
































BUSINESS OF THE VILLAGE OF GERMANTOWN
GENERAL GOVERNMENT & FINANCE COMMITTEE

MEETING DATE: June 18, 2018 GGF
July 2, 2018, Village Board

PLACEMENT New Business
ITEM TITLE: Auditing Services Agreement Extension
SUBMITTED BY: Kim Rath, Finance Director

SUMMARY EXPLANATION:

The 2017 audit completes the current agreement the Village has with Baker Tilly
Virchow Krause. The agreement covered 2014 through 2017 Village-wide and Utilities
audit and financial report assistance. Current policy allows for an additional two-year
extension. Finance is asking the committee and board to consider a three-year
extension to Baker Tilly, covering 2018 — 2020.

Factors:

Possibility of the retirement of Finance Director within the next two years, before 2021.
TIF No. 4 pending closure in 2019

Water Rate increase study late 2018 - early 2019

Water Impact Fee Update — new utility extensions in TID 7 & 8

Creations of TIF #'s 7 & 8, and the growth that may come with them

Possible Construction of a new well and tower

Baker Tilly has been the auditing firm of the Village for more than 25 years. An RFP for
auditing services is normally done every four years, Baker Tilly has been awarded the
contract for all of these. With the large amount of activity taking place in the next couple
of years having the continuity, history and expertise of Baker Tilly, especially to new
Finance Department personnel would be extremely helpful.

Included is a three-year proposal from Baker Tilly. Auditing year 2018 is the same cost
as 2017, 2019 and 2020 have a minimal increase of $800.00 each.

ATTACHMENT: ORDINANCE RESOLUTION _ OTHER _

RECOMMENDATION:

ACTION BY Committee 3/0 Approval




















































GENERAL GOVERNMENT & FINANCE COMMITTEE

GERMANTOWN, WI
MEETING DATE: June 18, 2018
AGENDA ITEM: New Business
ITEM TITLE: Senior Center Van Purchase — Review & Recommendation
SUBMITTED BY: Mark Schroeder, Park & Recreation Director

SUMMARY EXPLANATION:

Monies were included in the 2018 CIP Budget to replace the 2007 Dodge Grand Caravan
passenger van. This van is used on a year-round basis for the Senior Transportation Program.
Volunteer drivers transport Seniors from their home to various destinations around the area,
with Seniors paying a nominal fee for rides within the 20-mile service radius.

When preparing the 2018 budget, staff and the Senior Advisory Committee (SAC) were
recommending a Para Transit 8-passenger van with a budget of $55,000 ($26,000 borrowed and
$29,000 from the Senior Van Replacement Fund). Following further research and discussion with
the SAC, a decision was made to instead go with another passenger van.

On May 8%, staff sent a Request for Bid Proposals to three companies; A & J Mobility, Mobility
Works, and Atlas Bus for a 2018 Dodge Grand Caravan BraunAbility Entervan XT ADA Conversion.
Bid proposals were due May 30™ with proposals received from A & J Mobility $43,000 and
Mobility Works $43,045.

Attached is information on the 2018 Dodge Grand Caravan BraunAbility Van with side-entry and
including power ramp, door and kneeling.

ATTACHMENT: ORDINANCE RESOLUTION OTHER_X

RECOMMENDATION:

Staff is recommending to the General Government & Finance Committee to send forth a positive
recommendation to the Village Board to approve the purchase of a 2018 Dodge Grand Caravan
BraunAbility Entervan XT ADA Conversion from A & J Mobility in the amount of $43,000. Monies
to come from the 2018 CIP Budget Account #40-554-570-8520 which includes monies from the
Senior Van Replacement Fund. The current balance in the Senior Van Replacement Fund is
$30,279.















































































































































































Photos of proposed use operating elsewhere:

Here are a few pictures of the coop that we plan to assemble with our sons. As a reminder, we will be painting the coop to match

our primary residence:




The following two photos show examples of the coop and the runs; various styles and configurations are possible.




This picture shows our house and lot shortly after construction, before the lawn has been installed. North is to the right.

e Ourlot boundary is shown in red lines; note that the lot extends to the upper-right (northwest) off the end of the picture.
e Thelawn/grass outline is drawn in blue. The area outside of the blue line is prairie grass.

e The orange circle represents where we are thinking of placing the chicken coop.




BUSINESS OF THE VILLAGE BOARD
GERMANTOWN, WI

MEETING DATE: July 2, 2018
AGENDA ITEM: New Business (CERTIFIED SURVEY MAPS)

ITEM TITLE: J.W. Speaker Corporation, Agent for Phylmack LLC and Speaker
Corporation LLC, Property Owners; 144-acres on Freistadt Road east
of Goldendale Road; two (2) Certified Survey Maps (Lot Combination)

SUBMITTED BY: Jeffrey W. Retzlaff, Director, Community Development Department

SUMMARY EXPLANATION:

The J.W. Speaker Corporation is requesting approval of two (2) Certified Survey Maps
(CSM) to combine parcels that comprise the J.W. Speaker Corporation Planned
Development District.

