THE CITY OF

Va4 WATERTOWN

PUBLIC LIBRARY BOARD OF TRUSTEES MEETING AGENDA
THURSDAY, MAY 09, 2024 AT 5:30 PM
100 S. WATER ST., WATERTOWN, WI 53094 - 2ND FLOOR CONFERENCE ROOM

Zoom Meeting ID: 853 2236 0495

Passcode: K3Qzq23J

All public participant’s computer access will be muted during the meeting except during public
comment.

CALL TO ORDER /ROLL CALL
REVIEW CORRESPONDENCE
CITIZENS TO BE HEARD

Each individual who would like to address the Committee will be permitted up to three minutes for
their comments

APPEARANCES

NEW BUSINESS

Review and take action: Investing donations made to the library

Review and take action: future Charitable Foundation Leadership

Review and possible action: Onboarding/Separation processes

Review and discuss: unplanned expenses impacting the budget

Update: Installation of Hearing Loop in Community Room

Review and discuss: Service Agreement with United Systems

Review and take possible action: Warming and Cooling Center/Shelter Plan
Review and take possible action: Contract Proposal- Sure Fire

Review and take possible action: Request to send job description reviews for Library Director,
Maintenance/Custodian, and Circulation Manager

Review and take action: Request from YMCA to display fundraising information at the library
6. UNFINISHED BUSINESS
A. Update on MOU between Library Board and City of Watertown
7. DIRECTOR'S REPORT
A. Review monthly highlights, budget figures, and statistics
8. TRUSTEE'S REPORT
A. Discuss: agenda forJune meeting
9. PRESIDENT'S REPORT
A. Review: contacts in official capacity

10. PERSONNEL AND POLICY
A. Review and take action: Resolution 2024-2 Amanda Main, PT Library Assistant
B. Review and take action: Resolution 2024-3 Fallon Booth, Library Page

11. REVIEW AND TAKE ACTION ON CONSENT AGENDA ITEMS
A. Library Board of Trustees minutes from April 11, 2024
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Library Board of Trustees: Finance Meeting minutes from April 4, 2024
Library Board of Trustees: Finance Meeting minutes from April 29, 2024
Library Personnel and Policy Committee Meeting Minutes from April 18, 2024
2024 Monthly Budget

May 2024 Bills

12. ADJOURNMENT
A. Next Meeting June 13, 2024
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Persons requiring other reasonable accommodations for any of the above meetings, may contact the
office of the City Clerk at mdunneisen@watertownwi.gov, phone 920-262-4006

A quorum of any City of Watertown Council, Committee, Board, Commission, or other body, may be
present at this meeting for observing and gathering of information only
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UNPLANNED EXPENSES IMPACTING 2024 BUDGET

Section 5, Item D.

VENDOR EXPENSE AMOUNT BILLED TO

Funds fransferred by City to 1-55-11-46 to cover 2023 retirement 787.28  11-58-12-46 Library Materials

calculation corrections. Will be deducted from year end fund

analysis per Sheri R.

Complex Security Solutions Ethernet ports for cameras 1,649.98 11-58-12-16 Technology

Walden, Neitzke, & Kuhary, S.C. Legal fees re: MOU 3.996.34 11-58-12-18 Office Supplies

United Systems Associates HVAC controllers 292.50 11-58-12-20 Repairs & Expense

Walden, Neitzke, & Kuhary, S.C. Legal fees re: MOU 1,397.50 11-58-12-18 Office Supplies

Omni Technologies Service for HDMI floor box 531.00 11-58-12-16 Technology

DME Service for lift 528.00 11-58-12-20 Repairs & Expense
YTD TOTAL: 8,395.32

As of 5/1/2024
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Move Your Building Forward with a Service
Agreement!

Unlock the full potential of your Delta Controls Building Automation System with United Systems. Our
dedicated team is here to provide comprehensive services that enhance the performance and efficiency of
your building automation system.

What We Offer:

[ailored Solutions:

Benefit from personalized graphic changes, programming upgrades, troubleshooting, and training that cater to
your specific needs. Our team ensures that every service hour is optimized to enhance your experience.

Flexible Service Hours:
Kickstart your journey with an initial 10 service hours to be used on graphic changes, programming changes,

troubleshooting, and/or training. Need more? Purchase additional 10-hour increments at a discounted rate.
Enjoy the flexibility to scale your services based on your requirements.

All-Inclusive Package:

Every agreement includes Delta Software license and upgrades,
providing you with a complete and seamless solution for your
building automation needs.

Why Choose United Systems:

o Expertise: Our team comprises experienced
professionals with a deep understanding of Delta
Controls enteliWeb and enteliVault.

o Proven Track Record: United Systems has a history of successful implementations and satisfied clients
in the building automation industry.

o Customer-Centric Approach: We prioritize your unique requirements and tailor our services to ensure
maximum satisfaction.

o Transparent Communication: United Systems’ support site allows you to have a direct line of contact to
communicate efficiently with the United Systems team.

| \ ’ Eai UETRETRTRE M
How to Get Started:

1. Contact Us: Email United Systems at cales@usacontrols us to discuss your specific needs and receive
a customized service plan.

2. Choose Your Hours: Decide on the number of service hours that best fit your requirements.

3. Experience the Difference: Let United Systems’ experts move your building forward with top-notch
services and support.

Don't miss out on the opportunity to optimize and streamline your building automation system. Contact United
Systems Associates, LLC today and take the first step toward a more efficient and responsive building!

1751 N Doctor M.L.K Jr Dr www.usacontrols.us
Milwaukee, WI 53212 (414) 431-1168
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Controls System Service Agreement

This agreement is made and entered into on this Sunday, April 28, 2024, between United
Systems Associates, LLC hereinafter “Service Provider”) and Watertown Public Library
hereinafter “Client”).

NOW, THEREFORE, for and in consideration of the mutual covenants contained herein and other
good and valuable consideration, the receipt and sufficiency of which is hereby acknowledged,
Service Provider and Client do hereby contract, covenant, and agree as follows:

1. Service Provider hereby agrees to provide to Client the following services:

a.

b.

Yearly software renewal and update for Delta Controls software installed by
Service Provider on site.

10 service hours to be utilized for graphic fixes, programming changes,
troubleshooting, and/or training.

One included site visit per year for sensor and controller testing.

Additional service hours may be purchased in 10-hour blocks at a discounted
rate of $125 per hour from Service Provider's standard rate of $145 per hour,

2. Client agrees to pay Service Provider §3,250 for the above listed services upon the
signing of this agreement.

3. Such
Provi

payment will occur within thirty (30) days (“net 30 payment”) of receipt of Service
der’s Yearly invoice for completion of said services by Service Provider.

4. This Agreement shail commence on May 1, 2024 and continue until April 30, 2025 or
renewal end date, unless terminated earlier by either party with written notice.

5. Both

parties agree to keep confidential any proprietary or confidential information

obtained during the provision of services under this Agreement.

6. This Agreement shall be governed by and construed in accordance with the laws of the
State of Wisconsin.

Service Provider Client
Name: Name:
Signature: Signature:
Date: Date:
1751 N Doctor M.LL.K Jr Dr www. usacontrols.us

Milwaukee, Wl 53212 (414) 431-1168 5
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Date: 4/39/2024
Project: Watertown Public Library enteliwWeb Server Issues
Scope: Upgrade the enteliWeb Server and troubleshoot connection issues.
Proposal:  United Systems Associates, LLC. proposes to provide service for the above
project.

Pricing: The following scope of work and services detailed below will be provided for the net
sum of:

Software: $950.00
Labor; - B _ $580.00
lotal NTE: 1,530.00

Scope of Work:

e Update the existing enteliWEB software to the latest version (4.26) and ensure compatibility with
the current operating system and browser.

® Troubleshoot any connection issues between the enteliWEB server and the controllers on site, such
as firewall, network, or proxy settings.

e Test the functionality and performance of the enteliWEB software and verify that it can access and
display the data from the connected devices and controllers.

Approval

This Estimate has been accepted on by

Signature:

1751 N Doctor M.L.K Jr Dr www, usacontrols.us Page |1

Milwaukee, W1 53212 (414) 431-1168 6
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City of Watertown
Warming and Cooling Center/Shelter Plan

\A

THE CITY OF

WATERTOWN

Opportunity runs through it.

February 2024




Section 5, Item G.

Table of Contents

o T g T 1T T 1 4o Y o USSP 3
Plan Development and Maintenance and Record of Changes ........coucuuiiiviiieiiiciiiee s seee e 4
i ] o oo 1Y T T T T T T T TP TP ST U U T PP 5

P Y ole T o 1S T TP RRPTP 7

T |V L F=2- 1 {0 ] o PO PPPPPPPPPPRE 7

Y L (U F A (o Y=Y o I XYY ] o o] o o 7

N C 1= =T =Y I e e Tl T [U T =T RTSPT 8
SEIVICE ANIMAIS. .ttt sttt s st s et e s e s e stees s et ere st sensesare et sensenens 9
UNACCOMPANIEA IMINOTS....cuiuiiiierietee et ete et e et ass et ess s etestesteste s sessessesasssesassensasesreseesans 10

VOIUNTEEIS. ..ottt sttt sttt ettt st s e st e b et s e st ses s ea e s sessas st et sessssarsan stesessssansssnnenses 10

6. Center with Extended Operational Hours and Shelter Procedures..........cccceeeeeeenieveeeeereneeneenene. 11
NIMS QN ICS STIUCTUIE .. viteieeiet ettt ettt teb et see st eesteses s sessesessesenessenensesesnesees 11
COMIMUNICATION ... ettt st b e ettt b e e et st e e sbe et et e e eebeenbenben e e see eee 13

BEhaVIOral HEAIth.. ..ottt et ettt s b st s s e ens 14

Center with Extended Operational Hours Activation..........coceceveeiininincseccece e 14

SREIEN ACHIVATION ...ttt ettt et e st e e a b s b es s ereateste st sreneann 14

Deactivation of Center with Extended Hours/Shelter............oooveeiecevicerieeceeeveee e 16

Appendix A: JITT (Just in Time Training) and Job Action ShEetS........ccccvveeiieiciieciee e 18
Appendix B: Watertown Center Rules and Registration/Intake FOrm...........ccoevveevevereeneneereneseeneeseeennn 28
Appendix C: Emergency Center/Shelter Incident or Accident REPOIt........ccvvevveevieecieecieecieesee e 31
Appendix D: Volunteer INFOrmMation ...t e s e e e e sare e e esbreeesssnaeeeas 35
Appendix E: Staff and Volunteer AGreEMENT........uiiiciiie ettt ettt e e e sare e e e breeessraaeeens 36
Appendix F: Potential Supplies for Center/Shelter.........cociiiiieiiiiiee e ebeeres 37
Appendix G: Watertown Center/Shelter Activation Checklist...........cccceevverieenieiiieeie e 38
Appendix H: Watertown Center with Extended Operational Hours/Shelter Sign-In Sheet ....................... 39
Appendix |: GUEST HEAITN SCrEENING ....coiiiiiii et e e et e e et e e e e ata e e e e abeeeesennaaeaean 40
Appendix J: Watertown Public Library FIOOFPIan............coecei ettt sttt s et 41
Appendix K: Watertown Senior and Community Center FIoorplan...........coeeeevecececeececceceveveeeree e 42
2




Section 5, Item G.

Plan Description

The warming and cooling center/shelter is to ensure that members of the community have a safe space
during inclement weather so that they may not be physically put in harm’s way due to extreme weather
conditions. The City of Watertown aims to create a space that is physically and emotionally safe for all,
regardless of race, ethnicity, religion, gender, gender identity, or sexual orientation. The City of
Watertown Warming and Cooling Center/Shelter Plan is provided to all municipal departments. This plan
will also be provided to Dodge and Jefferson County Offices of Emergency Management.
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Plan Development and Maintenance

The City of Watertown Warming and Cooling Center/Shelter Plan will be maintained in accordance with
city government policies and procedures. Deficiencies identified in exercises and actual use, or
organizational changes will necessitate revisions to the plan. Revisions of the plan will be forwarded to
all organizations and agencies assigned responsibilities in the plan. All revisions to the plan will be
documented in the Record of Changes section. Annual review of the Warming and Cooling
Center/Shelter Plan will be conducted by City Leadership.

