 0.00 400.00 400.00 0.00 0.00 58,000.00 59,900.00 62,100.00 64,050.00 3.14%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 183,233.00 186,199.00 0.00 0.00 0.00 0.00 183,233.00 186,199.00 1.62%

0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 8,250.00 8,250.00 8,250.00 8,250.00 0.00%

2,500.00 4,000.00 1,000.00 1,000.00 0.00 0.00 0.00 0.00 0.00 0.00 61,779.00 62,397.00 0.00 0.00 65,279.00 67,397.00 3.24%

23,456.00 24,379.00 9,806.00 10,154.00 13,229.00 12,991.00 8,184.00 8,184.00 341,322.00 346,946.00 667,970.00 685,428.00 132,476.00 144,376.00 1,196,443.00 1,232,458.00 3.01%

480,763.00 496,517.00 493,728.00 549,708.00 731,334.00 748,341.00 456,186.00 464,442.00 475,743.00 512,984.00 1,380,870.00 1,430,626.00 275,784.00 274,808.00 4,294,408.00 4,477,426.00 4.26%

2014 2015 2016 % change 15-16 2014 2015 2016 % Change 15-16

16031.6413.1  Electric 105,000.00 110,250.00 98,538.00 -10.62% 902,006.00 1,097,902.00 1,095,759.00 -0.20%

16031.6413.2  Gas 21,000.00 21,800.00 35,479.00 62.75% 85,000.00 82,000.00 79,000.00 -3.66%

16031.6413.3  Water 5,500.00 5,100.00 5,154.00 1.06% 30,000.00 30,000.00 30,000.00 0.00%

16031.6413.4  Sewer 2,200.00 2,200.00 2,155.00 -2.05% 20,000.00 0.00 0.00 0.00%

16031.6413.6  Storm water 2,500.00 2,325.00 2,643.00 13.68% 15,000.00 15,000.00 15,000.00 0.00%

16010.6413.7  Telephone 4,675.00 3,585.00 2,685.00 -25.10% 4,800.00 300.00 300.00 0.00%

16010.6413.8  Cellphone 625.00 950.00 1,085.00 14.21% 1,300.00 1,500.00 1,500.00 0.00%

141,500.00 146,210.00 147,739.00 1.05% 42,056.00 17,000.00 17,000.00 0.00%

1,100,162.00 1,243,702.00 1,238,559.00 -0.41%

Utilities Breakdown Revenue

6416  Building Repair and Maint.

6418  Equipment Repair and Maint

6420  Facilities Charges

6815  Software

6599  Other Contracts 

6324  Medical Supplies

6327  Misc. Equipment

6407  Recycling

6412  Advertising

6413.1-.8  Utilities (see breakdown)

6315  Library Materials

6320.2  Printing

Supplies and Services

Personnel

6323  Safety Supplies

6101/6107  Salaries

6108  Part-time

6150  Fringes

6307  Food and Provisions 

6311  Painting Supplies

6206  Parking Permits 

6301  Supplies

6303  Memberships

6305  Awards and Recognition

6306 Janitorial

2015 Materials 

Management 

(16032)

2016 Materials 

Management 

(16032)

2015 Network 

Services 

(16033)

Account 

6308  Landscaping

% CHANGE2016 TOTAL2015 TOTAL

Subtotal - Supplies and Services

2016 Proposed Budget for Library Board Approval 

2016 Network 

Services 

(16033)

2015 

Administration 

(16010)

2016 

Administration 

(16010)

2015 Children's 

(16021)

2016 Children's 

(16021)

2015 Public 

Services 

(16023)

2016 Public 

Services (16023)

2015 

Community 

Partnerships 

(16024)

2016 

Community 

Partnerships 

(16024)

2015 Operations 

(16031)

2016 Operations 

(16031)

Total - Utilities

Total - Revenues

Total Library Expense

Subtotal - Personnel

16010.4232  Library Grants and Aids (County Reimbursement)

16010.4801  Charges for Service (Fines and Fees)

16010.5015  Rental of City Property

16010.5035  Other Reimbursements (Administration)

16021.5035  Community Foundation Grant (Children's Services)

16024.5035  Reader/Printer (Community Partnerships)

16031.5001  Fees and Commissions (Vending)

16033.5035  Internet Printing (Network Services)

6201  Training and Travel

6309.2  Tools

8/13/20159:22 AM P:\PRIVADM\Budget\2016\Final 2016\FINAL 2016 Budget Detail.xlsx
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CITY OF APPLETON  

