
CITY OF BURLINGTON

Administration Department
300 N. Pine Street, Burlington, WI, 53105

(262) 342-1161 - (262) 763-3474 fax
www.burlington-wi.gov

AGENDA
COMMITTEE OF THE WHOLE

Tuesday, February 4, 2020
6:30 p.m.

Common Council Chambers, 224 East Jefferson Street

Mayor Jeannie Hefty
Susan Kott, Alderman, 1st District
Theresa Meyer, Alderman, 1st District
Bob Grandi, Alderman, 2nd District
Ryan Heft, Alderman, 2nd District
Steve Rauch, Alderman, 3rd District
Jon Schultz, Council President, Alderman, 3rd District
Thomas Preusker, Alderman, 4th District
Todd Bauman, Alderman, 4th District

Student Representatives:
Thomas Martin, Student Representative (BHS)
Peter DeSmidt, Student Representative (CCHS)

1. Call to Order - Roll Call

2. Citizen Comments

3. Approval of Minutes (T. Bauman)

A. To approve the January 21, 2020 Committee of the Whole Meeting Minutes.

4. DISCUSSION:

2019 Update from the Racine County Economic Development Corporation (RCEDC) regarding
the Revolving Loan Fund (RLF) Grant Program.

5. RESOLUTIONS:

A. Resolution 4990(43) - To approve authorizing a depository and signatories for the City of Burlington at
Hometown Bank, Wautoma Wisconsin.

B. Resolution 4991(44) - To approve a contract with Rapp Consulting Group to conduct the 2020 Strategic
Planning Session.

C. Resolution 4992(45) - To approve the Annual Contract between the City of Burlington and the Racine
County Economic Development Corporation (RCEDC) for 2020 Economic Development Initiatives in
the amount of $47,800.
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D. Resolution 4993(46) - To approve a Revolving Loan Fund Grant in the amount of $15,000 and Loan in
the amount of $71,775 to the Jean Dibble Portrait Studio, LLC for a total not-to-exceed amount of
$86,775.

 

E. Resolution 4994(47) - To approve changes to the City of Burlington Revolving Loan Fund (RLF)
Manual.

 

F. Resolution 4995(48) - To approve the BHS1 Program Agreement between City of Burlington Fire
Department and Burlington High School.

 

6. ORDINANCES: NONE   

 

7. MOTIONS:   

 

A. Motion 20-955 - To approve a donated LUCAS Chest Compression System from Aurora Health Care
Southern Lakes, Inc., dba Aurora Medical Center of Burlington.

 

8. ADJOURNMENT (S. Kott)   

 

Note: If you are disabled and have accessibility needs or need information interpreted for you, please call the City
Clerk’s Office at 262-342-1161 at least 24 hours prior to the meeting.
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COMMITTEE OF THE WHOLE ITEM NUMBER 3A   

DATE:    February 4, 2020

SUBJECT:   MEETING MINUTES - To approve the January 21, 2020 Committee of the Whole Meeting Minutes.

SUBMITTED BY:   Diahnn Halbach, City Clerk

BACKGROUND/HISTORY:
The attached minutes are from the January 21, 2020 Committee of the Whole meeting.

BUDGET/FISCAL IMPACT:
N/A

RECOMMENDATION:
Staff recommends approval of the attached minutes from the January Committee of the Whole meeting.

TIMING/IMPLEMENTATION:
This item is scheduled for final consideration at the February 4, 2020 Common Council meeting.

Attachments
COW Minutes 
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CITY OF BURLINGTON 

City Clerk
300 N. Pine Street, Burlington, WI, 53105

(262) 342-1161 - (262) 763-3474 fax
www.burlington-wi.gov

CITY OF BURLINGTON
Committee of the Whole Minutes

Jeannie Hefty, Mayor
Diahnn Halbach, City Clerk
Tuesday, January 21, 2020

 

               

1. Call to Order / Roll Call
Council President Jon Schultz called the Committee of the Whole meeting to order at 6:30 p.m. Roll
Call: Present - Alderman Susan Kott, Alderman Theresa Meyer, Alderman Ryan Heft, Alderman
Steve Rauch, Alderman Jon Schultz, Alderman Tom Preusker, Alderman Todd Bauman. Excused:
Mayor Hefty, Alderman Bob Grandi.

Student Representatives: Present - Thomas Martin (BHS), Peter DeSmidt (CCHS). Excused: None.

Staff present: City Attorney John Bjelajac, City Administrator Carina Walters, Assistant City
Administrator/Zoning Administrator Megan Watkins, Finance Director Steven DeQuaker, Public
Works Director Peter Riggs, Utility Manager Donnie Hefty, Police Chief Mark Anderson, Fire Chief
Alan Babe, Library Director Joe Davies, Building Inspector Gregory Guidry, and City Intern Nicholas
Faust.

 

2. Citizen Comments - NONE
 

3. Approval of Minutes - To approve the January 7, 2020 Committee of the Whole Meeting Minutes.
Motion: Alderman Meyer. Second: Alderman Grandi. With all in favor, the motion carried.

 

4. DISCUSSION: A discussion regarding the Burlington Senior Center 2020 Budget Update.
Administrator Walters provided a brief overview and stated that Item 4A. Motion 20-954, regarding
the Senior Center Lease Agreement, could also be discussed at this time.

Susan Crane, Director of the Senior Center, presented a PowerPoint presentation of the past year's
activities, revenues and expenses, as well as what is budgeted for 2020. Crane stated that the Senior
Center had a great year and becoming a "place to be" and hopes to be even more successful in 2020
and will continue to seek donations and grants to help offset expenses. Crane also suggested that the
name of the Senior Center be reconsidered to be called "The Center" because it serves a large variety
of functions, not just Seniors. 

Alderman Bauman commended Crane's enthusiasm and passion for what she's doing for the Senior
Center and asked if funds from the DeRosier Fund were still available. Walters responded that the
DeRosier Fund is still available and is reserved for major needs. Walters stated there is approximately
$25,000 currently in the fund. 

Alderman Schultz commented on a $1000 donation line item for the Town of Burlington and asked if
they receive support from the Town of Burlington. Crane responded that she was told they had
donated money in the past, but didn't receive anything this year. Crane said she would reach out to the
Town. 
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Alderman Preusker commended Crane and commented on the diverse source of revenues and
encourage her to continue reaching out for donations.

Walters then reviewed the Senior Lease Agreement for 2020 and stated that staff is recommending
another year of not paying rent in order for them to continue to work towards their goals of being both
profitable and sustainable. Walters also stated that additional language regarding insurance was added
to better depict insurance requirements for the Senior Center.

 

5. RESOLUTIONS:
 

A. Resolution 4984(37) - To approve a three-year engagement letter with Sitzberger CPA's in the
not-to-exceed amounts for year-end audits in 2019 of $30,000, 2020 of $30,900, and 2021 of $31,830.

Finance Director Steve DeQuaker provided an overview of the resolution and stated that Request for
Proposal letters were sent to nine audit firms for a three-year audit engagement. Of the nine letters
sent, five returned quotes, 1 chose not to quote and four did not respond. DeQuaker stated that staff
although Sitzberger didn't have the lowest bid, they are most familiar with the City of Burlington and
recommends approving a three-year engagement letter with Sitzberger CPA's.

  

 

B. Resolution 4985(38) - To authorize the Construction of Bicycle and Pedestrian Facilities as Part of
the Reconstruction of Maryland Avenue.
Public Works Director Peter Riggs explained that the City of Burlington applied for funding for the
Maryland Avenue reconstruction project as part of the Wisconsin Department of Transportation's
(WisDOT) Local Road Improvement  Program (LRIP) Municipal Streets Improvement Discretionary
(MSID), which will include reconstruction of the roadway, new sidewalk and bike trail. Riggs stated
that the grant application requires an authorizing resolution from each governing body if new bike
trails are included as part of the project. 

Alderman Schultz asked if the bike trail is separate from the existing bike trail. Riggs responded that
there will be on-street paved biking lanes, curb/gutter and storm sewer improvements and the bike and
pedestrian facilities will connect Riverside Park and the bike trail facilities up to Milwaukee Avenue.

Alderman Rauch asked if this was the only street project for 2021 or if there would be additional
projects. Riggs responded that Maryland Avenue is currently the only street project for 2021.

  

 

C. Resolution 4986(39) - To approve Task Order Number 110 for Engineering Services for the 2020
Street Improvement Program.

Director Riggs stated that Task Order Number 110 form Kapur and Associates provides civil
engineering services for the complete design and specification preparation, bidding and construction
management for the City of Burlington's 2020 Street Improvement Program, which includes the
asphalt resurfacing of Austin Court, Beth Court, Smith Street (Briody to Thorngate), Amanda Street
(Park to Lewis), and Briody Street (Lewis to Smith Street). Riggs further stated that this project
includes watermain replacement near Amanda from Tower to Briody, as well as sidewalk repairs, curb
and gutter repairs, asphalt patches and additional utility improvements.

  

 

D. Resolution 4987(40) - To approve a Revolving Loan Fund Grant and Loan to The Runaway Micropub
and Nano Brewery, LLC  in the not-to-exceed amount of $65,000.

Walters stated that staff is seeking approval of a resolution for a Revolving Loan Fund (RLF) grant in
the amount of $15,000 and RLF loan in the amount of $50,000 to The Runaway Micropub and Nano
Brewery, LLC to assist with renovations to the property located at 109 E. Chestnut Street. Walters
then introduced Thomas Van Gent with RCEDC to provide further information. Van Gent explained
that the purpose of the grant is to create three full-time jobs, renovate the property and help revitalize

  

Page 5 of 116



the downtown area and provide a family friendly place to gather. Bernard Petersen, owner of The
Runaway, also provided some background information on his business.

 

E. Resolution 4988(41) - To approve the Purchase of Four (4) DPW Trucks from Ewald Automotive
Group for $129,065.

Director Riggs reviewed the trucks that were being replaced and stated that this purchase was
budgeted for in the 2020 Capital Replacement Program and that the total bids came in under budget. 

Alderman Rauch asked if any additional discounts were available for multiple vehicle purchases.
Riggs responded that there were no additional discounts for this purchase. 

Alderman Preusker commended Riggs for the use of VendorNet and inquired if there was a better
business opportunity to purchase over time versus purchasing all at once. Riggs responded that the
intention of the Replacement Program is to spread the burden over time. 

Alderman Bauman asked if the DPW still intends to transition from the yellow fleet to all white. Riggs
concurred. 

Alderman Heft asked if any other vehicles would be purchased in 2020. Riggs responded that no other
vehicles are planned for purchase unless there is an emergency. 

  

 

F. Resolution 4989(42) - To approve the integration of the Phosphorus Analyzer into the Supervisory
Control and Data Acquisition (SCADA) system at the Wastewater Treatment Plant.

Utility Manager, Don Hefty, explained that in 2018 a phosphorus analyzer was installed to begin
collecting and trending data to monitor the phosphorus concentrations over the course of a 24-hour
period. The integration into the SCADA system will allow the city to monitor the phosphorus levels in
the effluent and adjust the chemical dosing rate based on the set point that is entered into the SCADA
system. Hefty further explained that due to the unique nature of the project, staff has only pursued
services from one vendor, Energenecs.

  

 

6. ORDINANCES:
 

A. Ordinance 2055(21) - To consider approval of a Rezone Map Amendment request at 257 Kendall
Street from I-1 Institutional District to B-3, Professional Office District.

Director Watkins provided background history and stated that this property was previously owned by
Grace Church and that the new owner wishes to rezone the property in order to be able to use as a
photography studio and residence.

Alderman Rauch asked if ADA bathrooms are required for the business in the lower level. Erin
Murphy, owner of the property, replied that there will be an ADA bathroom and will meet the ADA
requirements.
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7. MOTIONS:
 

A. Motion 20-954 - To approve the 2020 Lease Agreement between the City of Burlington and the
Burlington Senior Center, Inc.

This item was discussed at the beginning of the meeting during the Burlington Senior Center update.

  

 

8. ADJOURNMENT 
Motion: Alderman Heft. Second: Alderman Rauch. With all in favor, the motion carried and the
meeting was adjourned at 7:35 p.m.

 

Minutes respectfully submitted by:
_____________________________
Diahnn C. Halbach
City Clerk
City of Burlington

Page 7 of 116



COMMITTEE OF THE WHOLE ITEM NUMBER 5A   

DATE:    February 4, 2020

SUBJECT:   RESOLUTION 4990(43) - To approve authorizing a depository and signatories for the City of
Burlington at Hometown Bank, Wautoma Wisconsin.

SUBMITTED BY:   Steven DeQuaker, Finance Director

BACKGROUND/HISTORY:
The City of Burlington engaged Lifeline Services, dba LifeQuest, as it's third party provider for EMS billing related
to Ambulance Emergency Care Services and Supplies.

As part of this service, LifeQuest utilizes Hometown Bank in Wautoma, Wisconsin as it's depository for collections
related to billings for those services. This is an intermediary bank holding the funds collected until transferred to the
City of Burlington operating accounts via Wire or Electronic Funds Transfer (EFT).

Per statute, depositories of the City must be approved by resolution of the Council.

As is common practice with all City depository accounts, 2 signatures/approvals are required for any transaction,
including EFT and Wire payments. Those signature duties are currently assigned to the Mayor, City Administrator
and City Finance Director/Treasurer for all City bank accounts.