Record of Changes

Date of Revision Description of Revision Section Approved By
Made

10
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1. Purpose

The City of Watertown plans to activate a warming or cooling center/shelter in the event of a weather
emergency situation. Watertown Department of Public Health (WDPH) and the City’s Emergency
Management (EM) will work with the Watertown Senior and Community Center and the Watertown
Public Library, which are the designated warming and cooling center/shelter locations.

Center/Shelter Designation Definitions

Center: A facility opened during the day during regular business hours with business operating
as usual.
Center with Extended Operational Hours: A facility that will be staffed by city staff or

volunteers for hours outside of normal business hours.
Shelter: A facility that has a 24-hour operation cycle for long-term situations. A facility that will
be staffed by city staff or volunteers for shelter operations.

Center/shelter designation will adjust depending on community needs and the weather. For example, a
shelter can return to a center after 24 hours if needed. When conditions are projected to reach the
following levels, the need to activate the Warming or Cooling Center/Shelter Plan will be considered:

Center

e Warming Center

o Wind chill advisory issued by National Weather Service (NWS) for 2, or
more, consecutive nights — OR -

o Wind chill warning issued by NWS

e Cooling Center
o Temperatures above 100° F for a period of three days or more — OR —
o The NWS has issued a Heat Advisory

Center with Extended Operational Hours
Criteria to open up a Center plus:

e  Warming Center
o Intermittent power outage

e Cooling Center
o The heat index is forecasted to be approximately 105° F or higher — OR —

o Intermittent power outage

Shelter
Criteria to open up a Center with Extended Operational Hours plus:

e  Warming Shelter
o Expected extended power outage — OR —
o Overnight outdoor temperature forecast by NWS to be less than 0° F for a

period of three days, with or without wind chill conditions

e Cooling Shelter
o Expected extended power outage — OR —

11
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o The NWS has issued an excessive heat warning for a period of 48 hours or
longer

It will be noted that the existing weather conditions will serve as guidance for local officials and is not to
be considered as governance. Many factors play a role in providing a community warming or cooling
center/shelter. The availability of the host facility and adequate staffing will determine if a warming or
cooling center/shelter may be offered. The City’s dispatch, EM and WDPH will receive regularly updated
weather reports from the NWS to know if and when a warming or cooling center/shelter would need to
be opened. The NWS uses specific weather terminology to ensure that residents know what to expect in
inclement weather. The National Oceanic and Atmospheric Administration’s NWS Heat Index is a
measure of how hot it really feels when relative humidity is factored in with the actual air temperature.
The NWS will initiate alert procedures when the Heat Index is expected to exceed 105°-110°F
(depending on local climate) for at least 2 consecutive days.

Excessive Heat Warning is issued within 12 hours of the onset of extremely dangerous heat
conditions. The general rule of thumb for this Warning is when the maximum heat index
temperature is expected to be 105°F or higher for at least 2 days and night time air temperatures
will not drop below 75°F; however, these criteria vary across the country, especially for areas not
used to extreme heat conditions.

Excessive Heat Watches are issued when conditions are favorable for an excessive heat event in
the next 24 to 72 hours. A Watch is used when the risk of a heat wave has increased but its
occurrence and timing is still uncertain.

Heat Advisory is issued within 12 hours of the onset of extremely dangerous heat conditions.
The general rule of thumb for this Advisory is when the maximum heat index temperature is
expected to be 100°F or higher for at least 2 days, and night time air temperatures will not drop
below 75°F; however, these criteria vary across the country, especially for areas that are not used
to dangerous heat conditions.

Wind Chill is the temperature it “feels like” outside and is based on the rate of heat loss from exposed
skin caused by the effects of wind and cold. As the wind increases, the body is cooled at a faster rate
causing the skin temperature to drop. Wind Chill does not impact inanimate objects like car radiators
and exposed water pipes, because these objects cannot cool below the actual air temperature.

Wind Chill Warning is issued when temperatures are expected to meet or exceed local wind chill
warning criteria in the next 12 to 36 hours. Wind chill temperatures may reach or exceed 25°F.

Wind Chill Advisory is issued when wind chill temperatures are expected to meet or exceed local wind
chill advisory criteria in the next 12 to 36 hours. Wind chill temperatures may reach or exceed -15°F.

When any of the conditions listed above are met and the City Leadership decides to open a warming or
cooling center/shelter, the City’s EM will request that the Watertown Senior and Community Center, the
Watertown Public Library, or another facility open as a warming or cooling center/shelter. All city

12
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department leadership will be notified by dispatch that a center or shelter has been opened along with
the designation. Local stakeholders and partners will be informed and provided with regular updates
from the City EM or designee on the status of the center/shelter.

WDPH will create a Wisconsin Emergency Assistance Volunteer Registry (WEAVR) alert to activate
volunteers to staff a warming or cooling center/shelter. The City’s website and Facebook page will be
used to notify the public of any warming or cooling center/shelter locations and times of operation by
the Watertown Media Productions Department. Normal broadcast and print media notification
methods will be used. Information should be coordinated for translation into alternative language(s).
Community residents can call 2-1-1 to identify other resources available.

Individuals seeking a warming center/shelter will be advised the following:

e A centeris a drop-in place to warm up or cool down and charge devices, it is not a long-term
shelter.

e Food that is ready to eat is permissible; kitchen access will not be available.

e Please bring any personal items you require. Amplified sound devices are prohibited.

o The City of Watertown will not be responsible for lost or stolen items.

e Guests must comply with the guidelines and rules of the facility that is being used as a
center/shelter.

2. Scope

This plan was developed to guide emergency preparedness and management in response to an extreme
weather emergency situation in Watertown. It is a flexible document in which changes from the content
of the plan may occur due to the unique nature of the weather. This plan provides protocols and
procedures for the activation, operation, and deactivation of the warming or cooling center/shelter. It
details activation and operating procedures, staff and volunteer requirements and roles, and
communication flow. Once a center/shelter is open, the local government will issue a press release and
share information on social media.

3. Mitigation

Residents of Watertown and the surrounding area are encouraged to take necessary precautions to
reduce the threat of extreme cold incidents, such as conducting an annual inspection of heating units,
maintaining household insulation, maintaining general home maintenance against the elements, and if
possible, the installation of a domestic generator. The public should take all preparedness messages,
advisories, watches, and warnings seriously by taking proactive measures before extreme weather
incidents start.

4. Situation and Assumptions

Watertown is a city situated on the edge of Jefferson and Dodge Counties and nestled in the great bend
of the Rock River. It is located roughly 40 miles east of Madison and 50 miles to the west of Milwaukee.
As of the 2020 census, the city’s population was 22,926. The City of Watertown is susceptible to
numerous threats and hazards that may require the residents to seek services.

13
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The following assumptions should be considered:

= Electric power generation, transmission, and distribution grids are impacted by the increased
loads resulting from cold/freezing temperatures or extreme heat.

=  Power disruptions may occur simultaneously as extreme temperature incidents, thus increasing
the risk to life safety, critical infrastructure, and the environment.

= Extreme temperatures are potentially life-threatening to people, pets, and livestock.

» |ndividuals with access or functional needs are disproportionately impacted and at higher risk
for serious illness and negative impacts from extreme temperatures.

= Extreme temperature incidents may restrict public gatherings and require some public facilities
to be used as temporary respite areas.

= |ndividuals experiencing homelessness may need immediate transportation to and from
warming centers and temporary sheltering during extreme temperatures.

= Heavy ice/snowfall accumulation may result in the collapse of roof structures, power lines, and
other infrastructure.

An air temperature of 96° F with 65% humidity makes it feel like 121°F. According to the CDC, extreme
heat kills more people than hurricanes, earthquakes, tornadoes, and lightning combined. Several factors
can increase health risks during an extreme weather event. People at higher risk of adverse health
effects of extreme weather include the elderly, infants and young children, the poor, the homeless,
individuals who are socially isolated, those with existing medical conditions, those who take certain
medications, individuals who work outdoors or in extreme cold or heat, as well as those who lack proper
heating or do not use existing heating.

When municipal resources are exhausted, Dodge and or Jefferson County Emergency Management will
coordinate assistance and help satisfy unmet needs. Similarly, if the county, or counties, requires
additional assistance, it will call on mutual aid from adjacent counties or from the State of Wisconsin.

5. General Procedures

The decision to open a warming or cooling center/shelter depends on a variety of factors, including
availability of resources. However, the selection of a warming or cooling center/shelter should include
the potential to easily transition into a shelter with 24-hour operation if the need arises. Warming and
cooling centers/shelters may be public or semi-public places like libraries, malls, community centers,
senior centers, churches, etc. that are open regularly, but where anyone searching for a warm or cool
place can find a center. Recommendations and considerations when choosing a warming center/shelter
include the following:

e Heating of at least 70° F

e Air conditioning

e  Publicly advertised

o Accessible to people with disabilities
e Access to potable water

e Public restrooms

e Access to 911 (phone services)

14




e Parking access

e  Proximity to public transportation if applicable

e Back-up generators
e  Facility security
e Seating

e Area for service animals if applicable
e Communication services, including internet access, translators, and sign-language interpreters

as needed.
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The City of Watertown has identified the following as potential warming and cooling center/shelter

locations: *

Primary:

Name of Facility:

Watertown Senior and
Community Center

Address:

514 S 1%t St, Watertown WI

Telephone Number:

(920) 262-8099 Main
(920) 262-8095 Office
(920) 567-8157 Cell

Facility Contact Person:

Andrea Draeger

Backup:

Name of Facility:

Watertown Public Library

Address:

100 S Water St, Watertown WI

Telephone Number:

Main (920) 262-4090
Cell: (920) 253-8168

Facility Contact Person:

Peg Checkai

*Please note that these are potential locations, which are subject to change depending on the circumstances and/or severity of
the emergency.

Service Animals

Service animals are defined as animals that are individually trained to do work or perform tasks for
people with disabilities. Examples of such work or tasks include guiding people who are blind, alerting
people who are deaf, pulling a wheelchair, alerting, and protecting a person who is having a seizure, or
calming a person with Post Traumatic Stress Disorder (PTSD) during an anxiety attack. Service animals
are working animals, not pets. The work or task the service animal has been trained to provide must be
directly related to the person’s disability. Animals whose sole function is to provide comfort or
emotional support do not qualify as service animals under the American Disability Act (ADA).

Under the ADA, State and local governments, businesses, and nonprofit organizations that serve the
public must allow service animals to accompany people with disabilities in all areas of the facility where
the public is allowed to go. A service animal must be under the control of its handler. When it is not
obvious what service an animal provides, only two questions can be asked: (1) is the animal a service
animal required because of a disability, and (2) what work or task the service animal has been trained to

15
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perform. Staff cannot ask about the person’s disability, require medical documentation, require a special
identification card or training documentation for the animal, or that the animal demonstrates its ability
to perform the work or task.

Allergies and fear of animals are not valid reasons for denying access or refusing service to people using
service animals. When a person who is allergic to dander and a person who uses a service animal must
spend time in the same room or facility, they both should be accommodated by assigning them, if
possible, to different locations within the room or different rooms in the facility. Staff are not required
to provide care for or supervision of a service animal.

Unaccompanied Minors

It is recommended that all areas designated for unaccompanied minors be monitored by two staff
members. A staff member will accompany all unaccompanied minors at all times while in the
center/shelter. Unaccompanied minors will be reported to local law enforcement, and proper
reunification efforts will commence. Unaccompanied minors presenting at the center/shelter will
require taking a number of specific actions to ensure their safety, security, and health. This will include,
but is not limited to, notifying law enforcement.

Minor Definitions

Unaccompanied Minor: An un-emancipated child younger than 18 who has been separated
from both parents, legal guardians, other relatives, schools, and childcare providers and are not
being cared for by an adult who, by law or custom, is responsible for doing so.

Separated Child: A child who is separated from both parents or from his or her previous legal
guardian or customary primary caregiver, but not necessarily from other family members.

Family Member: A person related to another person by blood, adoption, or marriage.

Legal guardian: An adult with the legal right to physical custody of a minor, as bestowed by
court order or state law.

Parent: The birth parent or adoptive parent of a minor.