ATTACHMENTS:
. 6/25/18 Staff Report
. 6/25/18 Plan Commission Meeting Minutes

. Draft CSM’s (2)

PLAN COMMISSION RECOMMENDATIONS:

APPROVE the proposed two (2) Certified Survey Maps (CSM) to combine parcels for the
Speaker campus subject to (2) conditions:

1. The CSM’s shall be revised to contain and/or refer to appropriate cross-access
and storm water management easements to be recorded prior to or concurrent
with recording the CSM’s.

2. The CSM'’s shall be revised to show the parking, building and other setbacks
specifically created for the Speaker PDD.1-lot Certified Survey Map (CSM) as
proposed.



SITE PLAN, SIGN REVIEW &

CERTIFIED SURVEY MAP (CSM) APPLICATION
6/25/18 Plan Commission Meeting

Kubala Washatko Architects / J.W. Speaker Corp.

Village Planner Report Germantown, Wisconsin

Summary

Paul Rushing, Kubala Washatko Architects, agent for the J.W. Speaker Corporation,
is requesting approval of site development and building plans for a 56,890 sqft
office/assembly facility located on a 54.8-acre parcel within the 144-acre Speaker
Corporation campus on Freistadt Road, and, two (2) Certified Survey Maps (CSM) to
combine parcels.

Location: East of Goldendale Road, north of the Neuland Subdivision and
south of the Wisconsin & Southern (WSOR) Railroad
Agent/
Property Owner: Paul Rushing Jamie Speaker, Co-President
TKWA Architects J.W. Speaker Corporation
W61 N617 Mequon Ave  N120 W19434 Freistadt Road
Cedarburg, WI Germantown, WI
Current Zoning: M-1: Limited Industrial/PDD (J.W. Speaker Corporation PDD)
Adjacent Land Uses Zoning
North | Agricultural/Residential A-1/Rs-1
South | Agricultural/Institutional A-1/l
East | Industrial M-1
West | Agricultural A-1
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Background

On October 9, the Village Board Plan approved the creation of the J.W. Speaker
Corporation Planned Development District (PDD) for purposes of guiding all
development within the 144-acre Speaker Corporation campus. The General
Development Plan (GDP) that was adopted for the PDD (copy attached) established the
general size, location, and phasing of Speaker Corporation buildings proposed within
the PDD, including the location of a new east-west driveway through the Speaker
campus, location of the Surface Mount Technology (SMT) facility, Design Center,
corporate retreat center, existing manufacturing facility, storm water management
facility and perimeter landscaping and buffering all within the PDD. The Village also
created a new Tax Incremental Financing District (TID#7) for purposes of extending
sewer and water utilities along Goldendale Road to serve development within the PDD.
Currently, the Village is in the process of bidding out contracts for construction of the
sewer and water utilities expected to commence later this summer.

Proposal: Site Development & Building Plans

At this time, the Speaker Corporation has submitted detailed site development and
building plans for review and approval of the following Phase 1 site and facility
improvements, including the SMT facility, storm water management and landscaping as
shown in the current GDP (recently revised to include an additional 3.0 acres of land at
the end of Dalebrook Drive and relocate the Design Center south of the driveway):

Phase 1: Site Improvements

e Construct 30’ wide east-west access driveway from Goldendale Road to the existing
Speaker facility parking lot (partial re-configuration required to tie into existing
parking lot);

¢ Install water & sanitary sewer facilities from Goldendale Road to the existing
Speaker facility;

e Construct two (2) parking areas along east-west driveway with a total of 203 parking
stalls to serve the SMT and future Design Center facilities;

e Construct/install two (2) storm water management basins w/ bioretention ponds and
associated swales and on-site storm sewer sized to accommodate run-off from the
proposed driveway, parking areas and SMT facility, as well as, the future Design
Center and Phase 4 development (northwest area of the campus);

e Install perimeter and internal landscaping & earthen berms for visual buffering along
east-west driveway and between the Neuland residential subdivision to the west.

Phase 1: Building Improvements (Surface Mount Technology Building)
e 56,890 sqft one-story (w/ an additional 10,385 sqft for future
assembly/production and shipping/receiving expansion)
o 14,890 sqft office
0 34,000 sqft production/assembly
o 8,000 sqft shipping/receiving
e Painted pre-cast concrete wall panels and “fin” columns (23’ and 30’ max wall
height); west elevation has a pre-finished corrugated metal siding expansion
wall
e aluminum storefront windows w/ sun louver accent features above
e 2 elevated loading docks & 2 overhead door docks
¢ Roof-mounted mechanicals w/ pre-finished corrugated metal roof screen wall
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Current electronic circuit board assembly operations, including office, storage and
shipping functions, will be relocated from the existing manufacturing facility into the SMT
facility upon completion. Hours of operation in the SMT facility are expected to be the
same 11:00pm Sunday through 11:00pm Friday in three shifts. The number of
employees is expected to start at 46 with an increase to 119 employees (spread over
the three shifts) over a 5-year time period. The primary “SMT” process involves the
assembly of electronic circuit boards by an automated process of mounting transistors
and diodes to printed circuit boards that are eventually installed in various finished
products elsewhere. The process does not produce external noise, smoke, dust,
vibration or other by-products. [For more information about the SMT process visit:
http://www.radio-electronics.com/info/data/smt/what-is-surface-mount-technology-

tutorial.php ].