The Banking Resolution and supplemental bank documents are attached. The City will receive a monthly fund
transfer into the City's local General Operating Account.

BUDGET/FISCAL IMPACT:
This is an intermediary bank account holding funds from Medical Service Collections prior to transferring to the
City's General Operating Account on a monthly basis. The funds received will be the balance of the revenues
collected following LifeQuests service fee. Bank Reconciliation and balancing will be performed monthly with
periodic checks via online banking on the account balance and charges, if any. This is an interest bearing account.

RECOMMENDATION:
Staff recommends approval of this resolution for depository and EFT service with Hometown Bank, Wautoma,
Wisconsin

TIMING/IMPLEMENTATION:
This item is for discussion at the February 4, 2020 Committee of the Whole meeting, and due to the timeliness of
ambulatory payments and revenues, is scheduled for final consideration at this evening's Common Council meeting. 

Attachments
Res 4990(43) Hometown Bank 
Hometown Bank Account Agreement 
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Resolution No. 4990(43) 
Introduced by: Committee of the Whole 

 
     
 

A RESOLUTION AUTHORIZING SIGNATORIES FOR THE CITY OF 
BURLINGTON AT HOMETOWN BANK WAUTOMA WISCONSIN 

 
WHEREAS, the City of Burlington, a municipal corporation, whose principle place of 
business is located at 300 N Pine St, Burlington, Wisconsin; and 
 
WHEREAS, Hometown Bank, Wautoma Wisconsin requires a depository agreement (a 
copy of which is attached and made a part of this resolution) for the purpose of accepting 
deposits and/or maintaining a bank account or accounts for said corporation; and 
 
WHEREAS, on October 7, 2008 the City Council adopted Substitute Number One to 
Resolution 4185(80) A Resolution Approving a Financial and Investment Policy for the  
City of Burlington that requires the formal approval of all Investment Depositories used by 
the Treasurer; and 
 
WHEREAS, the Finance Director/Treasurer recommends a dual signature account 
requiring two signatures for transactions.   
 
NOW THEREFORE, BE IT RESOLVED, that the Common Council of the City of 
Burlington does hereby approve of the Depository Agreement as attached and does 
further approve the Mayor, City Administrator and Finance Director/Treasurer as 
signatories on said Depository Agreement at Hometown Bank, Wautoma Wisconsin. 
 
 
 
       Introduced:  February 4, 2020 
       Adopted:   
 
 
 
       ________________________ 

Jeannie Hefty, Mayor 
 
 
Attest: 
 
_____________________ 
Diahnn Halbach, Clerk 
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COMMITTEE OF THE WHOLE ITEM NUMBER 5B   

DATE:    February 4, 2020

SUBJECT:   RESOLUTION 4991(44) - To approve a contract with Rapp Consulting Group to conduct the 2020
Strategic Planning Session.

SUBMITTED BY:   Carina Walters, City Administrator

BACKGROUND/HISTORY:
The last Strategic Planning Session was conducted by Craig Rapp in 2015 through Northern Illinois University
Center for Governmental Studies. Staff contacted Mr. Rapp to develop and facilitate the 2020–2023 Plan at the
request and direction of the Mayor and Common Council. A Strategic Plan will help serve as an
organizational roadmap to address critical issues, find innovative ways to achieve goals, use resources efficiently
and effectively and anticipate issues and develop policies to meet future needs.
 
After completing the review of the proposed agreement from Rapp Consulting Group, staff recommends approving
an agreement with Craig Rapp.  The attached contract includes examining and assessing the current environment,
determining strategic priorities, establishing measurable outcomes and creating a three-year strategic plan by
working with the Mayor, Council, staff and key stakeholders.
 
An additional session is scheduled to develop action plans with staff to ensure goals and priorities are achieved
within the targeted deadlines.  The fee to conduct the Strategic Plan session is $11,650, plus travel expenses. 
 
The Strategic Plan Retreat will be April 17 and April 18; however, further details for this session will be
forthcoming after approval of a contract with the facilitator.

BUDGET/FISCAL IMPACT:
The fee to conduct the Strategic Plan session with Rapp Consulting Group is $11,650, plus travel expenses, and is
within the 2020 Annual Budget.

RECOMMENDATION:
Staff recommends approval of the 2020 Strategic Plan contract with Rapp Consulting Group.

TIMING/IMPLEMENTATION:
This item is for discussion at the February 4, 2020 Committee of the Whole meeting, and is scheduled for final
consideration during the same evening Common Council meeting.

Attachments
Res 4991(44) Rapp Consulting Group 
Agreement with Rapp Consulting 
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        Resolution No. 4991(44) 
                                                                    Introduced by: Committee of the Whole  

 
 

A RESOLUTION APPROVING AN AGREEMENT WITH RAPP CONSULTING GROUP 

FOR THE DEVELOPMENT AND FACILITATION OF A STRATEGIC PLANNING 

WORKSHOP 
 
 
WHEREAS, the City of Burlington from time to time seeks to conduct Strategic Planning Workshops; 
and, 
 
WHEREAS, Rapp Consulting Group has been recommended for such services; and, 
 
WHEREAS, the fee for such services from Rapp Consulting Group will not exceed $11,650 plus travel 
expense fees, as indicated in the attached agreement, attached hereto as Attachment “A”. 
 
NOW, THEREFORE, BE IT RESOLVED by the Common Council of the City of Burlington that a 
retaining Rapp Consulting Group to develop and facilitate a Strategic Planning Workshop is hereby 
approved. 
 
BE IT FURTHER RESOLVED that the Mayor be and are hereby authorized and directed to execute 
such agreement on behalf of the City. 
 

 Introduced: February 4, 2020 
      Adopted:  

 
 

 
     __________________________ 

                                  Jeannie Hefty, Mayor 
 
 
Attest: 
 
 
_______________________ 
 Diahnn Halbach, City Clerk 
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40 East Chicago Avenue #340, Chicago, IL 60611 

800-550-0692• www.craigrapp.com 

 

 
 
January 21, 2020 
 
 
Carina Walters     
City Administrator 
City of Burlington 
300 North Pine Street 

Burlington, WI 53105 
 
 
RE: Proposal for Strategic Planning facilitation 
 
 
Dear Ms. Walters, 
 
Based upon your interest in strategic planning assistance, the attached proposal is submitted 
for your consideration.   
 
The proposal specifically addresses the City’s desired outcomes as we understand them: 
 

• Establishing strategic priorities, measurable outcomes, and performance targets for 
the next three-five-year performance period. The process will deliver a set of 
initiatives and actionable plans based upon a facilitated process with the City Council 
and staff.  

 
Also included is a brief summary of my credentials, along with a representative client list. As 
you know, I have over 30 years of experience as a senior executive and consultant to local 
government and have conducted hundreds of workshops and strategy sessions across the 
country, including the City of Burlington in 2015.  
 
Thank you for the opportunity to provide these services to the City of Burlington. 
 
Yours truly, 
 

 
Craig Rapp 
President 
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Proposal 
The following describes a multi-step strategic planning process.  The process is designed to 
deliver a strategic plan with performance targets and detailed action plans. 
 
I. Project planning meeting with City Administrator and staff- 2-3 hour meeting                                                                

Prior to initiating action, a project review meeting with the City Administrator and senior 
management team will be held for the following purposes: verify expected outcomes;  
explain strategic planning process, review mission, vision and values to determine the 
need for updating; discuss/instruct group on developing an environmental scan and 
organizational profile; review progress on previous plan and how/whether to include in 
current process; discuss any unique issues to be addressed. This meeting will also be used 
to set project schedules and finalize the communication process. 

a. Meeting with City Administrator and designated management staff 
b. Summary of meeting—outline of process 

 
II. Environmental Scanning                                                                                                                                

The first step in the strategic planning process is a review of the operating environment. 
This will be accomplished in three ways- (1) through an “environmental scan”- a 
systematic review of major environmental factors that affect the City’s operating 
environment such as: financial & economic conditions (internal and external), workforce 
capacity and capabilities, infrastructure condition, intergovernmental relations, 
citizen/stakeholder issues, and the regulatory environment; (2) An organizational profile-
which establishes a “snapshot” of the organization—a description of staff: capabilities, 
capacity structure;  a description of governance and leadership—legal structure, 
processes: a description of capital resources: infrastructure, facilities, vehicles-condition 
and risk; (3) A SWOT (Strengths, Weaknesses, Opportunities, Threats) analysis—
accomplished via a questionnaire sent out to the Council, senior management team and 
others identified by the City. The environmental scan and profile will be presented to the 
Council prior to the strategy retreat, the SWOT analysis at the strategy retreat. 

Activity #1 – Conduct Environmental Scan and Organizational Profile                                                                                      
Staff will develop an environmental scan--a summary of issues and conditions that affect 
the organization. In conjunction with the scan will be an organizational profile--which 
provides a baseline description of the organization. These documents will be sent to the 
Council in advance of the first strategy session. The consultant will provide a format and 
examples to the staff and provide review and editorial assistance if desired.  

a. Develop and distribute Environmental scan and profile documents 
b. Provide staff support as required 

Activity #2 – Administer SWOT questionnaire                                                                                     
A SWOT questionnaire will be administered to all strategic planning participants. This will 
provide information regarding the current operating environment. The results will be 
aggregated to ensure anonymity and maximize candor. The data generated will be used 
at the first strategic planning session.  

a. Prepare and distribute questionnaire 
b. Provide staff support as required 
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III. Strategic Planning Session #1- Review Environmental Scan.  
This session is held prior to the strategic planning “retreat” (sessions 2, 3) and is 
dedicated to reviewing the operating environment via the results of the environmental 
scan. The staff will present the environmental scan. 

a. Prepare and summarize data 
b. Present to Council 
c. Facilitate discussion 

IV. Strategic Planning Retreat (Session #2)- Examine Operating Environment, Identify 
Strategic Priorities—4 hour meeting                                                                                                                        
This session will include the Council, leadership team and selected others from the 
community. The session will focus on reviewing or confirming organizational purpose, 
examining the operating environment, and identifying priorities. The group will review 
the City’s mission, vision and organizational values, and update them if necessary. A 
facilitated process focused will follow focused on the SWOT results, environmental scan, 
and organizational value proposition. This will yield a list of organizational challenges, 
and if time permits, a set of 4-6 strategic priorities.  

a. Develop meeting process 
b. Review and integrate information, facilitate session  
c. Summarize results 

 
V. Strategic Planning Retreat (Session #3) – Establish Desired Outcomes, Key Outcome 

Indicators, Performance Targets- 3-5 hour meeting    
The third session will be dedicated finalizing work of the first session and to development 
of Outcomes, Indicators, and Performance Targets. Using a facilitated process, the 
Council and leadership team will develop and align these with the Strategic Priorities 
established in the previous session.  

a. Prepare background materials 
b. Review previous session discussion/results 
c. Discuss plans/documents with the City Administrator 
d. Facilitate session 
e. Summarize results 

 
VI. Strategic Plan Session #4-—Develop Strategic Initiatives/Action Plans – 3-hour meeting                                                                                                                                                            

This session will be conducted with the management staff and will focus exclusively on 
developing strategic initiatives and beginning the process of creating detailed action 
plans for each strategic priority, in line with the Desired Outcomes and Targets. Action 
plans need to be developed in sufficient detail to establish accountability and make the 
effort real.  The session will include a review of the strategic planning process to provide 
guidance on the development of effective plans. 

a. Meeting/phone conference with City Administrator 
b. Prepare background materials 
c. Review previous session discussion/results 
d. Facilitate session, train group 
e. Summarize results 

 
VII. Summary Report.  A summary report, detailing the process, including the outcomes, 

targets and draft action plans, will be prepared and submitted to the City.  
a. Prepare summary report 
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Proposed Fee 

The total fee- exclusive of travel, is:          $11,650.00  

Payments shall occur according to the following schedule: 

1. Twenty-five percent (25%) $2,912.50 upon execution of this agreement; 

2. Fifty percent (50%) $5,825.00 (plus travel) upon completion of Step V-Strategy Retreat 

3. Twenty-five percent (25%) $2,912.50 (plus travel) upon submittal of final report 

4. Payments shall be made upon receipt of an itemized invoice (payments 2 & 3). 

 

If this proposal is acceptable, please sign below and return one copy to Craig Rapp at 
craig@craigrapp.com     

 

Approval: 
 
 
 
___________________________________________________________________________                                                
for the City of Burlington                                              Date    
                                                  
            
            
            
            
            
            
 
Craig Rapp, President      1/21/2020    
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REFERENCES 
Below is a list of strategic planning projects led by Craig Rapp over the past year. In the past 
five years, I have delivered over 70 strategic plans to local governments: 

1. City of River Falls, WI 
2. Village of Roselle, IL  
3. Roselle Park District, IL 
4. Village of Lemont, IL  
5. Oswego Public Library District, IL  
6. Lisle-Woodridge Fire District, IL 
7. Village of Wauconda, IL  
8. City of White Bear Lake, MN 
9. City of Blaine, MN 

10. City of Wayzata, MN 
 
Contact: 
Scot Simpson, City Administrator, City of River Falls, ssimpson@rfcity.org; 715-426-3402 
Jeff O’Dell, Village Administrator, Village of Roselle, jodell@roselle.il.us, 630-671-2808 
Lynn Mcateer, Executive Director, Roselle Park District, lmcateer@rparks.org; 630-894-1027 
George Schafer, Village Administrator, Village of Lemont- gschafer@lemont.il.us;                  
630-257-1590 
Sarah Skilton, Executive Director, Oswego Public Library District-sskilton@osweg.lib.il.us; 
847-504-9400 
Keith Krestan, Fire Chief, Lisle-Woodridge Fire District, kkrestan@lwfd.org; 630-353-3051 
Kevin Timony, Village Administrator, Village of Wauconda, ktimony@wauconda-il.gov; 847-
526-9600 
Ellen Hiniker, City Manager, City of White Bear Lake, ehiniker@whitebearlake.org; 651-429-
8516 
Joe Huss, Finance Director, City of Blaine, jhuss@blainemn.gov; 763-784-6700 
Jeff Dahl, City Manager, City of Wayzata, jdahl@wayzata.org; 952-404-5309 
 
Craig Rapp, President, Rapp Consulting Group & Craig Rapp, LLC is a nationally recognized 
speaker, a former city manager, and the former Director of Consulting for the International 
City-County Management Association (ICMA). Mr. Rapp speaks and conducts workshops 
throughout the United States on a wide range of subjects such as: leading in difficult political 
environments, effective governance, service delivery optimization, and authentic leadership.  
  