POLICY 

 
TITLE: 

FMLA (Family Medical Leave Act) 
 
ISSUE DATE: 

(Day after Council) 

 
LAST UPDATE: 

February 25, 2003 

September 23, 2004 (pg. 5) 

August 30, 2006 (pg. 2) 

April 2008 (reference to Military 

Family Leave) 

October 2009 

August 2010 

October 2013 

August 2015 

 

 
SECTION: HR 
 
 

 
POLICY SOURCE: Human 

Resources Department 

AUDIENCE: All City Employees 
 
TOTAL PAGES: 10 

 
 
Reviewed by Attorney’s Office 

Legal Services  

Date: February 1999 

          May 2008 

July 2015 

 
Committee Approval Date:  

March 25, 1999 

 June 25, 2008 

 
Council Approval Date: 

April 7, 1999 

July 2, 2008 

 

I.  PURPOSE 
 

To outline the conditions that permit an employee to request time off for a period as prescribed 

by law with no loss of benefits or accumulated service if the employee returns to work.  This 

policy will also serve to document employee rights and responsibilities. 
 

II.  POLICY 
 

It is the policy of the City of Appleton to comply with all applicable State and Federal laws 

concerning military family leave, family, medical or caretaking leave. 
 

This policy applies only to leave designated under State or Federal law.  Leave designated 

under this policy may overlap or duplicate leave available under collective bargaining 

agreements or other personnel policies.  Sick leave, vacation and leave of absence provisions 

under any collective bargaining agreements remain in effect. 
 

Leave provided by the City which is taken for the same reasons as leave covered by the FMLA 

is not in addition to leave provided under the FMLA.  If leave qualifies for family or medical 

leave under either or both the Federal and State laws, the leave used counts against the 

employee’s entitlement under both State and Federal FMLA concurrently.  Leave covered by 

the FMLA will be deducted from the entitlement under the FMLA. 
 

Both State and Federal Family and Medical Leave entitlement will be counted based on a 

calendar year (January-December). 
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In order for employees to be eligible for leave under the Federal Family Medical Leave 

provisions, they must have been employed by the City for at least 12 months (whether 

consecutive or not) and must have worked for at least 1250 hours during the  12 month period 

immediately preceding the commencement of the requested leave. (Periods of employment 

preceding a 7-year break in service shall not count toward the 12 months.   

 

a. Any absence from work due to military service covered under the Uniformed 

Services Employment and Reemployment Rights Act (USERRA) must be 

counted toward the employee’s 12 month employment period when determining 

FLMA eligibility.   

b. Time spent on paid or unpaid leave does not count in determining the 1,250 

hour eligibility.  
 

In order for employees to be eligible for leave under the Wisconsin Family Medical Leave 

provisions, they must have been employed by the City for at least 52 consecutive weeks,  

and must have been paid for at least 1000 hours during the preceding 52-week period.  If 

an employee is maintained on the payroll for any part of the week, the week counts as a  

week of  employment.  
 

Wisconsin law allows employees: 
 

1.   Up to 6 weeks of family leave for the birth or adoption of a child.  This leave 

must commence within 16 weeks of the birth or adoption of a child. 

If nonconsecutive leave is taken, the last increment of the nonconsecutive 

leave must commence no later than 16 weeks after the birth or adoption 

date. 
 

2. Up to 2 weeks of family leave to care for a child, legal ward, spouse, domestic 

partner  or parent (including parent-in-laws and parents of a domestic partner) 

suffering from a serious health condition. 
 

3. Up to 2 weeks of medical leave for an employee to care for his/her own  

   serious health condition which renders him/her unable to perform the  

   essential functions of the job. 
 

Federal law allows employees a total of 12 weeks for: 
 

1. Family leave for the birth of an employee’s child or because of the   

   placement of a child with the employee for adoption or foster care. 
 

2. Family leave to care for a child, legal ward, spouse, parent, or covered 

servicemember suffering from a serious health condition. 
 

3. Medical leave for an employee to care for their own serious health   

   condition which renders them unable to perform the essential functions of  

   the job. 