Access & Parking. Access to the SMT facility will be provided by the new east-west
driveway being constructed from Goldendale Road to a connection into the existing
parking area south of the existing manufacturing facility. Employees, visitors and
deliveries destined to/from the SMT facility will have access to both Goldendale Road
and Freistadt Road. A total of 203 parking stalls will be constructed (98 stalls
recommended under the Village's guidelines) to serve both the SMT and future Design
Center facilities.

Storm Water Management. A total of 206,480 sqft of impervious surfaces are proposed
as part of the SMT development or 8.6% of the total 54.8-acre parcel site leaving 91.4%
in open/green space and storm water basins. The SMT facility, Design Center and east-
west driveway will be served by two (2) storm water basins. One basin is located west
of the SMT facility (east of the Neuland subdivision) and the second basin locate east of
the SMT facility between the SMT and Design Center buildings. On-site storm sewer
and swales will be used to divert run-off into the two basins.

Landscaping & Buffering. A signicant amount of landscaping is proposed in and around
the entire Phase 1 development area that includes the SMT facility, east-west driveway,
parking areas, storm water basins and perimeter areas adjacent to the Neuland
residential subdivision.

The earthen berms that are proposed are different in shape and number than what was
originally envisioned under the GDP, but the overall impact in terms of visual buffering
and naturally-appearing plantings and other landscaping features. Rather than install a
series of smaller, unnatural looking “moguls”, larger berms are to be installed along both
sides of the east-west driveway and closer to the perimeter of the property adjacent to
the Neuland residential area where the view from those residential lots not already
obscured by the existing wooded area would be most affected (i.e. buffered).

The creation of a glacial moraine type feature using 1’-3’ diameter boulders found on-
site running through the site near the Goldendale Road driveway entrance and
pollinator prairie habitats throughout the site and around the SMT facility will result in a
more natural appearing and environmentally compatible landscape.

Overall, the plantings consist of deciduous shade and ornamental trees, evergreen
trees and evergreen shrubs, woodland and prairie perennial plantings and grasses. A
total of 393 trees are proposed to be planted; 173 deciduous and 220 evergreen trees
(see Sheet C1.10).
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The impact of the berms and landscaping on the view from vantage points south of the
east-west driveway are presented in Sheet C1.12.

Lighting. Exterior lighting of the site and SMT building will include:

= (23) 55W LED 4000K “neutral white” fixtures mounted on a 14’9” pole and 3’
base (17°9” height) along the entire length of driveway;

= (8) 44W LED 4000K “neutral white” cut-off fixtures mounted on a 20’ pole and 3’
base (23’ fixture height) within the parking areas;

= (4)53W LED 4’ high column fixture mounted on an 8’ tall pole located at the
pedestrian crossing on the driveway between the SMT facility and north parking
area.

Signage. A monument sign like that which is installed at the Freistadt Road driveway
entrance will be installed at the Goldendale Road driveway entrance. The sign is
comprised of a4’ x 17’ (68 sqft per side; 136 sqft total) double-sided aluminum sign box
w/ 3-D lettering/logo mounted on an 8’ high (11’ total height above ground elevation)
corrugated concrete base w/ 4” address coordinates and LED ground-mounted external
lighting.

Proposal: Certified Survey Maps

In addition, Phase 1 development approvals include re-platting property lines for the
Speaker Campus. As discussed during the process of creating the J.W. Speaker PDD,
the three parcels that comprise the overall PDD area, including the Mayer/Neu and
Roskopf parcels that were acquired by the Speaker Corporation are proposed to be
combined and re-platted into two (2) parcels using two Certified Survey Maps (CSM’s).

CSM No. 1 combines the existing “original” 57.2-acre Speaker parcel with the 47.4-acre
“Roskopf” parcel and recently acquire 1.8-acre parcel at the end of Dalebrook Drive for
a total parcel size of 106.4 acres. CSM No. 2 includes the 39.3 acre Mayer/Neu parcel
acquired last year and creates a separate, unbuildable 5.1-acre outlot north of the
WSOR railroad.

Staff Comments

Planning & Zoning

The detailed site development and building plans are consistent with the adopted GDP
for the Speaker PDD (dated May 8, 2018). Although the number, size and shape of the
landscaped berms are different, staff agrees that the visual effect created by the berms
shown in the site plans are likely to be equal or more effective in terms of visually
buffering the view of the driveway and expected vehicle traffic.