Mr. Rapp’s thirty-five years of experience as a senior executive in the public, private and non-
profit sectors, including service as city manager in three cities, senior director at a regional 
agency, and senior executive at two privately held companies. The focus of his work is 
leadership development, strategic planning and optimizing organizational performance. He 
has a master’s degree in public administration, a bachelor’s degree in urban studies, and has 
completed the Senior Executive Institute at the University of Virginia. 
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COMMITTEE OF THE WHOLE ITEM NUMBER 5C   

DATE:    February 4, 2020

SUBJECT:   RESOLUTION 4992(45) - To approve the Annual Contract between the City of Burlington and the
Racine County Economic Development Corporation (RCEDC) for 2020 Economic Development Initiatives in the
amount of $47,800.

SUBMITTED BY:   Carina Walters, City Administrator

BACKGROUND/HISTORY:
The Racine County Economic Development Corporation (RCEDC) has been an important asset in the City’s
economic development.  In particular, RCEDC works closely with staff and businesses wishing to locate to and/or
expand in Burlington. Such initiatives have included both federal and state funding. Further, RCEDC has been an
essential resource during the 2016 Downtown Strategic Plan sessions, future developments, monitoring of the
Revolving Loan Funds and continues to foster and facilitate economic initiatives to our Strategic Plan.
 
The cost of this assistance to Burlington is divided into two components.  First, for economic and community
development assistance, the cost is $43,672, an increase of $1,272 ($42,400) from 2019, which is the first increase
since 2016.  Second, the annual cost of administration of Burlington’s CDBG RLF is $4,128, which is a decrease of
$1,110.82  ($5,238.82) from 2019. This amount is based on 20 percent of the loan payments (see Attachment A)
and is an expense charged to the Burlington CDBG RLF loan fund (originally sourced with Wisconsin CDBG
program). This cost may change should additional loans be made or should other loans be paid in full.  The RCEDC
will notify Burlington of any changes. The cost of administering the Burlington RLF is currently covered through
monthly servicing fees charged directly to the RLF loan recipients.  Administrative costs will continue to be
charged directly to the customer; however, RCEDC proposes that these costs be covered through interest payments
made by the borrowers.

Payments will be made during the first week of each quarter, upon the receipt of an invoice from the RCEDC.  The
cost of developing any additional materials and significant printing and mailing of items necessary to implement
these services are outside the scope of the Agreement and will be negotiated on an as necessary basis. 

BUDGET/FISCAL IMPACT:
Costs associated with this contract are within the 2020 annual budget.

RECOMMENDATION:
Staff recommends approval of this annual renewal to retain valuable services and resources with RCEDC.

TIMING/IMPLEMENTATION:
This item is for discussion at the February 4, 2020 Committee of the Whole meeting and scheduled for final
consideration at the February 19, 2020 Common Council meeting.

Attachments
Res 4992(45) 2020 RCEDC Agreement 
2020 RCEDC Contract 
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Resolution No. 
 Introduced by: Committee of the Whole 
   
 
 

A RESOLUTION APPROVING A LETTER OF AGREEMENT BETWEEN  

THE CITY OF BURLINGTON AND THE RACINE COUNTY ECONOMIC 
DEVELOPMENT CORPORATION (RCEDC) FOR 2020 

 
 
WHEREAS, the Racine County Economic Development Corporation provides economic 
development, community development, and related technical assistance to the City of Burlington; 
and,  
 
WHEREAS, the Racine County Economic Development Corporation also coordinates this 
assistance on a day-to-day basis with the City Administration, as well as coordinating the 
discussion of policy-related issues with the City Administration, the Mayor and City Council; and, 
 
WHEREAS, the City of Burlington believes that it is in the City’s best interest to contract with the 
Racine County Economic Development Corporation for organizational development assistance, 
business retention assistance, business attraction activities, community development assistance, 
and business financing assistance; and,  
 
WHEREAS, the Racine County Economic Development Corporation has been a qualified 
provider of such economic development related services for the City of Burlington in the past; 
and,  
 
WHEREAS, the cost of this assistance shall cost $47,800.00 with payments being made during 

the first week of each quarter, upon the receipt of an invoice from the RCEDC.  

 
NOW, THEREFORE, BE IT RESOLVED by the Common Council of the City of Burlington, Racine 
County, State of Wisconsin, that the City of Burlington shall enter into an agreement with the 
Racine County Economic Development Corporation for a period of one year, beginning January 
1, 2020, as stated in the attached agreement (Exhibit “A”), dated January 24, 2020. 
 
BE IT FURTHER RESOLVED that the City Administrator is hereby authorized and directed to 
execute this agreement on behalf of the City. 
                   
 Introduced:  February 4, 2020 

 Adopted: February 19, 2020 
 
 
 
                   __________________________ 
                                   Jeannie Hefty, Mayor 
Attest:  
 
 
________________________ 
 Diahnn Halbach, City Clerk 
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January 24, 2020 
 
Jeannie Hefty, Mayor 
City of Burlington 
300 North Pine St. 
Burlington, WI 53105 
 
Dear Mayor Hefty: 

This letter is intended to serve as a letter agreement between the City of Burlington, hereinafter referred to as 

"Burlington” and the Racine County Economic Development Corporation (RCEDC).  In accordance with this 

agreement, the RCEDC agrees to continue to provide economic and community development technical 

assistance to Burlington.  Such assistance will be coordinated on a day-to-day basis with the Administration and, 

with regard to policy-related issues coordinated with City Administration, the Mayor and City Council.   

 

As in years past, this letter agreement combines the economic development services contract with the 

administration of Burlington’s Revolving Loan Fund (RLF).  

 

PURPOSE  

 

The purpose of the agreement is to further the overall goals of community and economic development by 

facilitating job growth and investment, resulting in new tax base for Burlington, through interagency 

cooperation and services provided by the RCEDC.  In particular, this Agreement will result in the provision of 

technical assistance relative to Burlington’s initiative to conduct various development and redevelopment 

projects in the central business district and its environs. 

 

AGREEMENT 

 

The RCEDC agrees to provide direct economic and community development assistance to Burlington in 

accordance with the objectives promulgated by the Mayor, City Council and City Administrator. The RCEDC has 

assigned Jenny Trick, Executive Director and Jordan Brown, Business Recruitment Specialists as the economic 

development staff persons to Burlington who will act as the City's economic development advocate, in 

partnership with other RCEDC staff, and will expend best efforts to promote business recruitment, business 

retention and expansion, community development and business finance resources to support Burlington and its 

companies. 

 

Throughout the balance of the agreement, it should be noted that there are four primary categories of 

assistance that are provided by RCEDC as well as two unique sections specific to Burlington.  The first is 

Special Projects and the second is the administration of Burlington lending programs.   

 

All of these activities are captured in the RCEDC work plan as shown in the attached Snapshot document. 
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I. RCEDC Direct Role – Business Growth 

 

A. Throughout 2020, RCEDC will assist business expansion projects with financial and technical 

resources that when successfully implemented result in the creation and retention of jobs and 

increased tax base in Racine County.  This will be accomplished by completing the following: 

 

1. RCEDC will provide direct assistance to 57 companies with loans, grants, and/or 

incentives that result in the creation and/or retention of 280 jobs that pay an average of 

$20/hour or greater; 

2. RCEDC will provide technical and financial assistance to projects that result in private 

investment and new construction to facilitate $95 million in new investment of which $44 

million will be new construction; 

3. RCEDC will provide financial assistance to projects that result in a total of $13 million in 

new RCEDC loans; 

4. RCEDC will generate 245 new prospects with the goal of converting 10% of the prospects 

into projects; 

5. RCEDC will complete 465 outreach calls and visits to businesses and intermediary parties 

(lenders, real estate professionals, etc.); 

6. RCEDC will launch or fund two new programs; and 

7. RCEDC will provide technical and financial assistance to economically disadvantaged 

projects with a goal to assist 35% of the total number of projects. 

 

B. In addition to the above, RCEDC will assist City businesses via direct contact or referrals 

from the Mayor and Director of City Planning and report findings to the Mayor. When 

meeting with local companies, RCEDC staff will provide information on existing State, 

federal and local economic development resources that may assist the needs of local 

businesses. These programs include low-interest loans, tax credit programs, grants and 

workforce development assistance.  

 

C. Provide assistance through the development of customized proposals to businesses 

interested in establishing a location within the City per direct contact or referral from the 

Mayor or City Leadership.  This activity includes providing copies of such proposals, when 

requested, to the Mayor and City Administrator, as well as a status report on such 

businesses as part of this agreement's semi-annual reports, coordinating regular meetings 

with the Mayor and City Administrator, and maintaining a periodic business follow-up 

procedure. 

 

D. Provide written and verbal semi-annual reports to the Mayor, City Council and City 

Administrator.  This activity will include a summary of the activities conducted during the 

reporting period. 
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II. RCEDC Direct Role - Talent Recruitment 

 

At no other time has there been a greater concern about the talent shortfall than now. With historically 

low unemployment rates, combined with businesses expanding, new companies establishing locations 

in Racine County, and large construction projects underway and planned, this subject required RCEDC 

to dedicate financial and personnel resources to meet local employers’ needs.   

 

A. RCEDC, in partnership with Racine County and Real Racine will continue to implement the Greater 

Racine County talent recruitment initiative, including the management of the 

www.GreaterRacineCounty.com website which serves as a portal for new Racine County residents 

and employees and includes information on communities, employment opportunities, videos, and a 

robust marketing strategy to attract talent to Racine County.   The measurable outcomes will 

include the following: 

 Number of companies posting job opportunities on the job board – increase from 67 

(1/1/2020) to 130; 

 Percentage growth of engagement from digital marketing campaign – increase by 20%; 

 Implement a series of talent engagement events that include community tours, employer 

networking and direct hiring activities that result in 50 direct contacts with talent, placement 

and community acclimation to 15.  

 

III. RCEDC Leadership and Relations 

A. Throughout 2020, RCEDC leadership will manage the financial resources of the organization with a 

goal to maintain private investment and investors, diversify its leadership and utilize excess 

revenues in a manner consistent with its mission.  The measurable outcome will include the 

following: 

 Launch two new programs to support business growth; 

 Host and/or sponsor 12 events to support business growth; 

 Coordinate and host technical training series on real estate and development focused 

topics for municipal leadership; 

 Work toward increasing revenues or reducing expenses to result in excess revenues of 

$50,000 that can be used for operations and new programs; 

 Secure $170,000 in private investment to used for operations and new programs; 

 Secure diverse RCEDC leadership (Loan Committees, Leadership Council and Board of 

Directors) with three new leaders that are women or ethnic minorities. 

 

IV. RCEDC - Business Finance, Burlington Specific Activity  

 

A. The RCEDC has been designated as the Burlington Revolving Loan Fund (RLF) program administrator 

since August 19, 1992.  The services being provided by the RCEDC relate to two separate RLFs:  1) 

The State regulated Community Development Block Grant (CDBG)-RLF; and 2) the Burlington RLF 

(formerly the TID-RLF).   

 

The Burlington CDBG RLF is undergoing a State mandated “RLF Close Program” whereby a re-use of 

funds will be sought within the next year and the current RLF program will be discontinued.  The new 
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Burlington RLF (the former TID RLF) Policy Manual will be updated as part of the 2020 Agreement.  

General services for both RLF’s continue to include the following: 

 

1. Review and, if necessary, revision of the RLF program as needed. 

2. Preparation and implementation of the marketing materials to promote the programs. 

3. Meetings with potential applicants to inform them of the parameters of the RLF programs. 

4. Screening of applications relative to their eligibility for the RLF programs. 

5. Working with eligible businesses in the preparation of applications to the RLF programs and the 

review of these application materials for any deficiencies. 

6. Recommendations to City Council relative to loans that qualify for the RLF program. 

7. Coordination of all loan closings. 

8. Annually risk rating all loans in the portfolio to evaluate the level of risk for the loans. 

9. Meeting with loan recipients during the term of their loans to identify how the business is 

performing and refer to other resources available to support or help grow their business. 