Volunteers

Volunteers must be at least 18 years of age and pass a criminal background check. An application to
volunteer is to be completed through the Wisconsin Emergency Assistance Volunteer Registry (WEAVR).
There are various positions requiring lead volunteers such as volunteer coordinator, assistant volunteer
coordinator, food coordinator, and more. Training will be provided to volunteers using Just-In-Time
Training (JITT). Rules and guidelines are established to provide quality service and accommodations to
the guests using the center and to develop clear roles, expectations, and safety of both volunteers and
guests. The goal is to have all staff and volunteers participate in an orientation/training prior to the
opening of a center/shelter. When time and resources permit, the orientation/training may include the
following: Warming or Cooling Center/Shelter Mission, Organizational Structure, Roles and
Responsibilities, Schedule and Set-Up Needs, Safety and Security, Communication Plan, Orientation
Feedback, Self-assessment, Staff/Volunteer Agreement, and sign-up times.

10
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A volunteer shift schedule for operations could be as followed:

e Shift ONE: 8:00 AM —12:30 PM
e Shift TWO: 12:00 PM -5:00 PM
e Shift THREE: 4:30 PM —9:00 PM
e Shift FOUR: 8:30-PM - 8:30 AM

6. Center with Extended Operational Hours and Shelter Procedures

The City’s EM will determine the number of staff and/or volunteers and what roles and responsibilities
will need to occur at the center with extended hours/shelter for each shift. An individual may be
assigned multiple roles and responsibilities.

NIMS and ICS Structure

The National Incident Management System (NIMS) guides all levels of government, nongovernmental
organizations, and the private sector to work together to prevent, protect against, mitigate, respond to,
and recover from incidents by providing a shared vocabulary, systems, and processes to successfully
deliver the capabilities. It also defines operational systems that guide how personnel work together
during incidents. The Incident Command System (ICS) is a standardized approach to the command,
control, and coordination of emergency response providing a common hierarchy within which
responders from multiple agencies can be effective for managing temporary incident(s) of any size to
control funds, personnel, facilities, equipment, and communications. ICS provides a foundation for NIMS
to improve interoperability among jurisdictions and disciplines in various areas. Centers with extended
hours and shelters need to use NIMS and ICS to ensure proper procedures are being used.

Incident Command (IC)/Management

Director: The Director or his/her designee is responsible for overall operations. This position oversees
the escalation of each event, set up, opening, event management and the deactivation of the
center/shelter for each event. The Director is in charge of the center with extended hours/shelter’s key
functions, such as guest care, staffing levels, development, and maintenance of the schedules for staff
and volunteers, and any additional needs that may arise. The Director is the decision-maker for overall
site operations and determines what sites are operational for each event. They develop any contingency
plans needed in case of an emergency. The Director is a Site Lead when one shelter is open. If multiple
shelters are open the Site Lead(s)/Manager(s) report to the Director. The Director for the center with
extended hours/shelter will be a member of the City Leadership team or their designee.

Site Lead/Manager: The Site Lead/Manager is responsible for overseeing the successful operation of a
center/shelter. They have the responsibility of making sure the site is in good condition before the
center/shelter opens. The Site Lead/Manager is also responsible for the setup of areas for service
animals if applicable, signage for the shelter, and space allocation. The Site Lead/Manager has decision
making authority during individual events and reports to the Director. They are also responsible for
implementing systems and strategies to ensure smooth and efficient flow during intake and exit at each
site. The Director will work with the Site Lead/Manager to identify volunteer roles and responsibilities

11
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for these activities. At the end of each center with extended hours/shelter event, the Site Lead/Manager
works with the Director and Facility Lead to ensure that the facility is managed appropriately and
restored to the pre-opening conditions. The Site Lead/Manager for the center with extended
hours/shelter will be a member of the City Leadership team or their designee.

Logistics

Logistics Lead/Coordinator: The Logistics Lead/Coordinator ensures that all functional areas of
operations have the necessary supplies to maintain adequate levels of care. This includes ordering and
inventorying supplies, distributing supplies, and assessing all available resources. The Logistics
Lead/Coordinator for the center with extended hours/shelter will be a member of the City Leadership
team or their designee.

Volunteer Coordinator: The Volunteer Coordinator is responsible for ensuring that all volunteers are
recruited, trained, oriented, scheduled and supported. The Volunteer Coordinator will utilize materials
including Just in Time Training (JITT) documents, working agreements, and will establish volunteer
schedules. The Volunteer Coordinator for the center with extended hours/shelter will be a member of
the City Leadership team or their designee.

Facility Lead: The Facility Lead is a designated contact at the center/shelter location. They serve as a
liaison between each facility and the staff and volunteers. The Facility Lead instructs the Site
Lead/Manager on the logistics of the facility (location of lights, heating, etc.) and any operating
procedures. They also make sure the site is in good condition before the center with extended
hours/shelter opens and after the center with extended hours/shelter is deactivated. The Facility Lead
for the center with extended hours/shelter will be a member of the City Leadership team or their
designee.

Operations

Registration (Intake/Exit/Runner) Lead: The Registration Lead is responsible for implementing systems
and strategies to ensure smooth and efficient flow during intake and exit at each site. The Registration
Lead will work with the Site Leader to identify volunteer roles and responsibilities for these activities.
The Registration Lead for the center with extended hours/shelter will be a member of the City
Leadership team or their designee.

Security Lead: The Security Lead is responsible for implementing the Safety Plan for the assigned site.
This person coordinates directly with the Site Lead/Manager. The Security Lead continually checks for
potential hazards and responds to any incidents. The Security Lead also ensures all areas of the facility
designated as off-limits are properly secured and routinely checked for security breaches and reports to
the Site Lead/Manager. The Security Lead will contact the Police Department or Emergency Medical
Services as needed. During heavy snow and/or icy weather, the Security Lead will contact the Public
Works Department as needed to ensure accessibility to the center with extended hours/shelter. The
Security Lead for the center with extended hours/shelter will be a member of the City Leadership team
or their designee.
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Finance and Administration

Finance and Administration Coordinator: The Finance and Administration Coordinator keeps track of the
guest registration logs, oversees data collection to meet reporting requirements and monitors all costs
incurred from operation and ensures that key elements are appropriately tracked. The Finance and
Administration Coordinator for the center with extended hours/shelter will by the city’s Finance
Director/Treasurer or designee.

Incident
Command
Public
Information CS)?'"‘C’Z Command Staff:
Officer The Command Staff
provide Information,
Safety, and Liaison
Liaison services for the entire
Officer organization.
General Staff:
: The General Staff are
Operations Planning Logistics Ad:\lir:l?;l‘!:gt/ion assigned functional
Section Section Section Section authority for Operations,

Planning, Logistics, and
Finance/Administration.

Shelters are used by many communities to protect health during extreme weather events. However, the
use of shelters can result in congregating groups of at-risk people, such as older adults or those with
communicable diseases. Shelter staff and guests should follow best practices to reduce the risk of
illness. Health screening is the first level of protection for clients and the workforce. Screening and
infectious disease considerations should be located outside the center or just inside the main entrance.
Everyone is to be screened, such as guests, staff, and volunteers. If possible, provide alternative shelters
for those who are symptomatic. This may be a separate room within the facility with a separate
bathroom. In order to prepare for a Health Screening Area, the following should be done:

1. Setup an area where people will be screened before entering the shelter or right away when
entering the center. Ideally, conduct screening outside to allow for social distancing and
maximize airflow.

2. Post signage before entry to the screening line in both English and Spanish.

3. Post signage throughout the facility in English and Spanish on:

e Symptoms for health screening
e The need to follow frequent handwashing and proper respiratory etiquette
e Reporting symptoms to shelter staff if they feel ill

Communication
Ensure signage is understandable for non-English speaking persons and those with low literacy. Make

necessary accommodations for those who are sensory impaired, including having a quiet room and signs
posted in the facility. Behavioral Health
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All volunteers and staff will be aware of mental health and phycological first aid at shift briefings for
themselves and guests. This can include, but is not limited to, understanding factors that affect the
stress responses of coming to a shelter (feeling anxiety or overwhelmed, experiencing confusion or
agitation, crying, etc.), providing support to individuals such as directing to call 2-1-1, ensuring everyone
remains safe, listening and remaining calm to others, and keeping the Site Lead/Manager informed
about any concerns.

Center with Extended Operational Hours Activation

The center with extended operational hours will be staffed by city staff and/or screened and trained
volunteers. A Director will be assigned and be responsible for overall operations. A minimum of a
Director and two individuals are needed to open a center with extended operation hours. The City EM
and dispatch will regularly monitor weather reports to be aware of pending conditions. Staff and
volunteers will have clearly defined roles with varying levels of responsibility and will have been given
the appropriate training to do those roles well and with confidence. Additional staff/volunteers can be
activated as needed. All guests will be checked in using Appendix B.

Shelter Activation

The number of residents using the center and the need for guests to stay at the center beyond daytime
hours are key factors that will help officials determine whether the center will need to transition to a
shelter. The Watertown Emergency Operation Center (EOC) shall activate to coordinate the opening and
management of shelters in conjunction with the American Red Cross (ARC) and/or the Salvation Army.

The City EM and dispatch will regularly monitor weather reports to be aware of pending conditions. The
City EM will issue a weather update from the NWS to City Leadership, and messaging on the City’s
website and social media will take place to alert the public. The designated person at the center will
make final decisions about operational issues and the removal of guests if necessary. Staff and
volunteers will have clearly defined roles with varying levels of responsibility and will have been given
the appropriate training to do those roles well and with confidence. A minimum of a Director and two
individuals are needed to open a shelter. All guests will be checked in using Appendix B.

For this plan, the shelter will stay open for the length of the severe weather or power outage. A shelter
schedule could be as follows:

7:00 AM Site Prep: Site Lead and Facility Liaison Report.

7:30 AM Set Up: Area Leads Report.

8:00 AM Shift ONE Volunteers Report.

9:00 AM Center Opens for Guests

12:00 PM Shift TWO Volunteers Report.

4:30 PM Shift THREE Volunteers Report.

=  6:30 PM Begin Check-Out Procedures if the Center Will Not Remain Open.
= 7:00 PM Center Closed For Residents if the Center Will Not Remain Open.
= 9:00 PM Close Center, Clean Up, and Lock Up Facility if Closing.
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e 8:30 PM Shift FOUR Volunteers Report.
= Quiet Hours are from 10PM-6:00AM.
=  6:00 AM Begin Check-Out Procedures if the Center Will Not Remain Open.
= 7:00 AM Center Closed for Residents if the Center Will Not Remain Open.
= 8:00 AM Close Center, Clean Up, and Lock up Facility if Closing.

The Site Lead/Manager will walk through the designated location to make sure that the site is ready to
receive guests. They will note the condition of the facility and equipment and determine if there are any
additional needs for the shelter. The Site Lead/Manager will set up signage inside and outside the
shelter per the center layout in the plan. Signage will also include instructions and additional messages
for guests. The Site Lead/Manager will establish a registration area and check-out process for everyone
entering or leaving the shelter, including staff and volunteers.

All shelter staff will be trained in and knowledgeable of the specific functions they are responsible for
and the organizational and command structure that will be used to manage the overall shelter
operation. The City EM and Site Lead/Manager will review safety and security plans for the shelter site.
The City EM or Site Lead/Manager will stay in contact with the Police Department for additional
guidance and assistance as needed.

Once activation and notification of opening the shelter has started, the Site Lead/Manager assigned will
check in with staff to provide staff schedule, check-in forms (guest intake form), and rules and guidelines
for guests. Adequate volunteers and staff are needed to assure the safety of guests and volunteers.

Plan for a significant increase in use of supplies including:

= Masks, gowns, and gloves

=  Water and other fluids for hydration

=  Facial tissues

=  Soap

= Handwashing stations

= Hand sanitizers containing at least 60% alcohol
=  Paper towels

= Disinfection and cleaning agents and supplies

As guests arrive, volunteers and/or staff will screen the guests and explain the rules and guidelines to
each arrival. Guests who are in emergency need of the shelter may check in at any time provided they
meet the guidelines and rules of the shelter. Guests are required to sign in and complete the intake
forms and sign the guest rules and guidelines. Any guests who do not meet the criteria or are unwilling
to follow the rules and guidelines will be referred elsewhere. Space of the shelter is on a first come, first
served basis. No one is allowed to reserve his or her space in advance.

Guests are expected to be respectful and observe quiet time from 10pm-6am. A volunteer/staff will

assign each guest a cot and assign them to a proper sleeping room. Four designated rooms would be set
up (single males, single females, families and unaccompanied minors, and gender neutral). Any room
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being used for the shelter, including the restrooms, kitchen, and sleeping rooms will be sanitized and
cleaned at least daily if the shelter is to remain open for several days. There are currently 14 cots that
can be used for a shelter.