The Speaker property contains a 75’ wide ANR pipeline easement running north-south
across the property east of the future Design Center location (see proposed CSM No. 1
and Sheet C1.1). Although site planning has been coordinated with TransCanada, the
agency responsible for operation and maintenance of the ANR Pipeline, the Speaker
should be responsible for providing a final approval letter or other documentation from
TransCanada approving the site development plan prior to issuance of a building
permit.
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Staff is concerned with the Type “A” and Type “B” light fixtures proposed for the
driveway and pedestrian crossing. From the details provided, it appears that fixture “A”
includes a reflective panel fastened at a 30 degree angle upon which LED-lighting is
projected and, in turn, reflected outward toward the road. The Type “B” fixture appears
to be a sort of light stick on the end of an 8’ tall pole. Neither of these fixture types
appears to conform to the Village’s guidelines for using cut-off type fixtures to eliminate
glare view of the light source. Arguably, the Type “A” fixture might be able to meet this
standard given that the LED light source is contained within the pole and the light
projected upward, but the glare of the light cast upon the reflective panel is brightest on
the panel itself, and, given that the panel is on a 30 degree tilted plane and located on
the north side of the driveway, the brightly lit panel will likely be visible to the south
where the viewer will see the light before it is reflected down to the ground (vs. only
seeing the lit surface from a distance). Similarly, while the Type “B” fixture also has the
LED source imbedded inside the pole, it doesn’t really appear to be any different than
attaching a light bulb on the end of a stick and mounting it 8 above the ground.

Ordinarily, the LED fixtures we approve are mounted so that the LED’s are parallel to
the ground (not tilted) with back and/or side shields when necessary to reduce direct
visibility of the LED’s from any locations not needing to be lit or not wanting to see the
light source. Cut-off type fixtures tend to cast the light down with only the surface being
lit visible from a distance and not the light source itself.

Without any further evidence to the contrary regarding the operation of the Type “A” and
Type “B” fixtures, Staff recommends that these fixtures be replaced with an actual cut-
off fixture type that hides the light source to reduce the impact on its visibility while
casting light directly and only onto the feature or areas needing to be made visible by
the light.

Because of the relative location of the existing and proposed buildings across the
Speaker campus and the east-west driveway that is intended to serve the development,
cross-access easements and storm water management easements need to be created
and recorded (and ideally shown on the CSM’s) to facilitate the legal and free crossing
of traffic, storm water, etc. from one parcel to the next across the Speaker campus.
Also, the various building, parking and other setbacks specifically created for the
Speaker PDD need to be shown on the CSM’s.

Inspection Services

Inspection Services has indicated that the submission of state-approved plans will be
required prior to issuing a building permit along with the required $20,000 occupancy
bond.

Engineering
The Village Engineer and Public Works Department staff have identified several

technical issues and plan corrections (see May 24, 2018 Village Engineer memo)
pertaining to the driveway, sewer & water utility plans, storm water management,
erosion control, etc. that will need to be addressed prior to issuance of a building permit.
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VILLAGE PLANNER RECOMMENDATION:
Site Development & Building Plans

APPROVE the site development and building plans for a 56,890 sqft office/assembly
facility located within the 144-acre Speaker Corporation PDD, and, the Goldendale
Road driveway monument sign subject to the following conditions:

1.

This approval is subject to all the conditions and requirements set forth herein
and adopted by the Plan Commission. Approval is granted for the architectural
and engineering plans dated May 18 and May 21, 2018, and the landscaping
and lighting plans dated May 21 and June 19, 2018, unless superseded by
subsequent plan sheets approved by the Village Planner or Engineer pursuant
to revisions required herein and/or by the Plan Commission.

All landscaping, screening, grading, and paving improvements shown on the
approved site plans shall be installed as proposed prior to issuance of an
occupancy permit unless a cash bond or letter of credit in an amount equal to
120 percent of the estimated installation and material costs reviewed and
approved by the Village is submitted to the Village as necessary to ensure that
installation of the proposed features and improvements will be completed within
one (1) year after issuance of the occupancy permit.

. The following items shall be provided as required by the Village Fire Department:

(a) State approved fire sprinkler and fire alarm systems are required; and (b)
Locations of all water distribution system and hydrants shall be determined in
cooperation with the Germantown Fire Department and utility standards.

All exterior doors (except primary entrance) shall be clearly marked with
reflective 5” or larger letters/numbers to aid emergency personnel access as
required by the Police Department.

The Type “A” and Type “B” exterior light fixtures shall be replaced with a cut-off
fixture that hides the light source to reduce the impact of its visibility while
casting light directly and only onto the feature or areas needing to be made
visible by the light. Detail specifications for said cut-off fixtures shall be
submitted to the Village Plan Commission for review and approval prior to
issuance of a building/electrical permit for installation of the street and parking
lot lighting.