10. Major servicing actions will be considered by the RCEDC and City of Burlington staff and a 

recommendation forwarded to the City Council for formal consideration.  Minor servicing actions 

will be considered by the RCEDC staff, together with the Mayor or City Administrator or other 

designated City staff.  These actions would include: 

a. Actions that do not significantly affect the interest of the City of Burlington in an adverse 

manner; 

b. Subordination to a new senior lien holder (usually a bank) provided it has minimal impact to 

collateral coverage (typically less than 20%); 

        c.  Other servicing actions that can be defined as minor. 

11. Collection of monthly payments and monitoring of the projects for compliance against 

approved Policy Manuals.  In performing the work for this contract, the RCEDC agrees to 

adhere to the following: 

a. Civil Rights Act of 1964.  Under Title VI of the Civil Rights Act of 1964, no person shall, on 

the grounds of race, color or national origin, be excluded from participation in, be denied 

the benefits of, or be subjected to discrimination under any program or activity receiving 

federal financial assistance. 

b. Section 109 of the Housing and Community Development Act of 1974.  No person in the 

United States shall, on the grounds of race, color, national origin, sex, age or handicap be 

excluded from participation in, be denied the benefits of, or be subjected to discrimination 

under any program or activity receiving federal financial assistance. 

c. Coordinate the City’s RLF program with other State and federal business loan programs in 

order to ensure the lowest cost business financing for the customer. 

 

V. RCEDC Special Projects, Burlington Specific Activities 

 

In addition to the above activities, RCEDC will work in partnership with the City on the special projects 

detailed below: 

A. Assist in the completion of the new Tax Increment District to support the expansion of the 

Burlington Manufacturing and Office Park, residential development and supportive commercial 

development. 
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B. In cooperation with the City and if applicable private land owners, develop a marketing campaign 

to recruit new development to the above new Tax Increment District. 

C. Assist the City in developing an application for the CDBG Close program to utilize its CDBG RLF 

resources that meet the strategic objective of the City for 2021.   

D. Assist the City in the implementation activities associated with branding and wayfinding 

activities. 

 

TIME PERIOD FOR THIS AGREEMENT AND COMPENSATION 

 

The above-referenced assistance will be provided by the RCEDC staff during the time period beginning January 

1, 2020 to December 31, 2020.   

 

The cost of this assistance to Burlington is divided into two components.  First, for economic and community 

development assistance, the cost is $43,672.  Second, the annual cost of administration of Burlington’s CDBG 

RLF is $4,128.00, based on 20 percent of the loan payments (see Attachment A) and is an expense charged to 

the Burlington CDBG RLF loan fund (originally sourced with Wisconsin CDBG program). This cost may change 

should loans be paid in full.  The RCEDC will notify Burlington of any changes. The cost of administering the 

Burlington RLF is currently covered through monthly servicing fees charged directly to the RLF loan recipients.  

Administrative costs will continue to be charged directly to the customer; however, RCEDC proposes that these 

costs be covered through interest payments made by the borrowers. 

 

Payments will be made during the first week of each quarter, upon the receipt of an invoice from the RCEDC.  

The cost of developing any additional materials and significant printing and mailing of items necessary to 

implement these services are outside the scope of the Agreement and will be negotiated on an as necessary 

basis. 

 

INDEPENDENT CONTRACTOR 

 

RCEDC shall be an independent contractor of Burlington.  Neither RCEDC nor any of its officers, employees, 

or agents shall be considered to be an employee of Burlington as a result of the obligations undertaken 

pursuant to this agreement.  RCEDC's officers, employees and agents shall make no commitments or 

representations to third parties without prior approval of Burlington.  In addition, RCEDC hereby holds 

harmless Burlington and its departments, officers, employees and agents from and against all claims, 

demands and liability for damages to third persons of any type whatever arising solely out of the actions of 

RCEDC under this agreement. 

 

LIABILITY INSURANCE 

 

The RCEDC is to carry liability insurance and list Burlington as an additional insured on the policy. 

 

TERMINATION 

 

This agreement may be terminated by either party upon thirty (30) days written notice in the event of default 

by the other party of any material provision hereof which remains unremedied for thirty (30) days following 

written notice of such default. 
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NOTICES 

 

Notices under this agreement shall be mailed by registered mail to the Mayor and City Administrator, 300 N. 

Pine Street, Burlington, WI 53108, for the City, and to Jenny Trick, Executive Director, 2320 Renaissance 

Blvd., Sturtevant, WI 53177, for RCEDC, or shall be personally served on either said person of the person in 

charge of either respective office. 

 

ASSIGNMENT 

 

RCEDC agrees that it will not assign this agreement or any portion thereof, or any of its responsibilities 

hereunder, to any other party without first obtaining the written permission of the City. 

 

If the terms and conditions of this proposal are satisfactory, please sign the two original documents where 

indicated and return to the RCEDC for RCEDC final signature. 

 

Sincerely, 

 

 

 

Jenny Trick, Executive Director 

 

IN WITNESS WHEREOF, the parties hereto have executed this agreement on the _____ day of  

_____________________, 2020. 

 

CITY OF BURLINGTON 

 

    By: ___________________________________ 

     Jeannie Hefty, Mayor 

 

    Witness:_______________________________ 

     Diahnn Halbach, City Clerk 

 

   

 

 

  RACINE COUNTY ECONOMIC  

  DEVELOPMENT CORPORATION 

   

    By      

     

     Jenny Trick, Executive Director 
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Burlington CDBG Revolving Loan Fund 2020  

      Monthly                                       Annually 

  

 

Burlington  Hotel Group    $1,720.00 x 12 months   $  20,640.00 

Total           $  20,640.00 

 

 

$20,640 x 20% = $4,128 Annually 

 

Administrative Fees will be invoiced quarterly based upon actual loan payments received.   

 

Burlington Revolving Loan Fund (formerly TID RLF) 2020 

The loans listed below pay a 0.5% servicing fee directly to RCEDC each month with their monthly payments, 

thus, Administrative fees of 20% of loan payments are not taken. 

        

Fox Crossing Burlington, LLC           

Fox Crossing Phase II        

Musicology, LLC        

Hampton Hometown        

WIN Properties       

 

 

  

R:Contracts/Burlington/2020 

  

 

Attachment A 
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COMMITTEE OF THE WHOLE ITEM NUMBER 5D   

DATE:    February 4, 2020

SUBJECT:   RESOLUTION 4993(46) - To approve a Revolving Loan Fund Grant in the amount of $15,000 and
Loan in the amount of $71,775 to the Jean Dibble Portrait Studio, LLC for a total not-to-exceed amount of $86,775.
 

SUBMITTED BY:   Carina Walters, City Administrator

BACKGROUND/HISTORY:
Staff is seeking approval of a Resolution allowing for a Revolving Loan Fund (RLF) grant request in the amount of
$15,000 and RLF loan request in the amount of $71,775 to The Jean Dibble Portrait Studio, LLC to assist with the
purchase and renovations of the property located at 524 Milwaukee Avenue / 581 N. Pine Street, which is one
building. 
 
This grant would allow a new business to be recruited to the downtown district, fill a currently empty storefront,
assist with necessary repairs, and create 1.5 new jobs.

This evening, Carolyn Engel of the Racine County Economic Development Corporation (RCEDC), will outline the
applicant's project who is seeking the grant and loan dollars.

BUDGET/FISCAL IMPACT:
The grant requested is $15,000 and the loan requested is $71,775. If approved the funding would be paid from the
City of Burlington's Revolving Loan Fund.

RECOMMENDATION:
Staff recommends approval of the grant in the amount of $15,000 and loan in the amount of $71,775.

TIMING/IMPLEMENTATION:
This item is for discussion at the January 21, 2020 Committee of the Whole meeting, and is scheduled for final
consideration at the February 4, 2020 Common Council meeting. 

Attachments
Res 4993(46) Jean Dibble Portrait Studio 
RCEDC Letter of Recommendation 
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Resolution No. 4993(46) 
 Introduced by: Committee of the Whole 
   
 
 

A RESOLUTION APPROVING A REVOLVING LOAN FUND LOAN AND GRANT TO 

THE JEAN DIBBLE PORTRAIT STUDIO, LLC (THE STUDIO)  
IN THE NOT-TO-EXCEED AMOUNT OF $86,775.  

 
 
WHEREAS, the City of Burlington operates a Revolving Loan Fund Program for the purposes of 
economic development and, 
 
WHEREAS, the Racine County Economic Development Corporation provides economic 
development, community development, and related technical assistance to the City of Burlington 
monitoring such Revolving Loan Fund; and,  
 
WHEREAS, The Jean Dibble Portrait Studio, LLC (The Studio) is seeking a grant in the not to 
exceed amount of $15,000 and a loan in the not to exceed amount of $71,775 to with assist with 
the purchase and renovations to the property at 524 Milwaukee Avenue / 581 N. Pine Street (one 
building); and,  
 
WHEREAS, the Racine County Economic Development Corporation Loan Committee has 

reviewed and recommended this grant, taking into consideration the information noted in the 

attached memorandum, and under the terms and conditions of in the RLF Policy Manual.  

 

NOW, THEREFORE, BE IT RESOLVED by the Common Council of the City of Burlington, Racine 
County, State of Wisconsin, does hereby approve a Revolving Loan Grant in the not-to-exceed 
amount of $86,775 to The Jean Dibble Portrait Studio, LLC 
 
.                                     Introduced:  February 4, 2020 
                                                                                                Adopted:  
 
 
 
                   __________________________ 
                                   Jeannie Hefty, Mayor 
Attest:  
 
 
________________________ 
 Diahnn Halbach, City Clerk 
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TO:  BURLINGTON CITY COUNCIL   
 
FROM: KARMIN GARSTECKI, LOAN OFFICER 

 
RE:  JEAN DIBBLE PORTRAIT STUDIO, LLC 
 
DATE:  JANUARY 24, 2020 
 
 
Introduction 
The purpose of this memorandum is to provide information and a recommendation on a grant and loan application 
on behalf of Jean Dibble Portrait Studio (the Studio).  The loan and grant would assist with the purchase of 524 
Milwaukee Ave/581 N. Pine Street (one building) and assist with furnace repairs for the Studio to establish its 
business at that location.  The total being requested is $86,775, which includes $15,000 in the form of a grant and 
$71,775 in the form of a loan.  
 
The Racine County Economic Development Corporation (RCEDC) Staff and Loan Advisory Committee have 
reviewed the financing structure and the project, including the background of the management, the projected 
financial statements of the business, the collateral to be offered to secure the new debt and the cash flow coverage 
with the proposed debt.  Upon this review, the RCEDC Staff and Loan Advisory Committee are making a 
recommendation for approval of the RLF financing request. 
 
Background 
In February 2019, the City of Burlington approved a new business loan and grant program referred to as the City 
of Burlington Revolving Loan Fund (RLF).  These dollars were made available through the restructuring of a loan 
program previously limited to one of the City’s tax increment districts (TID).  With the closure of the TID, the 
opportunity arose for the parameters of the program to be changed and funds to be made available to all City of 
Burlington businesses doing projects which meet the eligibility criteria of the program and fit within the City’s 
Strategic Plan.   
 
Of the dollars available in the RLF program, it was agreed to make thirty percent (30%) available for grants to 
both for-profit and non-profit businesses with the specific amount to be identified annually.  For 2019, total grant 
funds made available were $98,000 with $43,319.50 not yet committed and remaining available to grant.  The 
balance of funds remaining in the RLF program would be provided in the form of loans.  Attached as Exhibit A is 
a summary of the RLF funds remaining. 
 
Eligible applicants must meet one of the program objectives identified below. 
 
Program Objectives: 

1. To encourage the creation and retention of permanent jobs particularly those that pay above median 
income. 

2. To encourage the leveraging of new private investment in the City of Burlington in the form of private 
fixed asset investment, particularly in land, buildings, furniture and fixtures and equipment. 

3. To perpetuate a positive and proactive business climate which encourages the retention and expansion of 
existing businesses and helps to attract desirable new businesses. 

4. To maintain and promote a diverse mix of employment opportunities and to minimize seasonal or cyclical 
employment fluctuations. 
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5. To implement the City of Burlington’s Riverwalk/Redevelopment Plan goals and objectives. 
6. To encourage thriving retail areas by providing incentives to businesses to enhance or fill empty 

storefronts and vacant buildings. 
 

The	project	meets	the	goals	for	1,2,3,5	and	6.	The	project	will	also	create	1.5	jobs.		
 
Project Description for Grant and Loan Application 
 Jean Dibble Portrait Studio LLC is 100% woman owned by Jean Dibble. The Studio offers painted or drawn 

portraits by commission. Artworks will be offered for sale from the owner’s collection and will be on display 
at the studio storefront. The Studio plans to be engaged in the community by hosting occasional open houses 
and participating in the “Wine Walk” that occurs four times a year in the community. 

 The location is a four-unit building with two residential units on the second floor and two commercial store 
fronts on the first floor. Ms. Dibble will occupy one of the residential units personally and her studio will be 
located in the store front below. The second store front is currently occupied by a hair salon and one of the 
residential units on the second floor is also occupied, both long time tenants.  

 This project includes private investment through bank financing and borrower’s cash equity. 
 