If an emergency arises, volunteers/staff must call 911 and take reasonable actions during the incident.
Any emergency or incident must be documented on the Incident Form (Appendix D) and promptly
returned to the Site Lead/Manager and City EM. The Site Lead/Manager or City EM must also be notified
that 911 has been called.

The shelter will serve guests with special needs (non-medical) to the best of our ability. Partnering with
community organizations and networks is one way to identify populations and individuals with access
and functional needs (AFN) in Watertown. Community resources and networks could include but are not
limited to assisted living and nursing home facilities, community health workers, parent/caregiver
support programs, faith-based organizations, and schools. Ways to serve guests with special needs (non-
medical) include, but are not limited to the following:

=  Wheel-chair access entrances

=  Provide a separate/quite stimulation area
=  Ensure power/electricity is accessible

= Ensure restrooms are available

Deactivation of Center with Extended Hours/Shelter

Closure begins the process of returning the center with extended hours or the shelter to a pre-activation
condition. The City EM and the Site Lead/Manager will determine when the center with extended
hours/shelter is no longer needed and will request de-activation.

Center with Extended Operational Hours
e  Warming Center
o Intermittent power outage has been restored
e Cooling Center
o The NWS has canceled the excessive heat warning — OR —
o Intermittent power outage has been restored

Shelter
e  Warming Shelter
o Extended power outage has been restored — OR —
o The NWS has canceled the wind chill advisory
e Cooling Shelter
o Extended power outage has been restored — OR -
o The NWS has canceled the excessive heat warning

Guests will be notified when the center with extended hours/shelter closes, and the city’s website and
social media will be updated. All belongings must be taken by the guests. Individual guests, staff and
volunteers are accounted for prior to departing. The Logistics Lead/Coordinator will report to the Site
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Lead/Manager inventory of all the supplies used and reporting anything needed for future events.
Center/Shelter staff will confirm that the location has been returned to its pre-activation condition, all
supplies are gathered and accounted for, and the location is secure before leaving. Returning the shelter
to its normal function could include the following:

Sweep/mop/vacuum sleeping all areas used.

Wipe down all areas with bleach solution or Clorox wipes.
Sanitize any cots that were used.

Empty all garbage cans if needed and place bags in the hallway
Collect any paperwork and supplies

17
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APPENDIX A
JITT (Just In Time Training)

Position: Warming Center/Shelter Volunteer
Reports to: City Emergency Management or Lead Volunteer Coordinator

Role: Facilitate a safe and healthful shelter environment for community members in need; assist them
with requests for resources; provide hospitality and fellowship.

Qualifications: Volunteers must be aged 18 or older and pass a background check.

Check In
Check in: sign in and put on ID badge
Review job assignment, become familiar with primary tasks and reporting structure
Receive briefing on situational awareness, risk communication, safety, and other pertinent
information as needed from supervisor or other designee (person you are succeeding)
v Receive JITT from supervisor or designee
v' Review health & safety procedures

AN

Duties

v Sign “guests” (by first name and last initial only) into and out of the center/shelter (sign out if

they are leaving the grounds)

Provide a cot (if needed and available)

Escort each guest to their cot and sleeping room (if needed)

Educate the guests about the amenities on site and provide referrals for resources not available

on site (Examples may include Disability and Resource Center, Salvation Army, and other health

and human services).

v Record any needs, concerns, suggestions, or incidents in the Unit Log which occur during your
shift

v/ Maintain a quiet and respectful atmosphere

v’ Call 9-1-1 for any assistance if guests will not comply with respectful behavior toward all shelter
occupants or substance use in building, or become threatening

v’ Provide a site tour and situation briefing to your volunteer successors!

DN

Check Out
v" Sign out
v Sign and date entries in log (attached to volunteer sign in clip board)
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Name:

The Person You Report To: Site Lead/Manager Name: Phone:

Reporting To You Are: N/A

Purpose: To greet and register guests as they enter the center/shelter

Qualifications: No specific qualifications required.

Check-In:

O Sign-in at Workforce Staging Area.

O Sign-out resource packet, if appropriate.

O Review Job Action Sheet.

0O Receive and put on identification (vest, id badge, etc.) as appropriate

0 Sign necessary forms, if applicable (confidentiality forms, etc.).

O Attend briefing.

O Report to your assigned area before beginning duties as needed.

Duties:

O Ensure station has appropriate guest forms and equipment needed (clipboards, pens, pencils,
etc.).

O Ensure station is set up properly.

O Greet guests as they enter.

0O Recognize guests with special needs. Alert Site Lead/Manager to send appropriate
Volunteer/staff to assist guest as appropriate.

O Provide guests with any registration materials and forms.

0O When Greeter/Registration Group Staff reports disruptions and changes in guest flow, report to
Site Lead/Manager.

O Ensure accuracy and completeness of guest forms if necessary.

O Refer guests’ questions to the appropriate person.

0 Maintain adequate supply levels. Contact a staff/volunteer member for additional supplies as
appropriate.

0 Provide routine progress and/or status reports to Site Lead/Manager.

0 Monitor colleagues and guests for signs of fatigue or distress. Notify the person you report to as
appropriate.

O Perform other duties as assigned and approved by the person you report to.

Check-out:

a

0OO00D0OD

When relieved, hand in all documents, including the Job Action Sheet with feedback, to the
person you report to.

Participate in scheduled debriefing at shift change or close of center/shelter.

Return to Workforce Staging Area.

Return identification (vest, id badge, etc.) as appropriate.

Pick up exit materials, as appropriate.

Sign-out.
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Logistics Lead/Coordinator

Name:
The Person You Report To: Site Lead/Manager Name: Phone:
Reporting To You Are: N/A

Purpose: Supply Demand

Qualifications: No specific qualifications required.

Check-In:
O Sign-in at Workforce Staging Area.

O Review Job Action Sheet.
O Receive and put on identification (vest, id badge, etc.) as applicable.
O Sign necessary forms, if applicable (confidentiality forms, etc.) if applicable.
0 Attend briefing if applicable.
O Report to your assigned area before beginning duties as needed.
Duties:

O Ensure station all functional areas of operations have the necessary supplies to maintain
adequate levels of care (ordering supplies, maintaining inventory of supplies, distributing
supplies, assessing availability of resources, etc.) Report any update to Site Lead/Manager.

Q Perform other duties as assigned and approved by the person you report to.

Check-out:
O If applicable, hand in all documents, including the Job Action Sheet with feedback, to the person
you report to.
Participate in scheduled debriefing at shift change or close of shelter if applicable.
Return to Workforce Staging Area if applicable.
Return identification (vest, id badge, etc.) if applicable.
Pick up exit materials if applicable.
Sign-out.

OD0O0D0D
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Volunteer Coordinator

Name:

The Person You Report To: Site Lead/Manager Name: Phone:

Reporting To You Are: N/A

Purpose: Volunteer Support and Lead

Qualifications: No specific qualifications required.

Check-In:
O Sign-in at Workforce Staging Area.
0O Review Job Action Sheet.
O Receive and put on identification (vest, id badge, etc.) if applicable.
O Sign necessary forms, if applicable (confidentiality forms, etc.) if applicable.
Q Attend briefing if applicable.
O Report to your assigned area before beginning duties as needed.
Duties:
Q Ensure all volunteers are trained, oriented, scheduled and supported.
0 Utilize and develop materials as needed (working agreements, schedules, etc.).
O Send out alerts on WEAVR if applicable and track responses.
Q Perform other duties as assigned and approved by the person you report to.
Check-out:
O If applicable, hand in all documents, including the Job Action Sheet with feedback, to the person
you report to.
O Participate in scheduled debriefing at shift change or close of center if applicable.
0O Return to Workforce Staging Area if applicable.
0 Return identification (vest, id badge, etc.) if applicable.
O Pick up exit materials if applicable.
Q Sign-out.
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Facility Lead

Name:

The Person You Report To: Site Lead/Manager Name: Phone:

Reporting To You Are: N/A

Purpose: Ligison Point of Contact

Qualifications: No specific qualifications required.

Check-In:

a

0O000D

Duties:

Q
Q

Sign-in at Workforce Staging Area.

Review Job Action Sheet.

Receive and put on identification (vest, id badge, etc.) if applicable.

Sign necessary forms, if applicable (confidentiality forms, etc.) if applicable.
Attend briefing if applicable.

Report to your assigned area before beginning duties as needed.

Instruct Site Lead/Manager of facility’s logistics and operating procedures.
Ensure the facility is in good condition before the center/shelter opens and after the

center/shelter closes by performing a walk-through with the Site Lead/Manager.

Q Perform other duties as assigned and approved by the person you report to.
Check-out:
O If applicable, hand in all documents, including the Job Action Sheet with feedback, to the person
you report to.
O Participate in scheduled debriefing at shift change or close of center if applicable.
0O Return to Workforce Staging Area if applicable.
0 Return identification (vest, id badge, etc.) if applicable.
O Pick up exit materials if applicable.
Q Sign-out.
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Finance and Administration Coordinator

Name:

The Person You Report To: Site Lead/Manager Name: Phone:
Reporting To You Are: N/A

Purpose: Monitor Costs

Qualifications: No specific qualifications required.

Check-In:
O Sign-in at Workforce Staging Area.

O Review Job Action Sheet.
O Receive and put on identification (vest, id badge, etc.) if applicable.
O Sign necessary forms, if applicable (confidentiality forms, etc.) if applicable.
Q Attend briefing if applicable.
O Report to your assigned area before beginning duties as needed.
Duties:

O Keep track of guest registration logs as applicable.
O Lead data collection for costs incurred from the warming shelter.
Q Perform other duties as assigned and approved by the person you report to.

Check-out:
O If applicable, hand in all documents, including the Job Action Sheet with feedback, to the person
you report to.
Participate in scheduled debriefing at shift change or close of center if applicable.
Return to Workforce Staging Area if applicable.
Return identification (vest, id badge, etc.) if applicable.
Pick up exit materials if applicable.
Sign-out.

OD00O0O0
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Security Lead

Name:

The Person You Report To: Site Lead/Manager Name: Phone:

Reporting To You Are: N/A

Purpose: Security and Safety

Qualifications: No specific qualifications required.

Check-In:
O Sign-in at Workforce Staging Area.
0O Review Job Action Sheet.
O Receive and put on identification (vest, id badge, etc.) if applicable.
O Sign necessary forms, if applicable (confidentiality forms, etc.) if applicable.
Q Attend briefing if applicable.
O Report to your assigned area before beginning duties as needed.
Duties:
O Implement safety plan for the warming shelter.
O Check for potential hazards and respond to any incident.
O Ensures all areas of the center designated as off-limits are properly secured and routinely
checked for security breaches. Report all updates to the Site Lead/Manager.
Q Perform other duties as assigned and approved by the person you report to.
Check-out:
O If applicable, hand in all documents, including the Job Action Sheet with feedback, to the person
you report to.
O Participate in scheduled debriefing at shift change or close of shelter if applicable.
0O Return to Workforce Staging Area if applicable.
0 Return identification (vest, id badge, etc.) if applicable.
O Pick up exit materials if applicable.
a Sign-out.

24

30




Section 5, Item G.

Site Lead/Manager Job Action Sheet

Reports to: Director

Reporting to you: Logistics Lead/Coordinator, Volunteer Coordinator, Facility Lead, Intake/Exit/Runner
Lead, Security Lead, Finance and Administration Coordinator, and as needed the Police Department and
Emergency Medical Services.

Initial Duties and Responsibilities:

Read through this Job Action Sheet.

Wear “Site Lead/Manager” vest as applicable.

Determine the staff/volunteer necessary for the warming shelter with the Director and
Volunteer Coordinator.

Distribute Job Action Sheets as applicable.

Supervise set-up and sign placement.

Hold a meeting/briefing with all staff before opening, explaining key points, and emphasizing
importance of “Guest Flow.”

Notify Director when the warming shelter is opened to the public.

Keep constant communication with the Director, alert the Director of any problems or needs.

Intermediate Duties and Responsibilities:

Assign, re-assign additional staff/volunteers to various areas, if necessary.

Check with Registration Lead to ensure they have sufficient forms, exit materials, etc. as
applicable.

Work with police at the shelter to handle all security issues.