 

4. Exigency leave due to a spouse, child or parent who is on active military duty, or 

has been notified of an impending call to active duty status in the National 

Guard or Reserves, in support of a contingency operation.  Also included are 
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servicemembers in the regular armed forces who are on active duty in a foreign 

country or are called to active duty in a foreign country.   

 

a.  Eligible employees may take leave to care for a military member’s parent 

who is incapable of self-care when the care is necessitated by the member’s 

covered active duty. 

 b.  The amount of time an eligible employee may take for Rest and Recuperation 

qualifying exigency leave is expanded to a maximum of 15 calendar days. 

 

Federal law also allows employees a total of 26 weeks of leave in a single 12-month period for: 

 

1. Caring for a spouse, son, daughter, parent or next of kin who is a covered 

servicemember/veteran recovering from a serious illness or injury sustained in 

the line of duty. 

 

a.  A covered veteran is defined as an individual who was discharged or released 

at any time during the five (5) year period prior to the first date the eligible 

employee takes FMLA to care for the covered veteran.  A dishonorable 

discharge disqualifies the veteran from coverage.  

 

III.   DISCUSSION 
 

This policy provides an introduction to the rights and provisions of the family and medical 

leave laws.  Specific questions an employee may have about this law should be directed to the 

City Human Resources Department. 
 

IV.  DEFINITIONS 
 

A.  FMLA: Family and Medical Leave Act  
 

B. Parent: The biological parent of the employee, or an individual who stands or  

  stood in loco parentis.  
 

C. Son/Daughter (Federal FMLA definition): A biological, adopted or foster child, a 

stepchild, a legal ward who is either under 18 years of age, or a child 18 years of age or 

older and incapable of self-care because of a physical or mental disability as defined by 

the Americans with Disabilities Act. (For the purposes of exigency and military leave a 

son/daughter is simply defined as a biological, adopted, foster child, or stepchild, 

without reference to age) 

 

D. Son/daughter (State FMLA definition):  A biological, adopted or foster child, a step 

child, or legal ward. 

 

E. In Loco Parentis:  An individual who stands in place of the parent, this may include 

day-to-day responsibilities to care for and/or financial support of a child.  A biological 

or legal relationship is not necessary. 

 

F. Domestic Partners:  (State FMLA definition) 

Registered same-sex domestic partners must meet the following requirements: 

a. Be at least 18 years old and competent to consent to the relationship 
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b. Not married or in a domestic partnership with anyone else 

c. Reside together 

d. Not related closer than second cousins 

e. Be members of the same-sex 

f. Have registered their domestic partnership with the Register of Deeds in the 

county in which they reside 

  Unregistered same or opposite sex domestic partners must meet the following 

requirements: 

a. Be at least 18 years old and competent to enter into a contract 

b. Not married or in a domestic partnership with anyone else 

c. Reside together 

d. Not related in a way that would prohibit marriage under Wisconsin law 

e. Consider themselves members of each other’s immediate family 

f. Agree to be responsible for each other’s living expenses 

 

G. Spouse: A husband or or wife or domestic partner.  as defined or recognized under 

Wisconsin law for purposes of marriage. 

G.  

H. Injured Servicemember:  A member of the Armed Forces, National Guard or 

Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise 

in outpatient status, or is otherwise on the temporary disability retired list for a serious 

injury or illness. 

 

I. Qualifying exigencies:  Include one or more of the following: 

a. Short notice deployment 

b. Military events and related activities 

c. Childcare and school activities 

d. Financial and legal arrangements 

e. Counseling 

f. Rest and recuperation 

g. Post-deployment activities and/or 

h. Such additional activities agreed to in advance by the Employer.   

 There are limits on the amount of leave available for a particular qualifying exigency and such 

limits may be less than 12 weeks.  

 

J. Next of Kin:  The nearest blood relative of the servicemember in the following order of 

priority:  Blood relatives who have been granted legal custody of the covered 

servicemember by court decree or statutory provisions, brothers and sisters, 

grandparents, aunts and uncles, and first cousins, unless the covered servicemember has 

specifically designated in writing another blood relative. 