Summary and Recommendation 
Upon review and analysis of the full application, RCEDC staff and Loan Advisory Committee recommend 
approval of this loan and grant request.   As a result of this project, not only would a new business be recruited to 
downtown Burlington filling a currently empty storefront, but the new business will result in 1.5 new jobs, the 
owner plus one part-time staff person. The project aligns well with the City of Burlington’s Strategic Plan.  
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Exhibit A

 Burlington Revolving Loan Fund Porƞolio  - As of December 31, 2019 

Loans

Loan Balance

As of 11.30.2019

Monthly Amount 

Returned for 

Lending
Balloon/

Maturity

Developer Loan 136,847.06$        468.52$                12/1/2031 B B= Balloon

Developer Loan 25,000.00$          41.67$                  2/1/2037 B M=Matures

Hospitality Business  809,636.24$        6,407.68$             10/1/2021 B F=Forgiven

Manufacturing Business  200,000.00$        ‐$                      2/1/2023 F

Retail/Service Business 29,912.24$          1,219.30$             1/1/2022 M

Developer Loan 129,609.42$        691.78$               3/1/2023

6 Active Loans 1,331,004.96$    8,828.95$          

Amount for Relending: 2019 Grant Summary

Principal Balances 1,331,004.96$     2019 Grant Allocation 98,000.00$   

Less:  Forgiven Loan 200,000.00$        Approved 2019 Grants ‐$54,680.50 (a)

Note Receivable 1,131,004.96$     Remaining Grant Funds $43,319.50

Cash As Of 12.31.2019 442,155.72$       

Less 2019 Grant Allocation (98,000.00)$         2019 Grants Approved:

Cash After Grant Allocation 344,155.72$       Fox River Plaza 14,680.50$    

The Runaway Micropub (50,000.00)$         (a) PAC 10,000.00$   

Cash Remaining 294,155.72$       Miller Motor 15,000.00$   

Total RLF Cash and Notes 

Receivable: 1,425,160.68$   

The Runaway 15,000.00$    

Total Grants 54,680.50$   

(a) Assumes Runaway is approved for $15k
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COMMITTEE OF THE WHOLE ITEM NUMBER 5E   

DATE:    February 4, 2020

SUBJECT:   RESOLUTION 4994(47) - To approve changes to the City of Burlington Revolving Loan Fund (RLF)
Manual.

SUBMITTED BY:   Carina Walters, City Administrator

BACKGROUND/HISTORY:
Attached is a memo to City Council from Racine County Economic Development Corp. (RCEDC)
regarding proposed changes to the RLF Policy Manual.  The memo highlights the key changes made to terms and
conditions. The most noteworthy change is to reduce the amount of the current grant from $15,000 to $10,000 for
projects that have a significant impact on the community.  The second change is to remove the "not for profit"
qualification; therefore, non-profits will not be eligible for grants. This is similar to other RCEDC RLF policies.

These proposed changes are being recommended to encapsulate city-wide projects versus an isolated area in which
a TID is no longer active. Grants would only be made at the discretion of City Staff and City Council.

BUDGET/FISCAL IMPACT:
All Grants/Loans would be paid from the RLF.

RECOMMENDATION:
Staff recommends approving the changes to the RLF Manual.

TIMING/IMPLEMENTATION:
This item is scheduled for discussion at the February 4, 2020 Committee of the Whole meeting and is scheduled for
final consideration at the February 19, 2020 Common Council meeting.

Attachments
Res 4994(47) Amended RLF Manual 
Updated RLF Manual 
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 Resolution No. 4994(47) 
 Introduced by:  Committee of the Whole 
 
 

RESOLUTION AMENDING THE CITY OF BURLINGTON REVOLVING LOAN FUND 
POLICY AND PROCEDURES MANUAL 

 
WHEREAS, the Racine County Economic Development Corporation (RCEDC) provides economic 
development assistance to the City of Burlington; and  
 
WHEREAS, the City of Burlington Revolving Loan Fund (RLF) encourages economic development 
and the creation and retention of employment in the City of Burlington; and 
 
WHEREAS, RCEDC desires to amend the rules and regulations of the program’s guidelines through 
the City of Burlington’s Community Development Block Grant - Revolving Loan Program - Policies 
and Procedures Manual. 
 
NOW, THEREFORE, BE IT RESOLVED, by the Common Council of the City of Burlington that an 
amendment to the Community Development Block Grant - Revolving Loan Program Policies and 
Procedures Manual as prepared by RCEDC for the City of Burlington is hereby approved. 
 
                                                                                                             Introduced: February 4, 2020  
                                                                                                             Adopted: 
 
 
 
 
 _____________________________ 
                                                                                                                  Jeannie Hefty, Mayor 
Attest: 
 
 
________________________ 
  Diahnn Halbach, City Clerk 
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TO:  CITY OF BURLINGTON   
 
FROM: CAROLYN ENGEL, BUSINESS FINANCE MANAGER 

 
RE:  UPDATE BURLINGTON RLF POLICY MANUAL 
 
DATE:  JANUARY 22, 2020 
 
 
Introduction 
In 2019, the City Tax Incremental District Revolving Loan Fund (RLF) was restructured to support businesses 
throughout the City of Burlington by providing them access to loans and grants.  The purpose of this 
memorandum is the following: 
 

1) Provide a 2019 year-end report on the performance of the City of Burlington’s RLF; 
2) Recommend updates to the Policies and Procedures Manual for the RLF; and 
3) Recommend $50,000 be set aside from the RLF for grants in 2020, adding to the amount unused in 

2019. 
 
2019 Year End Report on Burlington RLF 
 
The RLF portfolio includes the active loans listed below.  All these loans were approved from the TID-RLF 
program.  This does not include loans or grants approved in 2019 or 2020 that have not yet closed: 
 

Active Loans 
Loan Balance 

As of 12.31.2019 

Monthly Amount 
Returned for 

Lending 

Balloon/ 
Maturity/ 
Forgiven 

Developer Loan $       136,847.06  $                468.52 12/1/2031 B B= Balloon

Developer Loan $         25,000.00  $                  41.67 2/1/2037 B M=Matures

Hospitality Business  $       809,636.24  $            6,407.68  10/1/2021 B F=Forgiven

Manufacturing Business  $       200,000.00  $                         -   2/1/2023 F 

Retail/Service Business $         29,912.24  $            1,219.30  1/1/2022 M 

Developer Loan $       129,609.42 $                691.78 3/1/2023 B 

6 Active Loans  $   1,331,004.96   $            8,828.95     
 
Total funds remaining available for loans in the RLF Program based upon 2019 year-end information is 
$294,155.72 which assumes the loan for The Runaway Nanopub and Microbrewery is approved.  The RLF is 
replenished at a rate of $8,828.95 per month through loan repayments with total loan receivables of $1,131,005 
that will replenish the RLF.  This is summarized below: 
 

Amount for Relending: 

Principal Balances $   1,331,004.96 
Less:  Forgiven Loan $       200,000.00 
Note Receivable $   1,131,004.96 
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Cash As Of 12.31.2019 $       442,155.72 
Less 2019 Grant Allocation $       (98,000.00)
Cash After Grant Allocation  $      344,155.72  
The Runaway Micropub $       (50,000.00) (a)
Cash Remaining  $      294,155.72   

Total RLF Cash and Notes Receivable:  $    1,425,160.68  
 
Total funds allocated for grants when the RLF was restructured was $98,000.  Below is a summary of grant funds 
allocated that remain available: 
 

2019 Grant Summary     

2019 Grant Allocation $    98,000.00 
Approved 2019 Grants $ (54,680.50) (a)
2019 Remaining Grant Funds $   43,319.50

 
(a) Assumes Runaway is approved for $15k

 
Grants approved since the RLF was restructured are listed below.  It is noteworthy that none of these have closed 
yet as the grants require the business complete their project first, then seek reimbursement of 50% through the 
grant. 

2019 Grants Approved: 

Fox River Plaza $     14,680.50 
PAC $     10,000.00 
Miller Motor $     15,000.00 
The Runaway Nanopub and 
Microbrewery $     15,000.00 (a)

Total Grants $     54,680.50 

 
 
Upon review of the funds remaining and the current pipeline of loan and grant requests, RCEDC staff 
recommends that grants be reduced to $10,000 (from $15,000) per applicant and that the City allocate $50,000 to 
grants in 2020 which would be added to the 2019 unused grant funds of $43,319.50.  The recommended $50,000 
allocation falls below the thirty percent which City Council felt appropriate to set aside for grants annually.  The 
reduced grant size will allow the City to support more businesses with a smaller allocation. 
 
The Proposed RLF Program Parameters 
In review of the 2019 activity, RCEDC and City staff discussed potential changes to the parameters of the RLF 
Program.  In those discussions, it was identified that an increased emphasis on providing financial resources to 
support businesses was needed.   
 
This same need was recognized by RCEDC’s Board of Directors at its January 2020 meeting where the 2020 
RCEDC Strategic Plan was adopted.  The RCEDC Plan included  additional financial resources to be dedicated to 
smaller RLF loans.  Specifically, RCEDC will now have dedicated funds for loans of less than $100,000 that will 
be offered at beneficial rates, terms and costs.  The purpose of these smaller RLF loans will be to “jump start” or  
support business growth until larger capital investments are needed which could be financed by financial 
institutions.   
 
Aligning Burlington’s resources with RCEDC resources will only enhance the opportunities for small business 
growth in Burlington.   
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One administrative change that the RCEDC Board of Directors approved will reduce the overall legal costs to the 
small businesses.  Given the tenure of RCEDC business finance team, the Board approved two things.  First, 
RCEDC Staff have loan approval authority of up to $50,000 and second, utilizing Wisconsin Bankers Association 
forms and practices, RCEDC will close loans in-house.  For the Burlington RLF loans, all final loan decisions 
would continue to be made by City Council. 
 
Some current market needs that have been identified that could be met through the Burlington program and 
RCEDC fund initiative includes: 
 

 Leasehold improvements 
 Renovations where a first mortgage holder may already exist 
 Exterior improvements 
 Furniture, fixtures and equipment 
 Small working capital term loans  
 Offering of principal deferrals to provide cash flow relief up to 1.5 years 

 
Overall, Burlington RLF applicants would still need to demonstrate a community benefit and meet the eligibility 
criteria for the loan fund.  What will make these loans different is some added risk due to streamlined processes 
and what is anticipated as lower collateral coverage for the loans. 
 
Attached is a redlined version of the RLF Policy Manual indicating the proposed changes with the restructuring of 
the RLF parameters.  Key changes being recommended including the following and are outlined in the table 
below: 
 
The detailed changes being recommended are outlined below: 
 
LOAN FUND PARAMETERS 

Program 
Parameters 

Burlington RLF 
Policies Approved Feb. 2019 

Burlington RLF 
Proposed Changes 

Program 
Objectives: 

1. To encourage the creation and retention of 
permanent jobs particularly those that pay 
above median income. 

2. To encourage the leveraging of new 
private investment in the City of 
Burlington in the form of private fixed 
asset investment, particularly in land, 
buildings, furniture and fixtures and 
equipment. 

3. To perpetuate a positive and proactive 
business climate which encourages the 
retention and expansion of existing 
businesses and helps to attract desirable 
new businesses. 

4. To maintain and promote a diverse mix of 
employment opportunities and to 
minimize seasonal or cyclical 
employment fluctuations. 

5. To implement the City of Burlington’s 
Riverwalk/Redevelopment Plan goals and 
objectives. 

6. To encourage thriving retail areas by 

ADD Paragraph: 
 
The City of Burlington recognizes the need for 
smaller business loans to increase access to 
capital where private dollar matches may not 
be needed.  Businesses will be encouraged to 
apply for these loans with flexible terms such 
as deferral options and streamlined 
application and closing processes when 
applicable.  These applicants would still need 
to demonstrate a community benefit and meet 
at least one of the Program Objectives for the 
RLF.  These loans may be higher risk than 
traditional RLF’s due to the streamlined 
processes for loan approvals and closings, as 
well as, likely lower collateral coverage. 
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providing incentives to businesses to 
enhance or fill empty storefronts and 
vacant buildings. 

 
RCEDC Note:  Objectives were made to 
incorporate strategic initiatives from the 
City’s 2016-2019 Strategic Plan.

Administration RCEDC will report semi-annually to the City 
of Burlington regarding the use of the Burl 
RLF funds. 
 
Note: This will be part of RCEDC’s semi-
annual report to the community.

No Recommended Changes. 

Approval 
Process: 

1. RCEDC Loan Advisory Committee. 
2. Burlington Common Council. 
  
   

NEW:   
1. RCEDC Staff ($50,000 or less)  
2. RCEDC Loan Advisory Committee (over 

$50,000) 
NO CHANGE:   
3. Burlington Common Council (all)

Loan Closings The RCEDC attorney shall prepare all loan 
agreements, review all promissory notes and 
mortgage or lien instruments, and counsel the 
City of Burlington on default matters.  All 
attorney fees incurred shall be the charged to 
the borrower. 

NEW:  The RCEDC shall prepare all loan 
agreements, review all promissory notes and 
mortgage or lien instruments, and notify the 
City of Burlington on default matters.  
RCEDC legal counsel will be engaged where 
appropriate.  All attorney fees incurred shall 
be the charged to the borrower. 
 
Note:  The RCEDC Board of Directors has 
authorized loan closings of $100,000 or less 
to be handled by RCEDC staff rather than 
legal counsel.  Given RCEDC’s expertise, this 
will reduce costs for Borrowers making these 
loans more accessible. 