Extended Duties and Responsibilities:

Monitor staff/volunteers for mental health needs.

Check with staff/volunteers as they close out their function to see if they need to be assigned
elsewhere.

Ensure each staff/volunteer person has closed out their function by completing their “extended
responsibilities.”

Supervise clean-up and closure.

Dismiss staff after indicating to them when the debriefing meeting will take place.

Just-in-Time Training/Staff Training

Gather staff and conduct brief training. Let everyone know that you’re in charge. Keep the training
succinct and to the point. Here are some things you should include:

Importance of wearing identification and vests as applicable.
Purpose of warming shelter.

Use of job action sheet.

Who each person is supposed to report to.

How to sign in and sign out.

Anticipation of shelter’s operation time.
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When/where to take breaks.
Triage methods.
Use of Personal Protective Equipment i.e. masks, gowns, gloves (if applicable).
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Director Job Action Sheet

Reports to: City Emergency Manager (EM)
Reporting to you: Site Lead/Manager

Initial Duties and Responsibilities:
e Read through this Job Action Sheet.
e Wear “Director” vest as applicable.
e Determine the staff/volunteer necessary for the warming shelter with the Site Lead/Manager.
e Distribute Job Action Sheets as applicable.
o Notify the City Emergency Manager when the warming shelter is opened to the public.
e Keep constant communication with the city Mayor, alert the city Mayor of any problems or
needs.

Intermediate Duties and Responsibilities:
e Check with Site Lead/Manager to ensure they have sufficient forms, exit materials, etc. as

applicable.

Extended Duties and Responsibilities:
e Supervise clean-up and closure.
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APPENDIX B
Watertown Shelter Guidelines and Rules and Registration/Intake Form
WELCOME

Everyone is welcome at the Watertown emergency shelter(s). Watertown makes no discrimination as to
nationality, race, religious beliefs, disability, political opinions, sexual orientation, and gender identity.
We hope your stay here will be as pleasant as possible under the circumstances. Please take a few
minutes to read this sheet as it contains important information that you will need about staying in the
warming shelter. Please do not hesitate to contact any of the shelter staff or volunteers if you have any
questions or concerns.

REGISTRATION

Please sign in at registration if you have not already done so. Registration is required so we have the
records necessary to help you. All registration information is kept confidential. Please sign out and notify
staff and volunteers of your departure.

1. lam 18 years of age or older. Please note that families are allowed with children under the age
of 18, however you must be their parent or legal guardian and are responsible for monitoring
them at all times during your stay at the warming shelter.

2. lamrequired to sign in and out of the shelter. | will notify staff if | am not returning.

3. All guests are welcome to use the restroom or other parts of the facility open to all guests. A
volunteer can assist you with locating these areas.

4. |agree to behave calmly and respectfully. | understand that any threats or aggression, physical
or verbal, or damage to property, or violation of the warming shelter rules could be cause for
me to be asked to leave.

5. lunderstand that the volunteers cannot and will not offer me a ride, give or loan me money, or
give me any other items of monetary value. | agree not to ask volunteers for such things.

6. 1 will clean up after myself and maintain the appropriate hygiene. | also understand | must be
dressed appropriately at all times.

ALCOHOL, ILLEGAL DRUGS, WEAPONS, AND SEXUAL ACTIVITY
7. lagree not to bring in any alcohol, illegal substances / drugs, or weapons. | agree to not smoke
in the shelter or on the host site grounds. | understand there is a zero-tolerance policy for using

sexual activity, alcohol, illegal substances/drugs and smoking at the shelter and | will be asked to
leave, and the police will be called if | violate this policy.
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PETS

8. Please arrange for any pets upon entering the shelter. The Watertown Humane Society may be
contacted to assist if your pet needs a safe, warm place. Service animals are acceptable in the
shelter.

MEDICAL PROBLEMS AND INJURIES

9. lagree that | must be functional and able to take care of myself while at the shelter if | do not
have a caregiver.

10. If you have any functional and/or access needs, special equipment, supplies replaced, or special
requirements, such as food allergies, please tell the registration staff upon your arrival at
registration sign in.
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Watertown Shelter Guidelines and Rules and Guest Registration/Intake Form

I have read and understand the guidelines and rules of the shelter and agree to follow them. My

information will be kept confidential except for staff or volunteer need to know. My information will be

shredded within three days upon closure of the Emergency Supplemental Shelter.

Print First Name Print Last Name

Date of Birth (DD/MM/YYYY)

For families:
Please print each child’s name and age:

1. Age Gender___
2. Age Gender___
3. Age Gender_
4, Age Gender____
5. Age Gender___
6. Age Gender__
7. Age Gender___
8. Age Gender__

Your Cell Phone Number

Emergency Contact Person Name and telephone number

1. Please list any medical conditions and related medications you take that staff might need to
be aware of during your stay at the warming shelter. By revealing and signing this, | am
allowing staff and volunteers to have access to this part of the application. | agree that | must be
functional and able to take care of myself while at the warming shelter. If | cannot verbally
communicate, follow basic check in or other procedures or are at risk due to intoxication or
other medical issues, | will be referred to elsewhere.
2. Areyou required by law to register with any state or local government agency for any reason?

Yes No
If yes, please provide details:

Signature Date

Volunteer Name (Print) Volunteer Signature

Date
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APPENDIX C

Emergency Center/Shelter Incident or Accident Report

THE CITY OF

WATERTOWN

Opportunity runs through it.

INCIDENT REPORT

Immediate concern should always be for the comfort and well-being of an injured patron, or citizen. Telephone a
police rescue unit (9-911) for a serious injury, or give first-aid if necessary, before completing the report. Please print
all information on the report. This form is for non-employee incidents on City property. This form does not replace
the Worker’s Compensation form or the Police Reports from trip and falls. This is a form for documenting potential
accident claims as they happen. Return completed reports to the Clerk/Treasurer Department.

INJURED PERSON:

Name:

Sex: Male Female

Parent, or Guardian Name if injured is a minor:

If minor, was child supervised? Yes No
Name of person supervising child:

Address:
City:

State: Zip Code:

Phone: (Home) (Cell)

INCIDENT INFORMATION:

When did the incident occur? Date: Time 16:00_ p.m. (circle one)
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Where EXACTLY in the building did the injury occur?

If the injury occurred outside of the building, determine and describe the EXACT location (include such facts as
feet from the building, under the overhang, etc.)

Describe what happened. See attached

Was incident site inspected immediately?  Yes No__ X

Inspected by:

Who reported the incident and when and how (verbally, paper, etc.) was the incident reported?

Describe conditions as seen.

Was photograph(s) taken of incident scene? Yes No

INJURY INFORMATION:

Describe in detail the injury (if more space is needed please continue on back of page),

Did the person refuse medical attention by staff? Yes No
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Did the injury require an ambulance, and/or police response? Yes No__ X (circle one or both)

If first-aid/treatment was given, who performed it?

Did the injury require professional medical attention? Yes No

If so, where? . If known name of physician, or hospital.

Describe in detail the care given.

Did the person return to the activity? Yes No

ADDITIONAL INFORMATION:

Additional paperwork attached: Yes No

If yes, describe.

WITNESSES INFORMATION:

Witnesses Name:

Address:

City, State, Zip Code:
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Telephone No:

Witnesses Name:

Address:

City, State, Zip Code:

Telephone No:

Witnesses Name:

Address:

City, State, Zip Code:

Telephone No:

Witnesses Name:

Address:

City, State, Zip Code:

Telephone No:

Name of person(s) completing this report. (Sign, Print Name and Date).

Sign Name Print Name Date
Signed
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Appendix D: Volunteer Information
Wisconsin Emergency Assistance Volunteer Registry (WEAVR)

WWW.Weavrwi.org

Section 5, Item G.
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http://www.weavrwi.org/

Section 5, Item G.

Appendix E: Staff and Volunteer Agreement

The mission of the Center/Shelter is to ensure that our residents have a safe space during inclement
weather so that they may not be physically put in harm’s way due to extreme weather conditions. We
aim to create a space that is physically and emotionally safe for all, regardless of race, ethnicity, religion,
gender, gender identity, or sexual orientation.

As a staff member or volunteer of the Center/Shelter, | agree to the following:

| support the mission and values of the Center/Shelter, as stated above.

I am willing to follow directions and abide by decisions made by the managing staff of the
Center/Shelter.

| will keep my commitments to the Center/Shelter.

I am willing to function as part of a team.

I am willing to follow protocols regarding reporting of abuse of children and other vulnerable
populations.

| understand that the Center/Shelter is not an appropriate place for religious proselytizing, or
any form of manipulation or pressure.

Name (Print):

Signature:

Date:
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Appendix F: Potential Supplies for Center/Shelter

Section 5, Item G.

U Registration Forms,

Intake forms and other
forms

[ Signage

O Communications
app

O Large bulletin/wipe

boards/cork boards to post
information/updates

O Plans/binders/checklists

U Floor plans/Flow

O Cones/Stanchions

U Cell phones/2-way
radios (for staff)

U Tables O Chairs [ Storage containers/bag U Blow horn/speaker
U Paper O Pens U Sharpies/Markers O Scissors
O Generator O Fans O Ramp ] Wheelchairs/Walkers/

Canes

O Vests

O Food and snacks — be

aware of allergies as much
as possible

O Personal Care kits

O Duct Tape

O Extension Cords

U Children’s Toys if
available

[ Caution Tape

U Regular tape

U Power Surge Strips O Water U Internet [J Computers/laptops for
staff
[ Cots as needed LI Phone chargers for staff | [J Blankets U Cleaning Supplies

O Basic First Aid Kit

[ Medical waste disposal

(red bags, sharps
containers, etc)

[J Extra Bathroom
Supplies

O Gloves/Masks/Gowns

[J Face masks for staff

[J Hand Sanitizer and Soap

[ Heavy duty garbage
bags

O Trash cans

O Facial tissues

O Cups

U Napkins

O TV if possible
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Appendix G: Watertown Center/Shelter Activation Checklist

Section 5, Item G.

Site Lead/Staff Member:

Site Location and Address:

Date of Activation:

Conditions upon Arrival:

U Good L] Satisfactory

1 Poor

Comments:

Facility Readiness

Water Faucets Operational

If No, note problems

Kitchen/Problems:

U Yes L No*
0 Yes [J No* Women'’s bathroom(s)/Problems:
0 Yes [J No* Men’s bathroom(s)/Problems:

Toilets Operational

If No, note problems

Women'’s bathroom(s)/Problems:

U Yes [1 No*
[ Yes [J No* Men’s bathroom(s)/Problems:
Lighting Note Any Issues/Problems:
U Yes L1 No
Heating Note Any Issues/Problems:
U Yes [0 No
Power Note Any Issues/Problems:
O Yes [ No
Generator Note Any Issues/Problems:
O Yes [ No
Layout and Signage
] Yes ] No Registration Area Set up
] Yes [J No Flow Directors Set up
] Yes [J No Emergency Exits Clearly Identified
[ Yes [J No Area Designators Set up
[ Yes [ No Signage Posted

Additional Comments:
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Appendix H: Watertown Center with Extended Operational Hours /Shelter Sign-In Sheet

Section 5, Item G.

Name (Last, First) Contact Info/ Type of Assignment Time Time | Confirmed
Telephone Staff/Volunteer In Out (Initial by
number (Staff, MRC, Staff)
CERT,
WEAVR, other
volunteer)
39
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Appendix I: Guest Health Screening

A wellness check will take place for all staff/volunteers and guests when entering the center with
extended operational hours/shelter. Everyone will be asked the following question:

Do you or anyone in your family have any of the following symptoms?

=  Fever

=  Cough

= Sore Throat

=  Fatigue

=  Muscle Aches
= Chills

= Runny Nose/Congestion
=  Nausea/Vomiting

40

46




Section 5, Item G.

Appendix J: Watertown Public Library Floorplan

* Designated Rooms for Sleeping
A Room if Needed for Symtomatic Individuals

- Room if Needed for Allergies to Service Animals

Main St.

Entrance/ Exit

Ertrance/ Exit

South Washington St..

South Water St.

Emmett 5t.
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Appendix K: Watertown Senior and Community Center Floorplan
* Designated Rooms for Sleeping

A Room if Needed for Symtomatic Indivisduals

- Room if Needed for Allergies to Service Animals

Main Level - Watertown Senior & Community Center

Section 5, Item G.
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Lower Level - Watertown Senior & Community Center
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617 Washington Strg Section 5, Item H.