The Speaker Corp shall be responsible for providing a final approval letter or
other documentation from TransCanada approving the site development plan
as it affects the pipeline easement prior to issuance of a building permit.

All technical issues and plan corrections identified by the Village Engineer and
Public Works Department staff (see May 24, 2018 Village Engineer memo)
shall be addressed and reflected in revised plans and/or supplemental
information reviewed and approved by Village staff prior to issuance of a
building permit (excluding “early start” site clearing and footing/foundation work
approved by the Village and/or WI DSPS).

State approved plans and a $20,000 occupancy bond are required by the Building
Inspection Department as part of the building permit application.

















































VILLAGE OF GERMANTOWN
WASHINGTON COUNTY

RESOLUTION NO. 40-2018

EMPLOYEE POLICY AND PROCEDURE MANUAL -
AMENDMENT TO PROHIBITED HARASSMENT

WHEREAS, the Village of Germantown currently has an Employee Policy and
Procedure Manual; and,

WHEREAS, the Village should have a more detailed policy document in regards
to Prohibited Harassment; and,

WHEREAS, a new policy document has been created and reviewed by staff;
and,

NOW, THEREFORE BE IT RESOLVED, that the Village Board of the Village of
Germantown, does hereby adopt the Attached Prohibited Harassment Policy as an
amendment to the current Employee Policy and Procedure Manual.

Introduced by:

Adopted:

Vote: Ayes: __ Nays: ___

Dean M. Wolter, Village President
ATTEST:

Deanna L. Boldrey, WCMC/CMC
Village Clerk



SEXUAL AND OTHER UNLAWFUL HARASSMENT,
DISCRIMINATION, AND RETALITION POLICY

PURPOSE

A fundamental policy of the Village of Germantown is that the work place is for performing high
quality work and to serve the interests of the Village and the public. All employees, officeholders,
interns, volunteers, and paid on call staff must provide a workplace free from unnecessary tensions
and where employees and other persons as described herein behave courteously and professionally
at all times. In particular, an atmosphere of tension created by conduct not related to work—
including animosity caused by ethnic, racial, sexual, or religious remarks, unwelcome sexual
advances, requests for sexual favors, or similar harassing or discriminating conduct—does not
belong in the workplace.

The Village Board is committed to providing a professional work environment free from unlawful
and unwelcome harassment, discrimination, or retaliation. This means that the Village will not
tolerate any form of unlawful harassment, discrimination, or retaliation. This includes
inappropriate conduct directed at an employee or applicant for employment because of his or her
sex (including sexual orientation, gender identity, transgender status, and pregnancy), race, color,
national origin, age, disability/handicap, religion, creed, genetic information or history, marital
status, participation in the military reserve and veteran status, arrest and conviction record, use or
nonuse of lawful products off the employer’s premises during nonworking hours, or declining to
attend a meeting or to participate in any communication about religious matters or political
matters, or any other legally protected characteristic.

The purpose of this policy is to provide procedures for preventing, reporting, investigating and
resolving complaints of unlawful harassment, discrimination and retaliation. The Village
condemns and will not tolerate, condone or allow unlawful harassment, discrimination or
retaliation by any employee, elected or appointed officeholder, or non-employees who conduct
business with the Village. The Village considers harassment, discrimination and retaliation of
others for any reason based on one’s protected status to be forms of serious misconduct worthy of
discipline up to and including termination or removal, and other prompt and appropriate remedial
response designed to end the prohibited behavior. The Village will take direct and immediate
action to prevent such behavior and to remedy confirmed instances of unlawful harassment,
discrimination and retaliation. Repeated violations, even if perceived as minor, will also result in
significant levels of response. To fulfill this policy, the Village wants employees, applicants for
employment and others to report this behavior and to cooperate in the Village’s efforts to eradicate
this behavior from the workplace.

This policy governs the Village’s expectations involving unlawful harassment, discrimination or
retaliation based on a protected status. For example, an employee may be dissatisfied with the
decisions of supervisors regarding evaluations, compensation, discipline or other management
decisions, such conduct that is unrelated to one’s protected status is not governed by this Policy.
Nonetheless, the Village believes that an unprofessional work environment for any reason is
disruptive to the workplace and should not be tolerated. While this policy governs unlawful
harassment, discrimination, and retaliation, the Village also cares about the interests of employees



in other circumstances where an unprofessional environment exists, and in those circumstances,
Employees are expected to raise those concerns directly to the employee’s supervisor and work
through the chain of command.

Individuals protected under this policy include all employees and applicants. Any unwelcome
conduct that originates from a non-employee (e.g., elected and appointed officeholders, contractors
or visitors) will be investigated in accordance with this policy under the authority of the Village
Board issued through this Policy that has been approved by the Board.