Administrative 
Costs 

Summary of additional Fees: 
 Legal Costs 
 Consulting fees for credit analysis, 

business plan reviews and technical 
assistance 

 Office supplies, copying, typing, mailing 
and related expenses 

 Training costs 
 

Other fees charged to Borrower: 
 Loan Processing Fee – 1.5% Loan 

Servicing Fee – 0.5% 
 Out of Pocket Costs 
 

REMOVE:   
Specific limitations to processing and 
servicing fees to adjust fees to be comparable 
to other loan programs and adjust if needed to 
cover administrative costs. 
 
NOTE: 
To be consistent with other RLF programs 
administered by RCEDC, RCEDC requests 
that rather than charge a servicing fee on these 
RLF loans that it be allowed to cover 
administrative costs through interest 
payments.  This would be consistent with 
other federal and locally funded RLFs 
administered by RCEDC. 

Eligible Uses:  The acquisition of land and buildings. 
 Machinery and equipment acquisition, 

No Recommended Changes. 
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furniture and fixtures. 
 Site preparation and the construction or 

reconstruction of buildings or the 
installation of fixed equipment. 

 Clearance, demolition, removal of 
structures, rehabilitation and renovation 
of buildings, facade renovation and other 
such improvements. 

 Leasehold improvements, where the lease 
period is for the term of the –Burl RLF 
loan. 

 Business acquisition through purchase of 
assets or stock. 

 The payment of fire suppression expenses 
and assessments for sewer, water, street, 
and other public utilities if the provision 
of the facilities will directly create or 
retain jobs. 

 Working capital. 
 Training costs related to the jobs created 

or retained as a result of the –Burl RLF 
loan. 

 Mixed-use buildings are eligible for Burl 
RLF financing.  Improvements to the 
residential portion will be considered 
where safety improvements are needed. 
 

Other costs which represent opportunities to 
further the goals and objectives of the City of 
Burlington’s Strategic Plan. 
 
RCEDC Note:  All eligibility criteria are 
intended to be guidelines at the discretion of 
the Burlington City Council. 

Ineligible Uses:  Refinancing or consolidating of existing 
debt. 

 Reimbursement for expenditures made 
more than nine months prior to a 
complete loan application being received, 
unless the time limit is extended or 
waived by the Community Development 
Authority for good cause. 

 Specialized equipment that is not essential 
to the business operation. 

 Residential building construction or 
reconstruction (unless such reconstruction 
is intended to convert the building or a 
portion of the building to a business or 
industrial operation). 

 Routine maintenance. 
 Other activities that the Loan Review 

No Recommended Changes. 
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Committee may identify during the 
administration of the program.

Ineligible 
Businesses: 

1. Speculative investment companies. 

2. Lending institutions. 

3. Gambling operations. 

4. Non-public recreation facilities. 

5. Other businesses not serving the interests 

of the City of Burlington. 

ADD: 

6. Non-Profit organizations. 

 

Eligibility: Community Benefits. 
Applicants must demonstrate the project will 
benefit the community by meeting one or 
more of the objectives listed in Section 1.2 of 
the Policy Manual. 

No Recommended Changes. 

Loan Amount: Loan amounts are subject to the availability of 
program funds and to the following 
guidelines.  A maximum loan size of 
$100,000 for each borrower. Loan amounts 
may be higher if the project is determined to 
be of significant economic impact and is so 
designated by the City of Burlington.

No Recommended Changes. 

Private Funds 
Leveraged: 

Generally, the applicant must leverage a 
minimum of one dollar ($1.00) of private 
funds for every one dollar ($1.00) of loan 
funds requested.  Lower leverage would be 
permitted at the discretion of the RCEDC 
Loan Advisory Committee or Burlington City 
Council.  Private funds used to leverage the 
Burl RLF loan may be used for any eligible 
project costs or renovations or improvements 
to residential portions of the project real 
estate.  Consideration of private funds towards 
any other ineligible project costs as leverage 
of the Burl RLF would require approval of the 
City of Burlington. 

Eliminate the requirement of 1:1 private 
dollar match to accommodate smaller 
financing needs of businesses 

Equity: Typically 10% but no requirement. No Recommended Changes. 
Interest Rate: Min. 50% of Prime;  Max Prime plus 2%. No Recommended Changes. 
Terms: Working capital up to 7 years. 

Equipment up to 10 years. 
Real Estate up to 12-year term, 20-year 
amortization. 

No Recommended Changes. 

Deferrals: Deferral of Payments.  Payment of interest 
and/or principal may be deferred for up to one 
(1) year if merited in the loan application.  
Interest shall accrue during the deferment 
period and may be paid in full or added to the 
principal amount of the loan.  Following the 
deferral period, interest and principal shall be 
paid for the remaining term of the loan.

NEW:   Increased to deferral of payments to 
18 months to accommodate emphasis on 
smaller RLFs assisting small businesses. 

Grants Grants.   
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Grants of up to $15,000 may be granted by 
the City of Burlington City Council for those 
projects to be determined to have a significant 
community impact.  Grants would be 
determined on a case-by-case basis as deemed 
appropriate by City Staff and City Council.  If 
City Staff is in support of a grant request, 
RCEDC Staff and the RCEDC Loan Advisory 
Committee will review the request from the 
applicant and make a recommendation to City 
Council.  The presentation would include the 
following for the City to consider: 
  
 Description of project; 
 Extent to which the project meets these 

Program Objectives and other eligibility 
criteria for funds as described within this 
Policy Manual; and 

 Confirmation that the Borrower is current 
with all tax obligations and has no 
financial concerns that may be found in 
RCEDC public records checks and review 
of financials.  

 
No more than 30% of available funds will be 
allocated towards grants annually with the 
remaining 70% allocated towards loans.  This 
will be reviewed annually by City Council.

NEW:  Reduction of grant amounts to 
$10,000. 

Collateral: See the best collateral position possible. No Recommended Changes. 
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FOREWORD 
 
In 1998, the City of Burlington established the Revolving Loan Fund for Tax Incremental District 
(TID) Number Three and allocated funds for a Revolving Loan Fund for businesses in that district.  
These funds were to be used to improve properties and enhance the tax base within the TID.  
Business owners within the TID were eligible for this program to finance business expansion or 
start-up projects.  
 
With the closing of the TID, the RLF funds are beingwere re-allocated into a RLF to benefit all 
City of Burlington businesses.  The funds through this program are provided in the form of 
low-interest loans and/or grants depending upon the particular needs of the applicant.  Loan funds 
that are repaid to the City will be used to assist other businesses within the City of Burlington.  The 
purpose of this plan is to set forth the operating and administrative procedures for loans from the 
City of Burlington Revolving Loan Fund (Burl RLF). 
 

SECTION 1.  GENERAL PROVISIONS 
 
1.1  PURPOSE 
 
The purpose of the policies and procedures contained within this manual, hereafter referred to as 
the Burl City RLF Manual, is to present the criteria which governs the economic development 
activities assisted with funds made available through the City of Burlington’s Revolving Loan 
Fund program.  All criteria set forth in the Manual are subject to the discretion of the Burlington 
City Council.   
 
1.2  OBJECTIVES 
 
Economic development activities assisted with funds made available through the Burl RLF 
Program are intended to meet the following objectives: 
 
1. To encourage the creation and retention of permanent jobs particularly those that pay above 

median income. 
 
2. To encourage the leveraging of new private investment in the City of Burlington (City) in the 

form of private fixed asset investment, particularly in land, buildings which contribute to 
increasing assessed values, but also investments in furniture and fixtures and equipment. 

 
3. To perpetuate a positive and proactive business climate, which encourages the retention and 

expansion of existing businesses and helps to attract desirable new businesses. 
 
4. To maintain and promote a diverse mix of employment opportunities and to minimize seasonal 

or cyclical employment fluctuations. 
 
5. To implement the City of Burlington’s Riverwalk/Redevelopment Plan goals and objectives. 

 
6. To encourage thriving retail areas by providing incentives to businesses to enhance or fill 
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empty storefronts and vacant buildings. 
 

Note:  The City of Burlington recognizes the need for smaller business loans to increase access to 
capital where private dollar matches may not be needed.  Businesses will be encouraged to apply 
for these loans with flexible terms such as deferral options and streamlined application and closing 
processes when applicable.  These applicants would still need to demonstrate a community benefit 
and meet at least one of the Program Objectives for the RLF as listed above.  These loans may be 
higher risk than traditional RLF’s due to the streamlined processes for loan approvals and closings, 
as well as, likely lower collateral coverage. 
 
1.3  AMENDMENTS and MODIFICATIONS 

 
The City of Burlington may from time to time amend the provisions imposed by the policies and 
procedures contained within the Burl RLF Manual and such amendments are subject to written 
approval by the City of Burlington –Common Council.   

 
 

SECTION 2.   ADMINISTRATION 
 
2.1  LOAN  COMMITTEE 
 
1. The City of Burlington accepts full responsibility for the appropriate administration of the Burl 

RLF program.  Funding decisions relative to Burl RLF loans will be made by the City of 
Burlington Common Council based upon a recommendation by the Racine County Economic 
Development Corporation (RCEDC) Loan Advisory Committee and RCEDC Staff. 

 
2. The City of Burlington has entered into an agreement with the RCEDC whereby the City of 

Burlington designates RCEDC as it agent for the administration of the Burl RLF Program 
(RLF Administrator).  

 
3. The RLF Administrator shall explain the Program to prospective applicants, provide written 

information, assist applicants in completing applications, and process requests for financing.  
The RLF Administrator, where necessary and appropriate, shall counsel or guide loan 
applicants to other more appropriate technical and financial resources when the loan applicant 
has needs beyond those available from the Burl RLF program. 

 
4. The RLF Administrator shall periodically review all financial statements and loan 

amortization schedules of Burl RLF loan recipients, review and approve documentation of 
business expenditures financed with Burl RLF proceeds, record Burl RLF security 
instruments, maintain the Burl RLF accounting records which shall be segregated from other 
community accounts, and report semi-annually to the City of Burlington regarding the use of 
the Burl RLF funds.   

 
5. The RCEDC Loan Advisory Committee shall function as the Burl RLF Loan Review 

Committee which will include individuals representative of broad Racine County community 
interests, and having special expertise and knowledge of commercial lending and economic 
development processes.  The Loan Review Committee shall have the authority to review, 
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select and recommend loan applications to the governing body for final approval.  The 
Committee shall also have the authority to make policy recommendations for the 
administration of the program. The RCEDC Board of Directors may authorize RCEDC Staff to 
make loan/grant recommendations on smaller loans in which case RCEDC Staff would be 
making loan/grant recommendations directly to Burlington’s City Council. 

 
6. The RCEDC attorney shall prepare all loan agreements, review all promissory notes and 

mortgage or lien instruments, and counsel notify the City of Burlington on default matters.  
RCEDC legal counsel will be engaged where appropriate.  All attorney fees incurred shall be 
the charged to the borrower. (See Section 2.4 Administration) 

 
7. The RLF Administrator shall be responsible for the maintenance of all other records for the 

Burl RLF, particularly those related to the expenditures of the Burl RLF moneys for program 
administration purposes. 

 
8. Minor servicing actions will be considered by the RCEDC Loan Advisory Committee together 

with the City Administrator and Mayor.  These actions will include: 
 Actions that do not significantly affect the interest of the City in an adverse manner. 
 Subordination to a new senior lien holder (usually a bank) provided it has minimal 

impact to collateral coverage (typically less than 20%). 
 Other servicing actions that can be defined as minor. 

 
2.2  MEETINGS 
 
RCEDC Loan Advisory Committee meetings to review loan applications shall be held on an 
as-needed basis. All Committee members shall be given prior notice of each meeting.  A majority 
of the Committee in attendance at a meeting constituting a quorum shall be required for official 
Committee action.  Official actions must have the support of the majority of the Committee 
members present.    Loan recommendations as previously described will be brought before the City 
of Burlington Common Council for final approval. 
 
2.3  RECORDS 
 
Written records of all program activities, including program meetings, loan applications, and 
related documents, shall be maintained in appropriate files by RCEDC.  All files, electronic and/or 
paper files, will be maintained by RCEDC in a secure place with limited access by authorized 
personnel.  The City of Burlington’s legal counsel shall be consulted with regard to compliance 
with state and municipal open records laws. 
 
The following files shall be established and maintained for each loan recipient: 
 
1. Loan Application File.  All application, business financial statements, personal financial 

statements, credit reports, business plan documents, a summary of the credit analysis, 
recommended actions for the application, and other supporting loan information submitted to 
the City of Burlington and/or RCEDC, including all applicable correspondence, shall be 
placed in a loan application file.  The minutes of the RCEDC Loan Advisory Committee and 
Burlington Common Council meetings summarizing the action taken on the loan requests shall 
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also be maintained in the loan files. 
 
2. Loan Closing/Collateral Files.  Contains copies of all the legal documents from the loan 

closing, including security instruments, the note and other applicable correspondence.  
Original loan and collateral documents shall be placed in a locked, fireproof filing cabinet at 
the offices of RCEDC.  Copies of the loan closing documents and an amortization schedule 
will be provided to the loan recipient, along with an invoice, if applicable, for loan closing and 
servicing fees.  

 
3. Loan Servicing File.  Contains all records of subsequent applicable activity related to the 

supervision and monitoring of the loan.  This file will include: 
 

 List of applicable loan covenants; 
 Records of site visits conducted periodically to each loan recipient, the scheduling of 

which depends on the nature of the project; 
 Certificates of insurance for builders risk, property-casualty, and life insurance, as 

applicable; 
 Evidence of payment of real estate taxes, if applicable; 
 Borrower financial statements as required by the loan covenants; 
 Documentation for job creation and retention; 
 Copies of written correspondence; and 
 Records of important conversations. 
 