 

K. Active Duty:  Under a call or order to active duty under a provision of law referred to 

in section 101(a)(13)(B) of Title 10, United States Code.  Section 101(a)(13)(B) of 

Title 10 cover a broad array of military assignments during a war or national 

emergency. 

 

L. Contingency Operation:  Any military operation or hostilities against an enemy of the 

United States or a broad array of military assignments during a war or national 

emergency, as designated by the U.S. Secretary of Defense. 
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M. Outpatient Status: The status of a member of the Armed Forces assigned to a military 

medical treatment facility as an outpatient or a unit established for the purpose of 

providing command and control of members of the Armed Forces receiving medical 

care as outpatients. 

 

N. Temporary Disability Retired List:  Members of the Armed Forces who are not fit for 

duty but that may become fit for duty at a later time are placed on this list.  This is not a 

permanent classification, rather the status of each person is reviewed periodically. 
 

O. Serious Health Condition: Under Wisconsin FMLA, a serious health condition is 

defined as a disabling physical or mental illness, injury or impairment involving: 
 

a. Inpatient care in hospital, nursing home or hospice; or 
 

b. Outpatient care with continuing treatment or supervision by a health care 

provider. 

 

Serious Health Condition: Under Federal FMLA, a serious health condition is defined 

as  physical or mental illness, injury or impairment that involves: 

 

a. Inpatient care in a hospital, hospice or residential medical care facility; or 

 

b. Continuing treatment by a health care provider which includes: 

 

i. A period of incapacity of more than three (3) full consecutive calendar 

days, and any subsequent treatment or period of incapacity that involves: 

(A) treatment two or more times by a health care provider the first 

visit within 7 days, second visit within 30 days of the first day of 

incapacity, unless extenuating circumstances exist. 

(B) treatment by a health care provider on at least one occasion 

within 7 days of the first day of incapacity that results in a 

regimen of continuing treatment (i.e., prescription medication or 

other treatment) which is under the supervision of a health care 

provider. 

 

ii. Incapacity due to pregnancy or prenatal care. 

 

iii. Incapacity or treatment for such incapacity due to chronic serious health 

condition.  A chronic serious health condition is one which requires 

periodic visits, continues over an extended period of time and may cause 

episodes of incapacity.  “Periodic” is defined as at least two (2) visits per 

year. 

 

iv. Incapacity which is permanent or long-term due to a condition for which 

treatment may not be effective.  The employee or family member must be 

under the continuing supervision of, but need not be receiving active 

treatment by, a health care provider.  

 

v. Any period of absence to receive multiple treatments (including any 
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period of recovery) by a health care provider either for restorative surgery 

after an accident or other injury, or for a condition that would likely 

result in a period of incapacity of more than three (3) consecutive days in 

the absence of medical intervention or treatment.  

 

P.  Serious Injury or Illness for a Covered Veteran:  An injury or illness that was 

incurred or aggravated by the member in the line of duty on active duty in the Armed 

Forces and manifested itself before or after the member became a veteran, and is: 

 

 a.  A continuation of a serious injury or illness that as incurred or aggravated when the 

covered veteran was a member of the Armed Forces and rendered the servicemember 

unable to perform the duties of the servicemember’s office, grade, rank or rating; OR 

 b.  A physical or mental condition for which a covered veteran has received a VA 

Service Related Disability Rating (VASRD) or 50 percent or greater and such VASRD 

rating is based, in whole or in part, on the condition precipitating the need for caregiver 

leave; OR 

 c.   A physical or mental condition that substantially impairs the veteran’s ability to 

secure or follow a substantially gainful occupation by reason of a disability or 

disabilities related to military service or would do so absent treatment; OR 

 d.   An injury, including a psychological injury, on the basis of which the covered 

veteran has been enrolled in the Department of Veterans Affairs Program of 

Comprehensive Assistance for Family Caregivers. 
 

V.  PROCEDURE 
 

A.  Employee’s Request: Employees requesting leave must complete FMLA forms and 

submit to the employee’s supervisor at least 30 days before the need. The supervisor 

must forward the written request to the department head and Human Resources 

Department.  If the 30-day notice is not possible, the employee will notify his/her 

supervisor as soon as reasonable and practical.  This should be interpreted to mean 

within one to two working days of the employee learning of the need for leave. 
 