UNDERSTANDING UNLAWFUL HARASSMENT, INCLUDING SEXUAL
HARASSMENT, DISCRIMINATION, AND RETALIATION

Discrimination

Discrimination means treatment of a person in an illegal unjust or prejudicial manner based on
protected status under the law where no reasonable distinction can be found between those favored
and those not favored. For example, discrimination is any policy or action taken related to
recruiting, hiring, promotion, pay or training that results in an unfair disadvantage to either an
individual or group of individuals who are considered part of a protected class.

Retaliation

Retaliation means to discriminate, harass, take tangible employment action against an employee,
or otherwise punish or take adverse action against an employee because the employee filed a
charge of discrimination, because they complained to the Village about harassment or
discrimination on the job, or because the employee participated in an employment harassment or
discrimination proceeding (such as an investigation or lawsuit).

Prohibited Harassment, including Sexual Harassment.

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other
verbal or physical conduct of a sexual nature when:

e Submission to such conduct is made, either explicitly or implicitly, a term or condition of
employment; or

e Submission to or rejection of such conduct by an employee is used as the basis for
employment decisions affecting the employee; or

e Such conduct has the purpose or effect of unreasonably interfering with an employee’s
performance or creates an intimidating, hostile or offensive working environment.

Verbal sexual harassment includes, but is not limited to, sexual innuendos, degrading or suggestive
comments, repeated pressure for dates, jokes of a sexual nature, unwelcome sexual flirtations,
degrading words used to describe an individual, obscene or graphic descriptions of an individual’s
body, or threats that job, wages, assignments, promotions or working conditions could be affected
if the individual does not agree to a suggested sexual relationship.



Non-verbal sexual harassment includes, but is not limited to, sexually suggestive or offensive
sounds, whistling, catcalls, or obscene gestures, sexually suggestive or offensive objects or
pictures, inappropriate usage of voicemail, e-mail, the internet or other such communications and
actions as a means to express or obtain sexual material, comments, and printed or written materials,
including offensive cartoons. This includes any material which inappropriately raises the issues
of sex or discrimination or when an employee is treated differently than other employees when
they have refused an offer of sexual relations or participation in harassing behavior.

Physical sexual harassment includes, but is not limited to, unsolicited or unwelcome physical
contact of a sexual nature, which may include touching, hugging, massages, Kissing, pinching,
patting or regularly brushing against the body of another person.

Other forms of unlawful harassment or discrimination include, but are not limited to, persistent
and unwelcome conduct or actions or conduct that is objectively unreasonable or offensive and
that could result in a hostile or intimidating working environment based on one or more protected
statuses according to applicable law. Conduct may be unwelcome despite participation by the
offended employee and despite the fact that the offended employee does not tell the accused that
the conduct is unwelcome.

Harassment or other inappropriate behavior can range from extreme forms such as violence,
threats, or physical touching to less obvious actions like ridiculing, teasing, or repeatedly bothering
colleagues or subordinates or refusing to talk to them. For example, harassment or other
inappropriate behavior may include the following types of conduct:

« Derogatory or insensitive jokes, pranks, or comments;

e Slurs or epithets;

« Unwelcome sexual advances or invitations;

« Non-verbal behavior such as staring, leering, or gestures;

« Ridiculing or demeaning comments;

« Innuendos or veiled threats;

« Intentionally excluding someone from normal workplace conversations and making
someone feel unwelcome;

« Intentionally withholding information from an individual in such a way that impacts their
ability to perform their job

« Intentionally including or excluding any individual from workplace activities,
assignments, promotions, raises or responsibilities based on their protected status or their
refusal to participate in or tolerate sexual harassment

o Displaying or sharing offensive images such as posters, videos, photos, cartoons,
screensavers, emails, or drawings that are derogatory or sexual;

o Offensive comments about appearance, or other personal or physical characteristics, such
as sexually charged comments or comments on someone’s physical disability;

e Unnecessary or unwanted bodily contact such as groping or massaging, blocking normal
movement, or physically interfering with the work of another individual; or

e Threats or demands that a person submit to sexual requests as a condition of continued
employment or to avoid some other loss, and offers of employment-related benefits in
return for sexual favors.



This list of examples is not exhaustive, and there are other behaviors that constitute unacceptable
harassment under the policy. Any conduct described above may also be inappropriate outside the
workplace if the conduct may adversely affect the work environment; this includes both work and
personal email, text messages and social media posts. Similarly, a consensual relationship does
not justify inappropriate displays of affection or other sexual statements or activities during
working hours or any work-related functions. Any questions about whether particular conduct is
prohibited under this policy should be discussed with the employee’s supervisor or department
director.