4. "Tickler " System.  To ensure that loan repayments, financial information, the loan agreement 
covenants, UCC updates, and other time sensitive documentation requirements are tracked and 
obtained as required, the following information where applicable will be maintained in the 
Loan Servicing File and/or loan servicing software for monitoring: 

 
 Expiration dates for property, casualty and life insurance policies; 
 Due dates for all financial statements; 
 Scheduled dates of annual loan performance and covenant reviews; 
 Dates for site visits; 
 Due dates for property tax payments;  
  Review dates for job monitoring; and 
 Monitoring of UCC financing statements for necessary renewals. 

 
5. Repayment Monitoring will be tracked via computer program and include the loan 

amortization schedule, status of payments, and the outstanding balance of the loan, 
observations suggesting concerns or problems will be reported to the RCEDC Loan 
Advisory Committee. 

 
6. Loan Review.  All loans are to be reviewed on an annual basis, and at such other times as 

may be deemed necessary by the RLF Administrator or the City of Burlington.  The review 
will follow receipt of the fiscal year-end financial statements and will result in the loan 
being ‘risk rated’ based upon RCEDC’s review.  The loan risk rating shall be in the file and 
may include review of  the following:  timeliness of monthly payments, collateral securing 
the loan; overall financial condition of the business; the presence of material liens or 
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lawsuits, and violations of loan covenants and suggested corrective actions. 
 
 If the business is experiencing problems with any of the above criteria, the RLF 

Administrator is to work with the loan recipient to identify actions that are needed to 
correct the identified deficiencies, including possible restructuring of the loan to protect the 
City of Burlington’s interest and meet the needs of the business. 

 
  In the event the findings of the loan review suggest serious problems, particularly if the  
  loan is at risk for default, RCEDC will cooperate with the RCEDC attorney and the City  
  of Burlington attorney in order to initiate steps necessary to protect the loan and to insure  
  the maximum repayment of the balance due.  Corrective actions may be achieved through 
  restructuring or if necessary, foreclosure. 
 
2.4  ADMINISTRATION 
 
Reasonable administrative funds may be withdrawn with City approval from the Burl RLF to 
cover personnel costs and other administrative expenses should they be required.  Burl RLF funds 
may be used in situations when loan repayments are insufficient to cover administrative costs.  In 
addition to paying costs for the RLF administrator, these funds may be used for the following: 
 
 Legal costs. 

 Consulting fees for credit analysis, business plan reviews and technical assistance. 

 Office supplies, copying, typing, mailing, and related expenses. 

 Training costs. 

The following fees are required for the program: 
 
 Loan Processing Fee - An amount equal to 1.5% of the loan amountDetermined annually to be 

consistent with other RCEDC programs.  This fee is charged directly to the Borrower. 
 
 Loan Servicing Fee - A monthly loan servicing fee will be collected to cover administrative 

costs associated with the program.equal to one-half of one percent (.005%) of the monthly loan 
payments.  This fee is charged directly to the Borrower and collected with monthly loan 
payments. 

 
 Out-of-Pocket  Fees - All out-of-pocket expenses including but not limited to legal fees related  
to closing or servicing the loans will be the responsibility of the Borrower. 
 

SECTION 3.  ELIGIBILITY CONSIDERATIONS 
Note:  All eligibility criteria are intended to be guidelines and subject to the discretion of the 
Burlington City Council. 
 
3.1  ELIGIBLE AREA 
 
The area served by the Burl RLF program is the City of Burlington. 
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3.2  ELIGIBLE APPLICANTS 
 
1. Applicants shall be any business wishing to establish a new operation, expand an existing 

operation or construct or improve a facility for lease to business (es) located in the Eligible 
Area and which comply with the Program Requirements (Section 3.6). 

   
2. Applications may be submitted by the sole proprietor, managing partner, managing member or 

Chief Executive Officer of any business wishing to establish a new operation, expand an 
existing operation or construct or improve a business facility within the Eligible Area. 

 
3. No member of the governing body, the RCEDC Loan Advisory Committee, or any other 

official, employee, or agent of the City of Burlington who exercises decision-making functions 
or responsibilities in connection with the implementation of this program is eligible for 
financial assistance under this program. 

 
4. No program loans will be made which are in conflict with Section 946.13 of the Wisconsin 

Statutes (Private Interest in Public Contract Prohibited). 
 
5. Applicants shall not be disqualified based on age, race, religion, color, handicap, sex, physical 

condition, development disability as defined in s. 51.01(5), sexual orientation or national 
origin. 

 
 
3.3  ELIGIBLE ACTIVITIES 
 
Program loans shall be available to eligible applicants for the following activities: 
 
1. The acquisition of land and buildings. 
 
2. Machinery and equipment acquisition, furniture and fixtures. 
 
3. Site preparation and the construction or reconstruction of buildings or the installation of fixed 

equipment. 
 
4. Clearance, demolition, removal of structures, rehabilitation and renovation of buildings, 

facade renovation and other such improvements. 
 
5. Leasehold improvements, where the lease period is for the term of the Burl RLF loan. 
 
6. Business acquisition through purchase of assets or stock. 
 
7. The payment of fire suppression expenses or assessments for sewer, water, street, and other 

public utilities if the provision of the facilities will directly create or retain jobs. 
 
8. Working capital. 
 
9. Training costs related to the jobs created or retained as a result of the Burl RLF loan. 
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10. Mixed Use Buildings are eligible for Burl RLF financing.   Improvements to the residential 
portion will be considered where safety improvements are needed.   

 
11. Other costs which represent opportunities to further the goals and objectives of City of 

Burlington’s Strategic Plan. 
 
3.4  INELIGIBLE ACTIVITIES 
 
Program loans shall not be available for the following activities: 
 
1. Refinancing or consolidating of existing debt. 
 
2. Reimbursement for expenditures made more than nine months prior to a complete loan 

application being received, unless the time limit is extended or waived by the City of 
Burlington for good cause. 

 
3. Specialized equipment that is not essential to the business operation. 
 
4. Residential building construction or reconstruction (unless such reconstruction is intended to 

convert the building or a portion of the building to a business or industrial operation). 
 
5. Routine maintenance. 
 
6. Other activities that the Loan Review Committee may identify during the administration of the 

program. 
 
3.5  INELIGIBLE BUSINESSES 
 
Program loans shall not be available for the following businesses: 
 
1. Speculative investment companies. 

2. Lending institutions. 

3. Gambling operations. 

4. Non-public recreation facilities. 

5. Other businesses not serving the interests of the City of Burlington. 

 
3.6  PROGRAM REQUIREMENTS 
 
To be eligible for funding, a proposed project would ideally meet the following minimum 
requirements: 
 
1. Private Funds Leveraged.  IdeallyGenerally, the applicant must would leverage a minimum of 

one dollar ($1.00) of private funds for every one dollar ($1.00) of loan funds requested; 
however, lower leverage is permitted particularly with the increased focus on businesses in 
need of smaller loans that may not require private dollar matches. .  Lower leverage would be 
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permitted at the discretion of the RCEDC Loan Committee and Burlington City Council.  
Private funds used to leverage the Burl RLF loan may be used for any eligible project costs or 
renovations or improvements to residential portions of the project real estate.  Consideration of 
private funds towards any other ineligible project costs as leverage of the Burl RLF would 
require approval of the City of Burlington. 

 
2. Community Benefits.  Applicants must demonstrate the project will benefit the community by 

meeting one or more of the objectives listed in Section 1.2 of this Policy Manual. 
 
The City of Burlington reserves the right to waive the above requirements. 
 
3. Financial Feasibility and Business Viability.  The applicant must demonstrate that the 

proposed project is viable and the business will have the economic ability to repay the funds. 
 
4. Project Completion.  Projects shall be completed within 12 months from the date of the loan 

approval unless prior approval is given by the RCEDC Loan Advisory Committee.  Applicants 
shall provide a project implementation schedule. 

 
5. Records.  Loan recipients will maintain those records that are necessary for the City or its 

designated agent, to determine if the performance of the business complies with the terms of 
the loan agreement.  The records may include, but may not be limited to, purchase orders, 
invoices, records of payments, canceled checks, payroll records and/or business certifications 
indicating the number of new or retained employees as a result of the Project.  The City or its 
designated agent will have access to all records pertinent to the Project for the purposes of 
examination and transcription. 

 
6. Compliance With Applicable Laws.  Applicants shall comply with all applicable local, state, 

and federal laws and codes. 
 
7. Nondiscrimination.  Recipient businesses will not discriminate against any employee or 

applicant for employment on the basis of race, color, religion, sex, national origin, age, or 
handicap. 

 
 

SECTION 4.  TERMS AND CONDITIONS 
 
4.1  TERMS AND CONDITIONS 
 
Loan terms and conditions shall be structured on need and ability to repay.  Minimum Typical 
standards shall may include the following: 
 
1. Loan Amount.  Loan amounts are subject to the availability of program funds. and to the 

following guidelines.  A maximum loan size of $100,000 for each borrower. Loan amounts 
may be higher if the project is determined to be of significant economic impact and is so 
designated by the City of Burlington.   
 

2. Interest Rate.  Loans shall be subject to a minimum interest rate of fifty percent (50%) of the 
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current prime rate as published in the Wall Street Journal at the time of application.  The 
maximum interest rate shall be the prime rate of interest plus 2%, as published in the Wall 
Street Journal at the time of loan application. The interest rate shall be established by the 
RCEDC Loan Advisory Committee, taking into consideration the borrower’s ability to repay, 
the desirability of the borrower and the project relative to the Burl RLF goals, and the 
availability and cost of other financing alternatives available through private financial 
institutions.  The interest rate will be fixed for the term of the loan or may be variable, based 
upon criteria established by the RCEDC Loan Advisory Committee, except as provided in 
section 3.6(4). (Penalty for the Failure to Create or Retain Jobs) 

 
3. Terms for Loans.  Loan terms and amortization schedules should not exceed the useful life of 

the collateral. 
 

 Working capital loans shall have a maximum term of seven years. 
 Loans for machinery, equipment and fixtures shall have a maximum term of ten years. 
 Real estate loans shall have a maximum term of 12 years which can be amortized on a 

20-year basis with the option of refinancing for an additional eight years. 
 

 Amortization schedules shall be set up for monthly payments.  At the option of the Loan 
Advisory Committee, amortization periods may be longer than the loan term, with the balance 
of the loan to be paid as a balloon payment or by refinancing at an interest rate which the Loan 
Advisory Committee determines to be appropriate. 

 
4. Deferral of Payments.  Payment of interest and/or principal may be deferred for up to one (1) 

yeareighteen (18) months if merited in the loan application.  Interest shall may accrue during 
the deferment period and may be paid in full or added to the principal amount of the loan.  
Following the deferral period, interest and principal shall be paid for the remaining term of the 
loan. 

 
5. Grants.  Grants of up to $1510,000 may be granted by the City of Burlington City Council for 

those projects to be determined to have a significant community impact.  Grants would be  
determined on a case-by-case basis as deemed appropriate by City Staff and City Council.  If 
City Staff is in support of a grant request, RCEDC Staff and the RCEDC Loan Advisory 
Committee, if the RCEDC Board requires Committee review, will review the request from the 
applicant and make a recommendation to City Council.  The presentation would include the 
following for the City to consider: 
  

 Description of project; 
 Extent to which the project meets these Program Objectives and other eligibility 

criteria for funds as described within this Policy Manual; and 
 Confirmation that the Borrower is current with all tax obligations and has no financial 

concerns that may be found in RCEDC public records checks and review of financials.  
 

No more than 30% of available funds will be allocated towards grants annually with the 
remaining 70% allocated towards loans.  This will be reviewed annually by City Council. 
 

6. Prepayment.  Borrower may prepay the loan in full or in part at any time without penalty. 
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7. Collateral.  The City of Burlington will seek to have the best collateral position possible to 

ensure that Burl RLF loans are adequately secured.  The collateral requirements will be 
determined on an individual basis by the RCEDC Loan Advisory Committee and may include:  
mortgages and/or liens on land, buildings, machinery, equipment, accounts receivable, 
inventory or other assets of value owned by the borrower, principal owners, other 
co-borrowers or guarantors.  The collateral position of the Burl RLF may be subordinated to 
private sector financial institutions participating in the project, if approved by the Loan 
Advisory Committee.  Personal guarantees from the principals of the business may be 
required.  In addition, life insurance coverage on the principal owner naming the City as 
assignee may also be required but more typically in cases of a collateral shortfall where the 
Burl RLF loan size exceeds $100,000. 

 
8. Insurance.  Businesses receiving loans secured by real estate and fixed assets will be required 

to obtain property-casualty insurance equal to the amount of outstanding loan balance and have 
the City of Burlington listed as a mortgagee and/or loan loss-payee on the insurance policy.  
Proof of insurance with appropriate endorsement or coverage documents will be requested 
prior to the closing of the loan. 

 
 

SECTION 5.  APPLICATION PROCEDURES 
 
5.1  DISCUSSION OF REQUIREMENTS 
 
Prior to submitting an application, the applicant shall discuss the program with the RLF 
Administrator.  The RLF Administrator shall assist the applicant, as is reasonably necessary, in 
completing the application.  All financial information will be kept in a secured place with limited 
access by authorized personnel only. 
 