In emergencies, if the leave request cannot be made by the employee in writing, the 

supervisor must fill out the leave request in writing and forward it to the department 

head and the Human Resources Department.   
 

Employees who take medical leave should make reasonable efforts to schedule planned 

medical treatments so as not to unduly disrupt business operations. 
 

Employees who return from an absence that they desire to be counted as FMLA must 

give notice within two days of returning to work.  If notice is not timely, the employee 

may not assert FMLA protection. 
 

Spouses employed by the City of Appleton are entitled to 12-week(s) each of leave, if 

the leave is taken: 
 

1. For the birth of a son or daughter or to care for the child after birth; 
 

2. For the placement of a son or daughter for adoption or foster care, or to care for 

the child after placement; or 
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3. To care for a parent with a serious health condition. 

 

4. For exigency leave of a spouse, child or parent who is on active military duty, or 

has been notified of an impending call to active duty status in the National 

Guard or Reserves, in support of a contingency operation. 

 

Spouses employed by the City of Appleton are entitled to 26-week(s) each of leave if 

the leave is taken for care for a covered servicemember recovering from a serious illness 

or injury sustained in the line of duty. 
 

B. Employer Designation: The City of Appleton will require completion of the FMLA 

forms when an employee misses more than three consecutive scheduled work days due 

to a qualifying FMLA event.  If the leave is determined eligible, it will automatically be 

counted against the employee’s FMLA entitlement.  
 

C. Medical Certifications: Prior to leave commencing, medical certifications will be 

required to support a claim for leave for an employee’s own serious health condition or 

to care for a seriously ill child, spouse, parent or military family leave.  All requests for 

family and medical leaves of absence due to illness must include sufficient medical 

certification from the physician stating: 
 

1.   The date on which the serious health condition began; 
 

2.   The probable duration of the condition and; 
 

3.   The appropriate medical facts that the health care provider knows about the 

condition. 
 

For the employee’s own medical leave, the certification must include a statement that 

the employee is unable to perform the functions of their position.  For leave to care for a 

seriously ill child, spouse, or parent, the certification must include an estimate of the 

amount of time that the employee is needed to provide care.  
 

The employee will be responsible for obtaining these certifications from the health care 

provider.  These forms are available from Human Resources and department 

Supervisors.  Forms must be completed and returned no later than 15 days of receipt.  If 

the employee does not obtain the certification from the health care provider within 15 

days, the leave will be treated as other available paid leave or unpaid leave.  

 

The City of Appleton Human Resources Department may directly contact the health 

care provider or other third-party to verify and clarify information contained in the 

certification.  Employees are responsible for signing or obtaining any authorization 

necessary to permit the health care provider or other third-party to provide the City of 

Appleton with the required information. 

 

Military Certifications: Prior to leave commencing, military certifications will be 

required to support a claim for leave.  Certifications shall be in the form of military 

orders or discharge documents and shall identify who the leave is for. 
 

D. Status while on Leave: During the leave the employee must update their supervisor at 

least every 30 days of his/her status with health care provider certification and the 
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intention to return to work. 
 

E. Second Opinion: The City may require a second opinion and periodic  

recertification.  If a first and second opinion differ, the City may require the binding 

opinion of a third health care provider, approved jointly by the City and the employee 

and paid for by the City.     
 

F. Workers Compensation: Workers’ compensation will automatically be counted 

against your Federal Family Medical Leave entitlement provided it meets the 

requirements.  
 

G. Intermittent Leave: Under the Wisconsin FMLA provision, intermittent leave may be 

taken as long as it does not unduly disrupt the department’s operations.  Departments 

must notify Human Resources before approving such a request. 
 

Under the Federal FMLA provision, intermittent leave may be taken for a birth or 

placement of a child for adoption, foster care or military family leave.   Employees may 

take leave intermittently or on a reduced leave schedule with prior approval by the 

Department Director and Human Resources.  When FMLA is taken to care for a sick 

family member or for an employee’s own serious health condition, leave may be taken 

intermittently or on a reduced leave schedule when medically necessary. 

 

H. Substitution:  Under the Wisconsin FMLA, employees have the ability to substitute 

leave.   
 