Harassment may be subtle, manipulative, and is not always obvious. It does not refer to occasional
compliments of a socially acceptable nature. It refers to behavior that is not welcome and is
personally offensive. Harassment can happen regardless of the individuals’ gender, gender
identity, or sexual orientation, and can, for example, occur between same-sex individuals as well
as between opposite-sex individuals, and does not require that the harassing conduct be motivated
by sexual desire. Harassment can be focused on someone’s perceived desirability or lack thereof;
sexual objectification- favorably or negatively- is unacceptable. Likewise, these same principles
hold true for harassment based on other protected statuses where the offending party possesses the
same or similar protected status as the target of the offending behavior.

The excuses of the offending party, while important, are not necessarily forgiving or tolerable. For
example, “I was joking” or “I didn’t mean it that way” are not defenses to allegations of harassment
or inappropriate behavior. Nor is being under the influence of alcohol or other substances an
excuse for violating this policy.

This policy applies to conduct at work and at work-related social events, office parties, off-site
work-related activities, email, text messages, social media and other matters where the work
environment is affected by such behavior. Employees and elected and appointed officeholders are
expected to be particularly careful about what they say and do in these circumstances and when
interacting with one another.

RESPONSIBILITIES

Responsibilities of All Employees and Officeholders
Each employee and officeholder is responsible for assisting in the prevention of unlawful
harassment, discrimination and retaliation by the following acts:

e Refraining from conduct prohibited by this policy as defined above, including the
participation in or encouragement of actions that could be perceived as harassment,
discrimination or retaliation based on a protected status;

e Behaving courteously and professionally toward others both inside and outside work;

e Reading this policy and fully understanding and complying with its requirements;

e Immediately and thoroughly reporting acts of harassment, discrimination or retaliation or
other prohibited conduct through the reporting procedure identified in this policy, whether
it is personally experienced or if it is witnessed; and



e Encouraging any person who confides that he or she is being harassed, retaliated or
discriminated against to report these acts and reporting these acts if they are observed but
not reported.

Employees and officeholders are expected to cooperate fully in any investigation, whether or not
they are directly involved in the incident. They shall not take any action that would discourage
another person from reporting prohibited conduct or cooperating in an investigation of alleged
prohibited conduct.

Responsibilities of Supervisors and Elected and Appointed Officeholders

Supervisors and elected and appointed officeholders are an essential part of cultivating and
maintaining a workplace free of harassment. A higher standard of conduct applies to those in these
positions. They are expected to know and enforce the rules and set a good example for all
employees. To further the interests of this policy and promoting a harassment-free workplace, they
shall be responsible for preventing prohibited activities as defined above by complying with the
above-referenced responsibilities and by:

e Monitoring the work environment as practical for signs of harassment, discrimination,
retaliation and other prohibited conduct;

¢ Informing employees of the types of prohibited behavior, and the procedures for reporting
and resolving complaints of harassment, discrimination and retaliation;

e Stopping any observed behavior that may be prohibited conduct and taking appropriate
steps to intervene and report behavior, whether or not the involved employees are within
his or her line of supervision;

e Listening to employees’ concerns and complaints. Complaints and questions are an
opportunity to take action and correct a situation before it escalates. Ask the reporting
employee what he or she wants to see happen next. Do not promise to honor the reporting
employee’s wishes, but do give them consideration. Do not promise confidentiality, due to
the need to investigate properly. However, assure the employee that their complaint will
be handled with as much confidentiality as practical for the reporting employee, witnesses
and the accused; and

e Taking immediate action to prevent retaliation toward the complaining party or witnesses
and to eliminate a hostile work environment where there has been a complaint of
harassment, discrimination or retaliation pending the investigation.

Each supervisor and officeholder has the responsibility to assist any employee who comes to them
with a complaint of harassment, discrimination or retaliation by documenting and filing a
complaint in accordance with this policy. They are obligated to report harassment. Failure to carry
out these responsibilities may be grounds for discipline, censure, or removal.

PROCEDURES

A. If the employee feels comfortable doing so, any employee experiencing or
observing harassment, discrimination or retaliation is encouraged, but not required,
to inform the perpetrator that his or her actions are unwelcome and offensive and
that the person should stop such behavior. This initial contact can be either verbal



or in writing. The employee should document in writing all incidents in order to
provide the fullest basis for investigation if needed.

Any employee who believes that he or she is being harassed, discriminated or
retaliated against (for example, a target of offending behavior and a complainant)
or who witnesses such conduct (for example, a witness who becomes a
complainant) is expected to report the incident as soon as possible to any of the
following persons so that preventative measures may be considered and taken to
end any prohibited harassment, discrimination or retaliation, and so that appropriate
investigative and corrective actions may be initiated:

1. Village Administrator;
2. Village Chief of Police;
3. Village Clerk;

4. Village Board President or Village Administrator, if such conduct is
engaged in by an elected or appointed officeholder of the Village; and

5. Village Board President, Village Clerk, or Chief of Police, if such conduct
is engaged in by the Village Administrator.

A supervisor who receives this information from a subordinate must report the
information to the Village Administrator, Village Clerk, Village Board President,
or the Chief of Police.