SURE"FIRE, INC. Horicon, Wwrscomsmroouoz

Office (920) 485-4883
Fax (920) 485-4075
www.SureFirelnc.com

CONTRACT PROPOSAL

Kevin Schoeffel
Watertown Public Library
100 S. Water St.
Watertown, W1 53094

Sure Fire Inc. will perform the following maintenance as requested, per manufacturers recommended
maintenance schedule:

Fall Trip

Heating system tune-ups will include but not be limited to cleaning plenums and blower
compartments, replacing belts, checking blower components, lubricating necessary parts,
checking electrical connections, checking amps and voltage, checking system controls, cleaning
burners and flame sensors, checking burner operation, making necessary adjustments, and

checking safety controls.
Spring Trip

Cooling system tune-up on all units will include but not be limited to washing condenser coils,
checking and adjusting blower components including lubricating all moving parts, checking and
tightening electrical connections, checking motor volts and amps, cleaning condensate drains,
checking operating refrigerant pressures, checking safety controls, checking thermostat

operation.

Equipment: (1)- boiler (2)-mini splits (6)- RTU'S (3)-Air handlers (3)- condensing units (3)-pumps
(1)-exhaust fan (1)-electric heater

Filter changes will be made with customer supplied filters during the spring and fall visits.
HVAC controls maintenance to be provided separately by United Systems Associates

Cost of maintenance for the year $6500.00

Any items of concern found during the inspection will be brought to your attention. Repairs will be made
only after your authorization at a 15% discount.

e -

Authorized signature: 7?#_7/ =71 Date: Z/ £ 2 /?[/
Rob Eberhardt, Service Manager

Acceptance of Proposal — The above prices, specifications and conditions are satisfactory and are

hereby accepted. You are authorized to do the work as specified.

Date of Acceptance: Signature:

HVAC MECHANICAL CONTRACTING SINCE 1947
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THE CITY OF

WATERTOWN

Watertown Public Library
Lobby Use Policy

The Library Board seeks to balance the rights of citizens in public places with the right
of library customers to seek information in a pleasant atmosphere.

Solicitation, canvassing, and gathering is generally not permitted in the common spaces
of the Watertown Public Library (lobbies, foyers, hallways, restrooms, and similar
spaces) nor is the same permitted on property under the control of the Library Board of
Trustees. This general prohibition is subject to the exceptions outlined below.

Solicitation and canvassing is not allowed within staff work areas and the staff lounge.

DEFINITIONS:

1. “Soliciting” is defined as the sale or distribution of merchandise, sales materials,
tickets, insurance, coupons, magazine subscriptions, political campaign material,
or anything not connected with the work of the Library.

2. “Canvassing” is defined as petitioning or distributing written materials or soliciting
for political, charitable or religious purposes.

3. “Gathering” is defined as a group of two or more individuals meeting for any
purpose.

4. Library property, as referenced in this policy, includes the library building, parking
lot, grounds, entrance, and any such similar property under the control of the
Library Board pursuant to Wis. Stat. 843. Canvassing and solicitation is allowed
on the public sidewalk, subject to securing approval from Library personnel and
any applicable municipal government authority. Blocking of egress to the library
is not allowed.

The Library staff and Friends of the Watertown Library may take surveys related to
library business in any part of the library.

The Friends of the Watertown Public Library (“Friends”) and similar charitable
organizations benefiting the Library may solicit membership and donations. Library staff
may receive money to be passed on to the Friends or such similar charitable
organizations.

Library book sales and other Friends’ fundraisers may be held in the library as long as
the proceeds directly benefit the Library. Library staff may receive money to be passed
on to Friends.

Materials by a library-sponsored performer or author may be sold in conjunction with the
event.

Limited selling activity by library staff members to other library staff members is allowed
in the staff lounge of the library.

January 2022
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WATERTOWN PUBLIC LIBRARY
BOARD OF TRUSTEES
DIRECTOR’S REPORT

For April 2024

Libby:

Audio and Ebook Checkouts
2023 2024

January: 3,591 4,028

February: 3,274 3,630

March: 3,729 3,934

April: 3,210 3,832

May 3,484

June: 3,607

July: 3,712

August: 3,744

Sept. 3,614

October 4,044

November 3,837

December 3,836

Totals 43,683 15,424

Section 7, ltem A.

Physical Circulation for 23,748
April

APRIL Libby: 3,832
APRIL Hoopla 692
2024 Monthly Total 28,472
2023 Monthly Total 26,593

New Cards;

124
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Library Director’s Notes:

April 30 was Brittany Fiete’s last day at the library. With Brittany’s departure (she
was going to take over ILL responsibilities) Lynn has volunteered to add another
responsibility to her plate. Cari has been teaching Lynn how to complete the state
Interlibrary Loan requests and all is going well! My continued thanks to Lynn for
stepping up and taking on new responsibility. A representative from WisCat will
eventually stop in to teach Lynn the state’s new ILL system.

| am anticipating a big staff change later in the year. Kevin and | recently met with
United Systems to talk about maintenance of the HVAC system. This proposal is on
the agenda for your consideration. Kevin also spoke to Sure-Fire about a
maintenance plan for the roof units, boiler, pumps, etc. Kevin would like to negotiate
that price down as comes with a $6,500 price tag.

Two positions have been filled. Amanda Main will join the team as a PT Library
Assistant in the Circulation Dept. for her initial training. Fallon Booth will join the
team as a Library Page. Both resolutions are included in the packet.

A reminder that Stephanie Curtis and | will present at WAPL on May 2 in Stevens
Point. The name of our program is “The Dynamic Duo: A Tale of Two
Organizations Coming Together to Work Towards a Common Goal of
Strengthening Families”.

John Katisch has returned! We are all happy to welcome him back to Wisconsin.
He’s already mowed the grass and grouted the rocks in our Little Library. With
onset of warm weather, we will start to plant flowers around the building. John is
also cleaning out the planters.

Hearing Loop plans are moving forward. Waukesha County processes all the
needed specs for the project on behalf of Bridges. As previously noted, | will keep
you informed on the process and any outstanding costs to the library.

A reminder to check that your Friends of the Library membership is up to date. Also,
if you would know a local business or organization that would want to be a monthly
coffee sponsor, your willingness to reach out on behalf of Friends is greatly
appreciated!
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The newest member of the library team is already making an impact. Noah has
created more videos for FB/IG promoting library services!

We’ve had two roof leaks in the facility, one on the 1984 side and one on the new
addition. A-Team Roofing came out and found many areas that needed attention.

In addition; last month | noted in my report that we had to replace a belt on the lift. It
is not part of the service contract but the lift is a necessity to daily operations.

Hoopla checkouts were reduced down to 2 starting on May 1. A social media post

noted the changes. As anticipated, patrons are not happy but costs were
unsustainable. This was a system-wide decision.

Monthly Department Information

Adult:

~Jamie

Children’s:

We had a great month of April in the Children's Department! We started off the
month with National Library Week and kicked off our library-wide tea theme with a
Dino Tea Party. We did have registration for the program and it filled up fairly
quickly with a wait list. Kids and their families were able to have some fun snacks,
do a dino and proper lady or gentleman activity walk and were served "tea" (apple

juice or lemonade) by our library dino Rex. © It was a lot of work, but a lot of fun
as well! | was able to attend Schurz Elementary School's Family STEM Night in
April, as well as had an opportunity through Bridges Library partners to visit
Whitewater's Community Space. They invited member youth librarians to come
"shop"” for free through their donated children's books. The chosen books can be
given as prizes, added to the collection, or used for programming. | was able to find
157 great books that I'll be either using for SLC prizes or adding to the collection. |
also rolled out our 500 Books Before Middle School program in April, which is for
children kindergarten through 5™ grade and has a goal of participants reading 500
books independently before they reach middle school. This new program is
sponsored by Friends of the Library! We had 49 kids sign up in our first 3

weeks! I'm really excited to offer a year-round incentive program for our elementary
age kids to help encourage excitement and the love of reading. I've already had
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multiple parents of kids who are registered say how excited they are to decorate
another star after they've read a book, and that, to me, is a great indicator that it is
already doing exactly what | had hoped... getting kids excited about reading! Stay
tuned for upcoming Summer Library Challenge programs and plans... I'm gearing
up for school visits and the start of the 2024 Adventure Begins at Your Library SLC!

~Tina

Teens:

"April was my last month at Watertown Public Library. | had many types of
programs, the first being an Apri Fools hangout where teens played funny card and
board games. | then had boba bingo, which the teens got super competitive with
(even though it is luck based), followed by the homeschool event where we learned
about gardening and painted flowerpots. Many teens enjoyed the teen snack and
chat, where | provided plenty of food for them to pick from and talk about whatever
they wanted with the other teens there. My final program that | actively ran was a
mini terrarium event, for teens to get their own little plant buddy to take home! The
program | was most excited to try out was a passive one- a Harry Potter themed
escape room kit that they could pick up and solve at home. This was a huge hit,
where | had to keep making more throughout the month since we kept running out!
This went over so well | created another escape room for teens to take home in
May!

Finally, | would like to say that | have really enjoyed my time here at WPL so much
and wish nothing but the best to everyone. | liked being able to meet the teens that
were regulars and get to know them, as well as creating programs that they could
enjoy. | learned so much during my time here and am excited for my future and
what lies ahead!"

~ Brittany

Circulation Department:
This month we are welcoming a new team member in circulation!

We have a fun guess the theme display and a new display table with items just

returned. It is front and center and both displays have been getting a lot of attention.

The video display features movies with yellow artwork! It is a fun way to get
exposure for some of the titles that usually live upstairs.
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Stop in and have a look at the awesome tiny art display that was created by many

talented patrons!

| hope everyone is enjoying the excitement of spring, the warmer days and the ever

interesting mix of clouds and rain, sun and wind.

~ Cari
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WATERTOWN PUBLIC LIBRARY
BOARD OF TRUSTEES
DIRECTOR’S REPORT

For April 2024

Libby:

Audio and Ebook Checkouts
2023 2024

January: 3,591 4,028

February: 3,274 3,630

March: 3,729 3,934

April: 3,210

May 3,484

June: 3,607

July: 3,712

August: 3,744

Sept. 3,614

October 4,044

November 3,837

December 3,836

Totals 43,683 11,592

Section 8, Item A.

Physical Circulation for
April

23,748

APRIL Libby:

APRIL Hoopla

2024 Monthly Total
2023 Monthly Total

26,593

New Cards;

124
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Library Director’s Notes:

April 30 was Brittany Fiete’s last day at the library. With Brittany’s departure (she
was going to take over ILL responsibilities) Lynn has volunteered to add another
responsibility to her plate. Cari has been teaching Lynn how to complete the state
Interlibrary Loan requests and all is going well! My continued thanks to Lynn for
stepping up and taking on new responsibility. A representative from WisCat will
eventually stop in to teach Lynn the state’s new ILL system.

| am anticipating a big staff change later in the year. Kevin and | recently met with
United Systems to talk about maintenance of the HVAC system. This proposal is on
the agenda for your consideration. Kevin also spoke to Sure-Fire about a
maintenance plan for the roof units, boiler, pumps, etc. Kevin would like to negotiate
that price down as comes with a $6,500 price tag.

Two positions have been filled. Amanda Main will join the team as a PT Library
Assistant in the Circulation Dept. for her initial training. Fallon Booth will join the
team as a Library Page. Both resolutions are included in the packet.

A reminder that Stephanie Curtis and | will present at WAPL on May 2 in Stevens
Point. The name of our program is “The Dynamic Duo: A Tale of Two
Organizations Coming Together to Work Towards a Common Goal of
Strengthening Families”.

John Katisch has returned! We are all happy to welcome him back to Wisconsin.
He’s already mowed the grass and grouted the rocks in our Little Library. With
onset of warm weather, we will start to plant flowers around the building. John is
also cleaning out the planters.

Hearing Loop plans are moving forward. Waukesha County processes all the
needed specs for the project on behalf of Bridges. As previously noted, | will keep
you informed on the process and any outstanding costs to the library.

A reminder to check that your Friends of the Library membership is up to date. Also,
if you would know a local business or organization that would want to be a monthly
coffee sponsor, your willingness to reach out on behalf of Friends is greatly
appreciated!
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The newest member of the library team is already making an impact. Noah has
created more videos for FB/IG promoting library services!