Under the Federal FMLA, the City of Appleton requires the leave to be charged against 

any leave available such as vacation, floating holidays, personal days or compensatory 

time in the order to be chosen by the employee.  Sick leave may be used only if the 

reason for the sick leave use qualifies under current City policy or collective bargaining 

agreements, whichever applies.  Leave can only be substituted up to the amount the 

employee has accrued and on the books. 
 

During the first 30 days of unpaid leave, an employee will continue to accrue all 

benefits provided by City policies and collective bargaining agreements.  Benefits other 

than health care coverage will cease to accrue beyond 30 days of unpaid leave.  

Employees substituting accrued paid leave for FMLA will continue to accrue benefits as 

provided by and consistent with City personnel policies and or applicable collective 

bargaining agreements. 
 

Leave beyond the FMLA entitlement must be approved in advance, and is subject to 

any collective bargaining agreements or policies and procedures.   
 

 

I. Proof of parentage or placement:  May be required prior to family leave being 

granted.  

  

J. Return to Work: Employees off on medical leave will be required to provide a “return 

to work” certification before they return to work indicating that the essential functions 

of the job can be performed.  This must be obtained from the health care provider. 
 

K. Approval:  Human Resources must approve or deny all requests. 
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L. Return from FMLA: Upon return from family or medical leave, an employee will be 

returned to the position he/she held immediately prior to the leave if the position is 

vacant.  If the position is not vacant, the employee will be placed in an equivalent 

employment position.  Job restoration upon returning from FMLA leave can be denied 

if: 
 

1. The employee would have been laid off had they not been on leave; 

 

2. The employee fraudulently obtained leave under the Acts; or 

 

3.   The employee fails to provide medical certification that they can return to work. 

 

If the employee extends his/her leave beyond the FMLA provisions and has had  

prior approval, job restoration and recall is subject to the terms of City personnel  

policies and or the applicable collective bargaining agreement.  
 

M. Group Health Coverage: Group health care coverage will continue for employees on 

leave as if they were still working.  If applicable, employees who are granted a leave 

under this policy are advised to arrange to pay their share of premiums during the 

absence.  If the leave is paid, premiums will continue to be paid through payroll 

deductions.  If the leave is unpaid, employees are responsible for making sure the City 

receives premium payments by the normal payroll dates.  If payments are not received 

within 30 days of the due date, coverage may be discontinued.  This includes other 

benefits such as life, dental, flexible spending accounts, etc. 
 

N. No Return to Work from FMLA: If an employee chooses not to return to work (i.e. 

return to work for 30 calendar days) after an approved leave, the City may recover from 

the employee the cost of any premiums made to maintain the employee’s health 

insurance, unless the failure to return is because of a serious health condition or reasons 

beyond the employee’s control.  Benefit entitlements based on length of service will be 

calculated as of the last paid workday before the start of the unpaid absence.  If the 

employee substitutes leave, the length of service will be calculated as of the last paid 

workday substituted. 
 

O. Any correspondence sent to the employee will be sent to their last known address filed 

with Human Resources.  Employees must notify Human Resources with any change of 

address. 

 

P.   Nursing Mothers:  Under the section 4207 of the Patient Protection and Affordable 

Care Act of 2010, employees are allowed unpaid reasonable break time to express breast 

milk.  Interested employees should contact their supervisor or Human Resources and a 

private location will be identified.  

 

VI. FALSIFICATION OF FORMS 

 

  An employee will be subject to disciplinary action up to and including discharge for falsifying 

any information required or requested as part of the application process, or receiving leave or 

benefits under the FMLA or this policy. 
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VII. EMPLOYER RESPONSIBILITES 

 

 Covered employers must inform employees requesting leave whether they are eligible under 

FMLA.  If they are, the notice must specify any additional information required as well as the 

employees’ rights and responsibilities.  If they are not eligible, the employer must provide a 

reason for the ineligibility.  

 

 Covered employers must inform employees if leave will be designated as FMLA-protected and 

the amount of leave counted against the employee’s leave entitlement.  If the employer 

determines that the leave is not FMLA-protected, the employer must notify the employee. 

 

VII. UNLAWFUL ACTS BY EMPLOYERS 

 

 FMLA makes it unlawful for any employer to : 

 Interfere with, restrain, or deny the exercise of any right provided under FMLA; 

 Discharge or discriminate against any person for opposing any practice made unlawful 

by FMLA or for involvement in any proceeding under or relating to FMLA. 
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I.  PURPOSE 

 

The purpose of this policy is to establish guidelines and assign responsibilities for the media 

relations function of the City of Appleton.   