The Village will take appropriate steps to protect the complainant and target from
further harassment and retaliation during the investigation process. Actions such as
a schedule change, transfer or leave of absence could appear retaliatory, so it is
important that the employer and the complainant or target work together to find an
appropriate solution.

The Village will determine the appropriate course of action to promptly address the
complaint, including any immediate remediation of the behavior. The Village may
initiate its investigation or have the parties involved engage in conciliatory efforts
to resolve the matter, if acceptable to the target of the offending behavior. The
conciliation process is voluntary and seeks to resolve problems by allowing the
affected parties to present their issues and then assisting them in arriving at
effective, reasonable solutions agreeable to all. The conciliation process is not
appropriate for all situations and will not resolve all issues. The conciliation process
may be initiated before or after the employee has filed an internal complaint When
solutions have been identified, management will follow up to ensure that the
implementation has been carried out and is effective.

The Village Board may initiate an investigation and designate investigators for any
matter involving allegations against a Board member, the Board President, the
Administrator, or an appointed officeholder who is also not an employee. The
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Village Administrator, Chief of Police, Village Attorney, or the Board may initiate
an investigation and designate investigators in other circumstances.

F. If an investigation is conducted, then the investigators will meet with the target of
the offending behavior and other persons having information and document the
facts surrounding the incident complained of, including the specific conduct
complained of, the persons performing or participating in the conduct, any
witnesses to the incident, the dates on which the incidents occurred, and other
factual information. The investigators will immediately notify the Administrator,
Village Attorney, or Board President, where applicable, if the complaint contains
allegations that may rise to the level of criminal activity, such as battery, rape or
threats. The investigators will maintain appropriate records of the investigation.
Upon completion of the investigation, the investigators will inform the complainant
and target of the outcome of the investigation and will present a reporting of the
investigation and its results to the Village Board and/or the Village Administrator.
The confidentiality of the investigation will be maintained throughout the
investigatory process to the extent practical and appropriate under the
circumstances.

G. The Village will take prompt and effective remedial action designed to end the
prohibited behavior, which may include appropriate responsive and disciplinary
action, up to and including termination or removal. Responsive action may include,
for example, training, referral to counseling, or reassignment, and disciplinary
action may include, but is not limited to warning, reassignment, suspension, or
termination or removal. If the Village does not employ the subject involved in the
harassing or inappropriate conduct, then that individual will be informed of the
Village’s policy and appropriate remedial action will be taken. The actions taken
cannot have the direct or indirect impacts of hurting the complainant’s or target’s
career by forcing him/her to an inferior role within the organization.

Further, the Village will correct any adverse employment action an employee
experienced due to conduct prohibited by this policy. In all cases, the Village will
make follow-up inquiries to make sure the harassment, discrimination or retaliation
has stopped. If an employee is not satisfied with the results, or if further harassment
or other unacceptable conduct occurs, then the employee should promptly follow
the reporting process identified above.

The complainant, target, or employees accused of harassment may file an appeal
with the Village Administrator or the Village Board President if they disagree with
the investigation or disposition.

RETALIATION

Retaliation against any employee for filing a harassment, discrimination or retaliation complaint,
or for assisting, testifying or participating in the investigation of such a complaint, is prohibited by
the Village and may be prohibited by state and federal law.



Retaliation is a form of misconduct. Any evidence of retaliation shall be considered a separate
violation of this policy and shall be handled by the same complaint procedures established for
harassment and discrimination complaints. Employees who are found to have retaliated against a
complainant, target, or witness will subject themselves to severe discipline which shall be separate
from, and in addition to, any discipline determined to be appropriate as a result of the Village’s
findings on the initial complaint. Because of the Village’s commitment to prohibiting retaliatory
behavior, employees and officeholders should expect that consequences for retaliation will be severe
and likely resulting in discipline up to and including discharge or pursuit of removal.

This policy does not protect employees from being disciplined for filing frivolous or fraudulent
complaints, or for untruthfulness, misleading behavior or lack of candor, nor does it protect them from
personal sanctions stemming from defamation suits.

TRAINING

The Village will provide periodic and refresher training concerning the nature of harassment,
discrimination and retaliation in the workplace and prohibitions on such actions defined in this
policy. Any employee who has any questions or concerns about this policy should talk with his
or her supervisor or the Chief of Police or Village Administrator.

OUSTIDE AGENCIES

Employees also have the ability to promptly report any violations of law, including assault, rape,
battery or other harm to appropriate criminal law enforcement authorities. Employees may also
report their harassment, discrimination or retaliation claims to both State and Federal Agencies.
Those contacts are as follows: The Equal Rights Division, Department of Workforce
Development, 201 East Washington Avenue, P.O. Box 8928, Madison, W1 53708, Telephone:
(608)266-6860; and the U.S. Equal Employment Opportunity Commission, 310 West Wisconsin
Avenue, Suite 800, Milwaukee, W1 53203, Telephone: (414)297-1111.
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