We’ve had two roof leaks in the facility, one on the 1984 side and one on the new
addition. A-Team Roofing came out and found many areas that needed attention.

In addition; last month | noted in my report that we had to replace a belt on the lift. It
is not part of the service contract but the lift is a necessity to daily operations.

Hoopla checkouts were reduced down to 2 starting on May 1. A social media post

noted the changes. As anticipated, patrons are not happy but costs were
unsustainable. This was a system-wide decision.

Monthly Department Information

Adult:

~Jamie

Children’s:

We had a great month of April in the Children's Department! We started off the
month with National Library Week and kicked off our library-wide tea theme with a
Dino Tea Party. We did have registration for the program and it filled up fairly
quickly with a wait list. Kids and their families were able to have some fun snacks,
do a dino and proper lady or gentleman activity walk and were served "tea" (apple

juice or lemonade) by our library dino Rex. © It was a lot of work, but a lot of fun
as well! | was able to attend Schurz Elementary School's Family STEM Night in
April, as well as had an opportunity through Bridges Library partners to visit
Whitewater's Community Space. They invited member youth librarians to come
"shop"” for free through their donated children’s books. The chosen books can be
given as prizes, added to the collection, or used for programming. | was able to find
157 great books that I'll be either using for SLC prizes or adding to the collection. |
also rolled out our 500 Books Before Middle School program in April, which is for
children kindergarten through 5™ grade and has a goal of participants reading 500
books independently before they reach middle school. This new program is
sponsored by Friends of the Library! We had 49 kids sign up in our first 3

weeks! I'm really excited to offer a year-round incentive program for our elementary
age kids to help encourage excitement and the love of reading. I've already had
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multiple parents of kids who are registered say how excited they are to decorate
another star after they've read a book, and that, to me, is a great indicator that it is
already doing exactly what | had hoped... getting kids excited about reading! Stay
tuned for upcoming Summer Library Challenge programs and plans... I'm gearing
up for school visits and the start of the 2024 Adventure Begins at Your Library SLC!

~Tina

Teens:

"April was my last month at Watertown Public Library. | had many types of
programs, the first being an Apri Fools hangout where teens played funny card and
board games. | then had boba bingo, which the teens got super competitive with
(even though it is luck based), followed by the homeschool event where we learned
about gardening and painted flowerpots. Many teens enjoyed the teen snack and
chat, where | provided plenty of food for them to pick from and talk about whatever
they wanted with the other teens there. My final program that | actively ran was a
mini terrarium event, for teens to get their own little plant buddy to take home! The
program | was most excited to try out was a passive one- a Harry Potter themed
escape room kit that they could pick up and solve at home. This was a huge hit,
where | had to keep making more throughout the month since we kept running out!
This went over so well | created another escape room for teens to take home in
May!

Finally, | would like to say that | have really enjoyed my time here at WPL so much
and wish nothing but the best to everyone. | liked being able to meet the teens that
were regulars and get to know them, as well as creating programs that they could
enjoy. | learned so much during my time here and am excited for my future and
what lies ahead!"

~ Brittany

Circulation Department:
This month we are welcoming a new team member in circulation!

We have a fun guess the theme display and a new display table with items just

returned. It is front and center and both displays have been getting a lot of attention.

The video display features movies with yellow artwork! It is a fun way to get
exposure for some of the titles that usually live upstairs.
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Stop in and have a look at the awesome tiny art display that was created by many

talented patrons!

| hope everyone is enjoying the excitement of spring, the warmer days and the ever

interesting mix of clouds and rain, sun and wind.

~ Cari
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Watertown Public Library Board of Trustees
Resolution #2024-2
Library Assistant

Be it resolved by the Watertown Public Library Board of Trustees, that

Section 10, Item A.

Amanda Main be employed as a Library Assistant (Circulation Desk focus) at the

rate of $16.37 per hour effective May 1, 2024. This position does not include
benefits.

Action Taken:
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Watertown Public Library Board of Trustees
Resolution #2024-2
Library Page |

Be it resolved by the Watertown Public Library Board of Trustees, that
Fallon Booth be employed as a Library Page | at the rate of $10.30 per hour
effective May 6, 2024. This position does not include benefits.

Action Taken:

Section 10, Item B.
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THE CITY OF

VA i WATERTOWN

PUBLIC LIBRARY BOARD OF TRUSTEES MEETING AGENDA
THURSDAY, APRIL 11, 2024 AT 5:30 PM
100 S. WATER ST., WATERTOWN, WI 53094 - 2ND FLOOR CONFERENCE ROOM

1. Call to Order/Roll Call
The meeting was called to order by Board President Chris Koppes at 5:32pm.
Members Present: Gerike, Murfeld, Oudenhoven, Kohls, Koppes, Wetzel, O’'Neil, Kneser
Members Absent: Burke
Also Present: Library Director - Peg Checkai, Head of Circulation - Cari Gunderson

2. Review Correspondence
a. Thank yous - Cindy Krysinski upon retirement; Educational Foundation of
Watertown on Collaboration from Jig Jog
b. Diane Fontain - Donation of $3,000
c. John Lane - Ask to post YMCA Campaign Building Fund

3. Citizens to be Heard - None.

4. New Business
a. Review Talk Read Play goals - Goals to be approved at May board meeting
b. Review with possible approval: The Library and Your Family Handout

**MOTION #1 per Gerike, seconded per Oudenhoven to approve the handout “The Library and
Your Family.”

Votes to approve: Gerike, Murfeld, Oudenhoven, Kohls, Koppes, Wetzel, O’'Neil, Kneser
Resolution: Motion carries.

**MOTION #2 per Oudenhoven, second per Khols to enter into closed session and reconvene
to open session after discussion.
Resolution: Motion approved per voice acclimation.

5. Unfinished Business

a. Library Board of Trustees Committee Members will convene into closed session
under Exemption Wis. Stat. 819.85(1)(e). Deliberating or negotiating the purchase
of public properties, the investing of public funds, or conducting “other specified
public business” whenever competitive or bargaining reasons require a closed
session. Convene with legal counsel for Library Board of Trustees regarding
proposed MOU.

b. Reconvene into Open Session
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c. Review and take action: possible motion to approve proposed MOU and send to
City Attorney

**MOTION #3 per Gerike, second per Oudenhoven to direct the Library Director to deliver the
DRAFT MOU to the City Attorney, Mayor’s Office, and City Council.

Votes to approve: Gerike, Murfeld, Oudenhoven, Kohls, Koppes, Wetzel, O’'Neil, Kneser
Resolution: Motion carries.

6. Director’s Report
a. Director Peg Checkai reviewed monthly highlights, budget and statistics.

7. Trustee’s Report
a. Discuss agenda for the May meeting
i.  Quarterly Review of WPL Strategic Plan
ii. Heating and Cooling Policy Review

8. President’s Report
a. Discuss and review: Contacts in official capacity.

9. Review and take action: Consent Agenda Items
a. Review and take action: Library Board of Trustees minutes - March 14, 2024
b. Review and take action: Library Board of Trustees: Special Finance Meeting
minutes - March 6, 2024

**MOTION #4 per Koppes, seconded per O’Neil to approve the consent agenda.
Votes to approve: Gerike, Murfeld, Oudenhoven, Kohls, Koppes, O’Neil, Kneser
Resolution: Motion Carries.

10. Work Session
a. Board Member Meet and Greet (dinner for members)
b. Library Board Continuing Education - Chapter 43 & Policies

****MOTION #5 per Koppes, seconded per Murfeld to adjourn meeting at 7:50pm.
Resolution: Motion approved per voice acclimation.

These meeting minutes are uncorrected and stand as such until approved at the next Board of
Trustees Meeting held on May 9, 2024.

Respectfully submitted,
Betsy Gerike, Secretary
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THE CITY OF

\&4i WATERTOWN

PUBLIC LIBRARY BOARD OF TRUSTEES FINANCE MEETING AGENDA
MONDAY, APRIL 29, 2024 AT 3:00 PM
100 S. WATER ST., WATERTOWN, WI 53094 - 2ND FLOOR CONFERENCE ROOM

Zoom Meeting ID: 853 2236 0495
Passcode: K3Qzq23J

CALL TO ORDER /ROLL CALL

Meeting called to order by Chris Koppes at 3:13 PM. In attendance: Chris Koppes, Tom Kohls,
Peg Checkai and Mark Stevens. Online: Zack Goodrow

Jarred Burke arrived at 3:16 PM

2. NEW BUSINESS
A. Review, discuss, and take possible action: Exploring Investment options for donations made

to the library.

Finance Committee members discussed the possibility of transferring remaining fundraising
funds from the money market account to another higher interest rate yielding investment
option. Mark Stevens provided information regarding the WI LGIP investment option, along
with current and historical interest rates. The library currently has funds in the investment pool.

https://doa.wi.gov/Pages/StateFinances/LGIP.aspx

Chris Koppes made a motion to:

Recommend to the Library Board to transfer the funds from the money market account
(...5014) at Ixonia Bank to the LGIP account, labeled as the Watertown Public Library account
and account balance monitored at the monthly board meeting. Motion second by Tom Kohls

Motion passed unanimously

B.

Review and discuss with possible action: Implications of 2024 budget expenditures.

Director Checkai provided current information to the committee regarding projected EOY Fund
1 balance based on impactful reduction in benefit expenses, current library staff levels, library
staff not replaced, maintaining library services while keeping PT staff under the 1200 hour
rolling average, and projected addition of new team members approved by the board. Based
on the 2024 Fund 1 allotment, the library was running a substantial deficit for library salaries.
Beginning in 2023 and continuing into 2024, many positions have not been filled when staff
resigned or retired to ease the effects of the unsustainable deficit.

Checkai requested a return to full staff based on these figures along with the current fund
balance in place. Burke proposed waiting until August to make this decision. Checkai noted
that this is after the conclusion of the Summer Reading Challenge, the busiest time of the year
for the library.

3. ADJOURNMENT

Koppes motioned to adjourned, second by Kohls.

Respectfully submitted;
Peg Checkai

These minutes are uncorrected until approved at the next Library Board meeting.
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Section 11, ltem D.

LIBRARY PERSONNEL AND POLICY COMMITTEE MEETING AGENDA

THURSDAY, APRIL 18, 2024 AT 3:30 PM

100 S. WATER ST., WATERTOWN, 2ND FLOOR CONFERENCE ROOM

1. CALLTO ORDER /ROLL CALL

Erin M. O'Neill called the meeting to order at 3:36 pm.

Roll call: Kohls, Merfeld, and O'Neill

Milssing: Sarah Oudenhoven

Also in attendance: Library Director Checkai who arrived at 3:48 pm

2. NEW BUSINESS
a. Review and discuss: Library Director's Evaluation and annual performance review process

Committee members agreed that the library director needs definitive goals that can be measured for
future evaluations. If a rating scale is to be used in the future, it would need to be pared down, and may
possibly include such ratings as: Exceeds Expectations, Meets Expectations, Below Expectations. The
idea is to save the subjective measurements for the library staff in their separate library director
evaluations. Also, "NO" (No Opinion) may be used on future evaluation forms for newer board
members who are not comfortable participating in the evaluation process. A performance evaluation
from another library uses "NO": "The employee's work performance in this area was not observed by
the rater during this rating period." Peg agreed that she needs to update the library director's job
description, which will then be used to assign goals based on such job description. Committee agreed to
meet again on Thursday, May 9 at 2:00 pm in the 2nd Floor Conference Room.

3. ADJOURNMENT
O'Neill made the motion to adjourn at 4:10 pm; seconded by Merfeld.

Respectfully submitted by:
Erin M O’Neill

These minutes stand uncorrected until the next Library Board meeting
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MONTHLY BUDGET 2024

Section 11, Item E.