 

II.  POLICY 

 

To provide timely and accurate information to the media when requesting information concerning 

business, in accordance with applicable laws, regulations and City policies.  adhering to prescribed 

guidelines and procedures for releasing information.   

 

To provide continual internal communications to assure the alderpersons, Mayor’s office and City 

department spokespersons are appraised of events that will be in the media (prior to release, if 

possible).  Note: Fire, Library, Police and Valley Transit matters will be handled by their 

respective media personnel.  Violations of this policy are subject to discipline, up to and including 

termination. 

 

III.   DEFINITIONS 

 

1) Citywide Communications Specialist Media Relations Coordinator (central contact person): 

City employee who facilitates or documents discussions with the media about City business and 

activities issues or functions. He/She would also coordinate media contacts regarding citywide 

business issues and unpublicized City plans. For the purpose of this policy, the citywide 

Communications Specialist will be referred to as the Communications Specialist.  The Mayor 

will designate this Coordinator.   

 

2) Authorized Department Spokesperson: An employee in a specific department who would serve 
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as the key media relations contact for that department.  This spokesperson would be available to 

field media inquiries and discuss information about his/her department.  In addition, this 

spokesperson would work with the Communications Specialist Citywide Media Relations 

Coordinator to inform the Communications Specialist Coordinator of media contacts (and what 

information was shared) or to assist the Communications Specialist Citywide Media Relations 

Coordinator in disseminating information to internal employees and the public. (See 

Attachment 1.) 

 

3) City Employee: For purpose of this policy, “employee” includes all employees and volunteers 

who work for the City, except for alderpersons. 

 

4) Routine information: Information about the City, its services or its personnel that is provided 

to the media on an ongoing basis, including such information as staff announcements, general 

events, current happenings, status of Citywide projects or general community and Common 

Council business.   

 

5) Substantial, non-routine information: Information about the City, its services or its personnel 

that is not considered normal or routine maintenance news.  Examples of substantial, non-

routine information may include a bomb threat at a municipal building or a water main break 

in the City.  

 

6) Unpublicized City information: Any information concerning tentative major programs or 

plans, unfinalized, unfinanced or uncoordinated with other department heads that has not been 

presented in a public meeting.  This information should only be released by the Mayor or 

Citywide Media Relations Coordinator, unless with prior approval by the Mayor.   

 

IV.   RESPONSIBILITIES 

 

A. Communications Specialist Citywide Media Relations Coordinator will be the primary liaison 

with the media. The Communication Specialist Coordinator will: 

1) Assist media representatives in covering newsworthy activities of the City. 

2) Review and disseminate press releases that involve multiple departments or unpublicized 

City plans (see definition above). 

3) Prepare and distribute press releases on citywide issues. 

4) Forward the appropriate City department spokesperson’s name to the media for 

information on a specific department. 

5) Collect articles/recordings, which result from media contacts. 

6) Maintain a current list of all media contact information and share this information with 

department spokespersons when requested. 

7) Facilitate media training with department spokespersons. 

8) Keep alderpersons and department spokespersons appraised of current City issues.  

9) Arrange for/Assist at news conferences. 

10) Serve as the main a point of contact for media during a citywide crisis situation (unless 
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otherwise noted in City Emergency Operations Plan). 

11) Maintain ongoing professional relationships with media contacts. 

 

B. Authorized Department Spokesperson 

1) Share substantial, non-routine press releases (or those that affect multiple departments) 

with the Communications Specialist Media Relations Coordinator prior to release, if 

feasible.  If in doubt of the impact of the press release or its content, seek input from your 

Department Director or the Communications Specialist Media Relations Coordinator. 

2) Promptly respond to media to answer any questions or gather information for them. 

3) For issues that impact more than your department, refer the media to the Communications 

Specialist Media Relations Coordinator. 

4) Keep your department employees informed of citywide issues that appear in the news. 

5) Participate in training for all department spokespersons. 

 

C. Employee/Volunteer 

As a general rule, employees are discouraged from releasing information over the telephone.  