- Annual Year BUGgeT 5 TXPSTTS
DeSCFI ph on Budget JAN FEB MAR APR To Date Remaining To Date
CITY FUNDS
SALARIES - City Funds
Staff (01-55-11-10) 646,500 41,816 50,794 51,196 49,202 193,008 453,492 29.85%
Longevity (01-55-11-12) 527 0 0 0 0 0 527 0.00%
Overtime (01-55-11-14) 0 9 0 0 26 35 -35
Retirement (01-55-11-33) 33,455 2,643 2,547 2,552 2,505 10,246 23,209  30.63%
Social Security (01-55-11-34) 43,762 2,505 2,990 3,015 2,893 11,404 32,358 26.06%
Medicare (01-55-11-35) 10,195 586 699 705 677 2,667 7,528 26.16%
Health (01-55-11-36) 106,704 6,814 6,814 6,814 6,814 27,257 79,447 25.54%
Life (01-55-11-37) 1,857 140 140 140 140 559 1,298 30.12%
Dental (01-55-11-38) 7,342 612 612 612 612 2,447 4,895 33.33%
TOTAL CITY FUNDS ‘ 850,342 55,123.84 64,596.41 65,034.51 62,868.87 247,623.63 602,718.37 29.12%
EXPENSES - Special Funds
Salaries and Benefits
Salary Reserve \ 32,615 0 32,615/  0.00%
Subtotal Salary Reserve ‘ 32,615 0 0 0 0 0 32,615 0.00%
AMSO Allocation (11-58-12-17)

AMSO Allocation 60,402 0 0 15,101 0 15,101 45301 25.00%
TOTAL AMSO 11-58-12-17 ‘ 60,402 0 0 15,101 0 15,101 45,301 25.00%
Supplies & Programs (11-58-12-18)
Adult Program 2,000 186 146 86 599 1,017 983  50.84%
Adult Summer Library Challenge 1,500 0 0 0 0 0 1500 0.00%
Children Programs 2,750 19 135 279 513 946 1804 34.40%
Children Summer Library Challenge 0 0 0 0 0 0 0
Teen Programs 2,000 140 275 178 207 799 1201 39.96%
Teen Summer Library Challenge 1,200 0 0 0 0 0 1200 0.00%
AV Supplies 1,200 86 0 0 45 130 1070 10.87%
Book Supplies 1,500 575 0 0 0 575 925 38.36%
Makerspace 1,750 0 0 14 151 165 1585 9.44%
Marketing 2,000 351 192 452 217 1,211 789 60.57%
Office & Library Supplies 7,500 74 124 5,069 1,702 6,968 532 92.90%
Photocopier Lease 4,800 0 795 250 457 1,502 3298 31.29%
Postage 500 0 0 0 10 10 490 1.91%
TOTAL 11-58-12-18 ‘ 28,700 ‘ 1,429.97‘ 1,666.16 ‘ 6,326.96 3,900.09 13,323.18 15,376.82 46.42%
|
Maintenance Contracts (11-58-12-19) \ \ \
Building and Equipment 8,500 0 0 360 0 360 8,140 4.24%
Software and Subscriptions 19,500 1,184 497 13,550 260 15,491 4009 79.44%
TOTAL 11-58-12-19 28,000 1,183.72 497.15 13,909.87 260.00 15,850.74 12,149.26 56.61%

68




MONTHLY BUDGET 2024

Section 11, Item E.

. . Annual Year BodgeT 5 TXOTTTS {
Descri pTIOh Budget JAN FEB MAR APR To Date Remaining To Date
Building Repairs & Supplies (11-58-12-20)

Janitorial Supplies 9,000 136 292 305 399 1,133 7,867 12.58%
Repairs & Expense 5,000 0 177 345 568 1,089 3,911 21.79%
TOTAL 11-58-12-20 14,000 135.98 468.94 650.00 966.96 2,221.88 11,778.12  15.87%
Property Insurance (11-58-12-21)

Property Insurance 8,500 0 0 0 0 0 8500 0.00%
TOTAL PROPERTY INSURANCE 11-58-12-21 8,500 0 0 0 0 0 8,500 0.00%
Dues & Fees (11-58-12-22)

Dues, Fees, ETC. 1,100 113 0 0 0 113 987 10.26%
TOTAL 11-58-12-22 1,100 112.88 0.00 0.00 0.00 112.88 987.12 10.26%
Continuing Education (11-58-12-23)

Continuing Education 1,200 180 0 375 0 555 645  46.25%
TOTAL 11-58-12-23 1,200 180.00 0.00 375.00 0.00 555.00 645.00 46.25%
Travel (11-58-12-24)

Travel 1,500 0 16 23 56 94 1,406 6.30%
TOTAL 11-58-12-24 1,500 0.00 15.61 22.71 56.15 94.47 1,405.53 6.30%
Utilities

Fuel (11-58-12-28) 20,000 0 1,754 1,244 2,998 17,002 14.99%
Electricity (11-58-12-30) 39,500 0 2,650 2,732 5,382 34,118 13.63%
Water (11-58-12-31) 4,500 0 325 354 347 1,026 3,474 22.81%
Telephone (11-58-12-32) 3,000 479 167 167 109 922 2,078 30.74%
TOTAL Utilities 67,000 479.41 4,896.18 4,497.64 455.91 10,329.14 56,670.86 15.42%
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MONTHLY BUDGET 2024

Section 11, Item E.

- Annual Year BUGgeT 5 TXPSTTS
DeSCFI ph on Budget JAN FEB MAR APR To Date Remaining To Date
Library Materials (11-58-12-46)

Adult Fiction 10,000 111 1,075 1,270 341 2,797 7,203 27.97%
Adult Nonfiction 9,000 51 696 1,420 493 2,660 6,340 29.56%
Adult Talking Books 4,500 437 39 52 48 575 3,925 12.79%
Children AUDIO 500 0 150 0 0 150 350 30.00%
Children Books 12,000 666 2,090 1,436 236 4,428 7,572 36.90%
Large Print 7,124 0 593 1,235 487 2,316 4,808 32.51%
Materials - (Non-books) 500 418 37 85 0 540 -40| 107.98%
Reference - Subscriptions 4,000 600 286 10 0 896 3,104  22.40%
Reference - Materials 500 0 0 0 0 0 500 0.00%
Young Adult Books 4,808 339 105 642 302 1,389 3419  28.89%
Subtotal ‘ 52,932 2,620.76 5,071.65 6,150.81 1,907.84 15,751.06 37,180.94 29.76%
Periodicals

Periodicals/Newspapers 5,407 54 614 1,128 2,328 4,123 1,284 76.26%
Seasonal Periodical Purchases 0 0 0 0 0 0 0

Subtotal ‘ 5,407 53.97 613.76 1,127.92 2,327.61 4,123.26 1,283.74 76.26%
AV Materials

DVD 7,000 90 316 623 504 1,532 5,468 21.88%
Lucky Day \ 2,000 110 84 169 110 473 1,527 23.65%
Subtotal ‘ 9,000 199.66 400.05 791.53 613.62 2,004.86 6,995.14  22.28%
Databases

BRIDGES - Databases 1,662 0 0 1,662 0 1,662 0 100.00%
Hoopla ($6,504 Grant) 12,000 0 1,569 0 0 1,569 10,431 13.08%
Movie License 616 0 0 616 0 616 0 100.00%
Newsbank Inc. 2,150 2,231 0 0 0 2,231 -81| 103.77%
Overdrive E-Content 4,732 0 4,732 0 0 4,732 0 100.00%
Overdrive Advantage 5913 0 0 5913 0 5,913 0 100.00%
TumbleBooks Inc. 800 799 0 0 0 799 1 99.88%
Udemy 0 0 0 0 0 0 0

Subtotal 27,873 3,030.00 6,301.09 8,191.00 0.00 17,522.09 10,350.91 62.86%
Technology

Fiber Optic - TEACH SERVICES 1,200 0 0 0 0 0 1,200 0.00%
Technology 2,000 60 1,650 393 531 2,634 -634 131.69%
Subtotal ‘ 3,200 59.99 1,649.98 392.85 531.00 2,633.82 566.18 82.31%
Café Charges

Café Charges 22,665 0 0 22,665 0 22,665 0 100.00%
Subtotal ‘ 22,665 ‘ 0.00‘ 0.00‘ 22,665.00‘ 0.00‘ 22,665.00 ‘ 0.00‘ 100.00%
TOTAL 11-58-12-46 121,077 6,751.66 14,036.53 39,319.11 5,380.07 65,487.37 55,589.63 54.09%
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MONTHLY BUDGET 2024

Section 11, Item E.

. . Annual Year BodgeT 5 TXOTTTS
Descri pTIOh Budget JAN FEB MAR APR To Date Remaining To Date
Donation Purchases (11-58-12-50)

Purchase from Donation 345 3,923 5,076 6,604 15,949

TOTAL 11-58-12-50 345.35 3,923.10 5,076.37 6,604.44 15,949.26

TOTAL SPECIAL FUNDS EXPENSES 331,479 10,618.97 25,503.67 85,278.66 17,623.62 139,024.92  208,403.34 41.94%
REVENUE - SPECIAL FUNDS

Fines (11-48-12-10) 1,500 100 94 70 92 357 1,143 23.79%
Misc. Fees (11-48-12-12) 5,000 312 439 290 510 1,552 3,448 31.03%
Use of Facilities Fee (11-48-12-14) 3,500 1 380 140 709 1,230 2,270 35.13%
Copier (11-48-12-18) will be adjusted for tax 7,000 185 639 408 634 1,866 5134  26.66%
Jefferson County Funds (11-48-12-22) 205,407 0 205,407 0 0 205,407 0 100.00%
Dodge County Funds (11-48-12-24) 81,012 0 81,012 0 0 81,012 0 100.00%
Adjacent County Funds (11-48-12-26) 6,060 0 6,060 33 0 6,093 -33| 100.54%
DONATIONS 11-48-12-27 20,000 1,373 9,397 0 5,909 16,679 3,321 83.39%
Annual Credit Card Rebate (11-48-12-56) 2,000 0 826 0 0 826 1,174) 41.30%
TOTAL SPECIAL FUNDS REVENUE 331,479 1,971.05 304,254.64 941.46 7,853.86] 315,021.01 16,457.99 95.03%
welraliei LIAULIGLEAE B2 gl L 1,181,821 65743 90,100 150,313 80,492 386,649 795172 32.72%
CITY FUNDS

2023 YEAR END FUND BALANCE 403,396.99

Reserved for Donations year end 2023 34,349.92

Unreserved Balance year end 2023 369,047.07

2024 YTD Balance Reserved for Donations 35,079.26
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2024 MAY BILLS LIST

Section 11, Item F.

INVOICE# VENDOR ACCT# ACCOUNT CLASSIFICATION AMT Notes CHECK#
IN14644345 |[Gordon Flesch 11-58-12-18 |Copy usage: computer lab, 3/11-4/4/24 19.52
IN14653592 |[Gordon Flesch 11-58-12-18 | Copy usage: computer lab, 4/4 - 4/19/24 15.02
IN14660246 |[Gordon Flesch 11-58-12-18 |Copy usage: Circ, Staff 3/22 - 4/19/24 155.15
SA042724 Susan Anderson [11-58-12-18  Children Programs (Family Yoga, April) 45.00

11-58-12-18
11-58-12-18
11-58-12-18
11-58-12-18
11-58-12-19
11-58-12-19
685725 Ace Hardware 11-58-12-20 |Repairs & Expense (previous credit applied) 12.22
685819 Ace Hardware 11-58-12-20 |Repairs & Expense 2.20
10426 Tri-County Mainter]11-58-12-20  Janitorial Supply 45.99
11-58-12-20
11-58-12-20
11-58-12-24
11-58-12-24
458482 Playaway 11-58-12-46 | Childrens Audio 149.98
042824 LIB MC Petty Cash 11-58-12-46 |Seasonal Periodicals 63.26
11-58-12-46
RF060324-02 |Push Button Gadg|11-58-12-50 Speaker Fee (Bridges Adult Prog. Grant) 300.00
040924 LIB MC Petty Cash 11-58-12-50 |Staff Lunch: Nat'l Library Workers Day (Friends) 112.80
BM04202024 [Beth Mueller 11-58-12-50 | Winter/Spring Read, Rhyme Rhythm (CR:GWCHF) 260.00
10426 Tri-County Mainter|11-58-12-50 |Floor mafs (Bld, Undesignated) 1661.00
TOTAL 2,842.14
FUND 11 EXPENSES
11-58-12-18 234.69 Office & Library Supplies
11-58-12-19 0.00 Maintenance Contracts
11-58-12-20 60.41 Building Repairs & Supplies
11-58-12-24 0.00 Travel Expense
11-58-12-31 0.00 Water
11-58-12-46 213.24 Library Materials
11-58-12-50 2333.80 Purchase from Donation
2,842.14
FUND 20 EXPENSES
20-58-12-60 ]
20-58-12-60 0.00 Capital Outlay 0.00
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