However, to maintain a good working relationship with the media, sometimes you may need to 

release limited information via telephone to the media.  When doing so, you should follow 

these guidelines: 

1) When contacted, immediately obtain the caller’s name, news organization and timeliness 

of his/her request. 

2) If contacted by the media regarding issues about the City or your department, politely 

decline making comments and refer all questions to the Communications Specialist Media 

Relations Coordinator or your department spokesperson.    

3) If contacted by the media regarding your personal opinions, answer the media’s questions 

(if you wish), but make it clear that these comments are your personal opinions and not 

made on behalf of the City or because of your role as a City employee. 

4) Inform the Communications Specialist Media Relations Coordinator or your department 

spokesperson prior to distributing any press releases.  Give them a copy of the press release 

for review and/or approval before release, if time permits in case they receive any 

questions. 

5) Assist Communications Specialist Media Relations Coordinator or department 

spokesperson in compiling information for the media.  Forward this information to the 

Communications Specialist Media Relations Coordinator when requested. 

6) Alert Communications Specialist Media Relations Coordinator of any unusual media 

contacts or incorrect published information about the City as soon as possible (so the error 

can be corrected). 

 

 

This policy applies to all City employees and volunteers.  For questions on this policy,  

please contact the City of Appleton Human Resources Department or the Legal Services City Attorney’s 

office. 
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City of Appleton Media Relations Departmental Contacts (3/15) 
 

 

Citywide Communications Specialist Media Relations Coordinator:  Chad Doran (832-5814/Cell: 419-0292) 

 

Departmental Spokespersons: 

 

 Community Development   Karen Harkness, Department Director (832-6408) 

 Facilities /Parks & Rec  Dean Gazza, Department Director (832-5572) 

 Finance      Tony Saucerman, Department Director (832-6440) 

 Fire      Len VanderWyst, Fire Chief (832-1703) 

 Health      Kurt Eggebrecht, Department Director (832-6433) 

 Human Resources     Melody Lewis, Staff Dev./Training (832-3941) 

 Legal Services (Attorney)  Jim Walsh, City Attorney (832-6423) 

 Library      Tina Babler, Library Assistant Marketing (832-1695)  

 Mayor         1)   Mayor Hanna (832-6400) 

2) Nancy Kohlman (832-6400) 

 Police    Dave Lund, Public Information Officer (832-5509) 

 Public Works        1)   Paula Vandehey, Dept. Director (832-6474)  

2) DPW—Ross Buetow, Deputy Director (832-6474) 

3) MSB—Nate Loper, Deputy Director (832-5804) 

 Information Technology Services Dean Fox, Department Director (832-5892) 

 Utilities      Chris Shaw, Department Director (832-2362) 

 Valley Transit   Nicole Voelzke, VT Communications Specialist Marketing Coordinator (832-

2293) 

Attachment 1 



225 N. Oneida Street

Appleton WI, 54911City of Appleton

Meeting Minutes

Library Board

12:00 PM 225 N. Oneida StreetMonday, July 27, 2015

Personnel Committee Meeting

Call meeting to order1.

Chairperson Bergman called the meeting to order at 12:00 pm.

Roll call of membership2.

Others Present:  Colleen Rortvedt

Truesdale-Witek, Bergman and BergenPresent: 3 - 

Action Items3.

Closed session

Truesdale - Witek moved, seconded by Bergen to meet in closed session 

pursuant to Wisconsn statute 19.85(f)(c) to discuss personnel matters and then 

resume meeting in open session.  Voice Vote. Motion Carried.  (3-0)  Roll call 

was taken.

The Committee went into closed session at 12:01 pm.

Truesdale - Witek moved, seconded by Bergen to resume meeting in open 

session pursuant to Wisconsn statute 19.85(f)(c) .  Voice Vote. Motion Carried.   

(3-0)  Roll call was taken.

The Committee resumed meeting in open session at 1:12 pm.

A. 15-1179 Library Director's mid-year performance review

Bergen moved, seconded by Truesdale-Witek, that the Library Director's 

mid-year performance evaluation conducted today (7/27/2015) be approved. 

Voice Vote. Motion Carried.  (3-0)

Adjournment4.

Bergen moved. seconded by Truesdale-Witek that the meeting be adjourned. 

Voice Vote.  Motion Carried.  (3-0)

The meeting was adjourned at 1:15 pm.
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