5.2  PRIORITY 
 
Applications shall be reviewed in the order received and based on readiness for the proposed 
project to proceed.  The Administrator of the City of Burlington and the staff of the RCEDC will 
determine whether sufficient funds are available in the –Burl RLF to accept applications for new 
business loans or grants and RCEDC will promote the Burl RLF as to  the availability of the funds 
to the business community. 
 
In the event that loan funds requested exceed available funds, the following criteria will be used to 
determine which business(es) will be awarded the loan(s): 
 
1. Eligibility of the applicants. 
 
2. Eligibility of the project to be undertaken. 
 
3. The extent to which private funds are to be leveraged. 
 
4. The extent to which jobs are to be created, and the type jobs and wages. 
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5. The extent to which the loan can be secured. 
 
6. Evidence of ability to repay the loan. 
 
7. Size of the loan requested. 
 
8. Timing of the proposed expenditures. 
 
9. Completeness of application. 

 
10. The extent to which the applicant meets the City’s Strategic Plan. 

  
10.  
11. The extent to which the business may have received City assistance in the past few years. 
 
12. Other factors as deemed appropriate. 

  
11.  
 
 
5.3  TIMING 
 
Applications may be submitted at any time during the calendar year. 
 
 
5.4  LOAN APPLICATION 
 
Applicants shall submit an application using the Burl RLF application forms which may require 
the following be included: 
 
1. Project description of how the business plans to use the requested funds. 
 
2. A business plan that includes the history and description of the business and analysis of 

management ability.  
 
3. Personal Financial Statement current within 90 days for each proprietor, partner member or 

stockholder of the operating business concern, and, if different, each owner of any eligible 
passive company used to hold the project real estate. 

 
4. Resumes of owners and any principals involved in the day-to-day management. 
 
5. Balance sheet and income statements for the previous three years for the operating business 

concern.   
 
6. A balance sheet and income statement dated within 90 days of the application with an aging of 

the accounts receivable and accounts payable listed. 
 

Formatted: Indent: Left:  0.5",  No bullets or numbering

Formatted: Indent: Left:  0.5",  No bullets or numbering
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7. Financial projections, including both balance sheet and income statements for the first two years 
with a description of the assumptions attached. 

 
8. For a new business, a monthly cash flow analysis for the first 12 months of operation or three 

months beyond break even, (whichever is longer) together with a description of assumptions 
attached. 

 
9. A schedule of debts which includes the original amount, date, monthly payment, interest rate, 

present balance, maturity, to whom payable and collateral. 
 
10. The names of affiliated (through management control) or subsidiary businesses as well as the 

last two fiscal year-end financial statements and a current financial statement for each of these 
firms. 

 
11. A copy of key cost documents related to the project such as real estate purchase agreements, 

contractor cost estimates, equipment costs, etc. 
 
12. An accepted offer to purchase land and/or buildings. 
 
13. If applicable, a copy of the existing or proposed lease agreement. 
 
14. An independent appraisal for construction projects on an "as completed basis" and otherwise as 

required. 
 
15. Environmental analysis, if applicable. 
 
16. A letter from the participating lender stating the terms and conditions of its participation. 
 
17. A resolution from the Board of Directors of the borrower authorizing it to borrow or (if 

applicable) a Partnership Borrowing Agreement. 
 
18. If applicable, corporate documents, including but not limited to Articles of Incorporation, 

Corporate By-laws, etc. 
 
The RLF Administrator reserves the right to waive one or more of the above requirements when 
analyzing the loan request for a recommendation to the RCEDC Loan Advisory Committee and 
City of Burlington. 
 
5.5  REVIEW PROCESS 
 
Specific steps in the review process include the following: 
 
1. Preliminary Review.  The RLF Administrator will review the application for completeness and 

verify that the proposed project meets the minimum requirements provided in Section 3.6.  If 
the application is not complete, the Administrator will inform the applicant of the deficiencies. 

 
2. Formal Review.  The RCEDC Loan Advisory Committee will meet to review applications 

within 30 days of the receipt of a completed application or at some other predetermined 
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schedule.  Once the review is completed and the proposal is acceptable for funding, the 
RCEDC Loan Advisory Committee or Staff will forward the proposal to the City of Burlington 
Common Council for final approval. 

 
3. Negotiation of Terms.  Upon the acceptance by the City of Burlington, the RLF Administrator 

will contact the business in writing to review and explain the terms of the loan. 
 
4. Notice of Award.  If the application is approved, a closing will be scheduled to execute the 

necessary loan documents. 
 
5. Rejection of Award.  If the application is not approved, the RLF Administrator will send a 

letter to the applicant stating the reasons for rejection and offer to meet with the applicant to 
explore ways to strengthen the loan request or to identify alternative funding sources. 

 
 

SECTION 6.  DISTRIBUTION OF FUNDS 
 
6.1  LOAN PROCEDURES 
 
Prior to releasing funds, the following documentation must be in place or provided at the 
appropriate time during the term of the loan. 
 
1. Notice of Award.  The RCEDC Loan Committee and City of Burlington must have reviewed 

and approved the loan request. 
 
2. Loan Agreement.  The RCEDC attorney or designee shall prepare a loan agreement which 

shall be executed by the City of Burlington and the Borrower. 
 
3. Promissory Note.  A promissory note shall be prepared by the RCEDC attorney or designee 

and signed by the Borrower at the time of loan closing.  The note must be dated; it must 
reference the agreement between the City of Burlington and the business; and it must specify 
the amount and repayment terms of the loan. 

 
4. Security.  Agreements provided as security for all loans shall be prepared by the RCEDC 

attorney or designee and executed at the time of the loan closing.  The RLF Administrator shall 
record the instrument and place a copy in the loan file. 

 
5. Repayment Schedule.  A loan repayment or amortization schedule shall be prepared by the 

RLF Administrator after the loan proceeds are fully disbursed.  The repayment schedule shall 
be dated and signed by the Borrower.   

 
6. Evidence of Permits.  Documentation must be provided by the applicant that all necessary 

permits, licenses, and any other registrations required have been obtained by the applicant 
prior to the release of program funds. 

 
7. Evidence of Expenditures.  Documentation must be provided by the business to evidence 

program expenditures prior to the release of funds. Documentation shall include bills and 
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invoices or receipts for materials, final bills of sale or canceled checks.  All documentation 
shall be reviewed and approved by the RLF Administrator. 

 
8. Equipment.  Equipment financed with program funds must have been purchased, delivered, 

and installed, prior to final disbursement of the Burl RLF funds.  The RLF Administrator shall 
verify the installation of equipment. 

 
With the above documentation in place, the RLF Administrator will schedule a loan closing.  All 
documents will be executed before funds are disbursed and mortgages and UCC Statements shall 
be recorded with the Register of Deeds and the Department of Financial Institutions. 

 
 
 

SECTION 7.  POST APPROVAL REQUIREMENTS 
 
7.1  OBLIGATION OF LOAN RECIPIENT 
 
In addition to the terms and conditions of the loan, all borrowers shall agree to comply with the 
following: 
 
1. The creation or retention of the agreed upon number of jobs within an agreed upon period of 

time detailed within the loan agreement. 
 
2. Not to discriminate on the basis of age, race, religion, color, handicap, sex, physical condition, 

development disability as defined in s. 51.01(5), sexual orientation or national origin in any 
employment or construction activity related to the use of the business loan funds. 

 
3. To use the loan money only to pay the cost of services and materials necessary to complete the 

project or activity for which the loan funds were awarded. 
 
4. To permit inspections by persons authorized by the City of Burlington, of all projects and 

properties assisted with loan funds.  Related project materials shall also be open to inspections 
which include, but may not be limited to, contracts, materials, equipment, payrolls, and 
conditions of employment.  Requests for inspection shall be complied with by the borrower. 

 
5. To maintain records on the project as may be requested by the City of Burlington or the Loan 

Administrator.  These files shall be maintained as long as the loan is active or for at least three 
(3) years after completion of the work for which the loan has been obtained, whichever is 
longer. 

 
6. To submit periodic progress reports to the Administrator in accordance with the schedule in the 

loan agreement. These reports shall report on project progress including number of jobs 
created or retained during the loan agreement. 

 
7. To maintain insurance on the project property required during the term of the loan.  The City of 

Burlington shall be listed as Loan Loss Payee and/or Mortgagee on the policy as determined by 
the RLF Administrator.  A collateral assignment of life insurance may be required of the 
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applicant. 
 

 
SECTION 8. PERFORMANCE MONITORING 

 
8.1  PRIVATE LEVERAGE COMMITMENTS 
 
The RLF Administrator shall monitor the use of the funds and expenditure of private leverage 
commitments. Documentation may include invoices or receipts for materials and supplies, letters 
from lenders, final bills of sale, and/or canceled checks. 
 
8.2  HIRING OF NEW EMPLOYEES 
 
The RLF Administrator shall monitor the borrower's progress in meeting the specific loan criteria.  
 
 
8.3  DEFAULT 
 
1. In addition to the grounds specified in the loan agreement, the following shall be considered 

default: 
 
 (a)  Defaulting on other loans with private lenders. 
 (b)  Cessation of operations or relocation of operations from the Eligible Area. 
 (c)  Sale of the business. 
 
2. In the event the business is in default on any of the terms and conditions of the loan agreement, 

all sums due and owing, including penalties shall, at the City of Burlington’s option, become 
immediately due and payable.  To exercise this option, the RCEDC’s attorney shall prepare a 
written notice to the business.  The notice shall specify the following: 

 
(a)  The default. 
(b)  The action required to cure the default. 
(c)  A date, not less than thirty (30) days from the date of the notice, by which the default must 

be cured to avoid foreclosure or other collective action. 
(d)  Any penalties incurred as a result of the default. 

 
 

SECTION 9.  USE OF LOAN REPAYMENTS AND REPORTING 
 
9.1  BURL RLF ACCOUNT 
 
Repaid Burl RLF loan funds shall be deposited into an interest bearing account at a financial 
institution insured by the Federal Deposit Insurance Corporation (FDIC) and may be reloaned in a 
manner consistent with the policies of the Burl RLF Manual.  A separate accounting record for 
each loan shall be kept to account for all funds loaned. (Section 10.2(b)).   
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SECTION 10.  LOAN SERVICING 
 
10.1 MONITORING 
 
The RLF Administrator shall monitor each loan to ensure compliance with the loan terms and 
conditions and the financial health of the business to insure continued repayment of the loan.  The 
monitoring will also ensure that all recordkeeping requirements are met, particularly in regard to 
job creation and expenditures of matching funds. 
 
The RLF Administrator will notify the loan recipient in writing of any payment deficiency and the 
action that will be taken should the payment not be made.  Should there be a late payment; the RLF 
Administrator will contact the loan recipient to determine the reason for the delayed payment.  
Contact may need to be made with other participating lender(s) to determine if their loans are 
current and to alert the lender of a potential problem.  All payments shall be applied first to accrued 
late payment penalties, then to interest accrued, and then to principal. 
 
A loan servicing file, repayment monitoring file and “tickler” file shall be established and 
maintained for each loan recipient to insure complete, accurate and timely information on the 
status of the loan.  The files will include records of all payments, observations and comments of 
the RLF Administrator, all written correspondence, a record of important conversations, a list of 
applicable loan covenants, certificates of insurance, and life insurance, as applicable; and 
documentation for job creation and retention.   
 
10.2 RECORDKEEPING 
 
The RLF Administrator shall maintain the following financial management records will be 
comprehensive and designed to provide the following information: 
 

(a)  Revolving Loan Funds Status Report. -   Contains the business name, loan date, loan 
amount, terms, and date repayment begins. 

 
(b)  Revolving Loan Fund Obligations Journal . - records all deposits and disbursements to and 

from the Burl RLF, including funds used for Burl RLF administration.   
 

(c )  Burl RLF Loan Repayment Records. - records repayments made by each business which 
has received a loan from the Burl RLF.  It also tracks the balance of repayments from all 
loans from the Burl RLF.  Payments are divided into principal and interest payments with a 
declining principal balance. 
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COMMITTEE OF THE WHOLE ITEM NUMBER 5F   

DATE:    February 4, 2020

SUBJECT:   RESOLUTION 4995(48) - To approve the BHS1 Program Agreement between City of Burlington
Fire Department and Burlington High School.

SUBMITTED BY:   Alan Babe, Fire Chief

BACKGROUND/HISTORY:
In 2012, the BHS1 program was created as a means for students who were interested in Emergency Medical
Services (EMS) to obtain hands on training and ride along during rescue calls.  Burlington High School partnered
with Burlington Rescue Squad at the start of this program.  With the dissolution of Burlington Rescue Squad, Troy
Everson, the Program Coordinator for BHS1, reached out to Fire Chief, Alan Babe, to continue this valuable
program.  The primary goal of this program is to assist the students in learning all aspects of the EMS career field. 
Students will apply the concepts and skills acquired in the classroom to practice job-related competencies not
available within the school environment and gain valuable work experience through the relationship and
responsibilities encountered during the internship. 

This program is offered annually in the Spring as part of the high school curriculum. On average, 8-12 students
participate in the program.  Each student will be required to submit an application, cover letter, resume and
application to the Fire Chief.  The students will go through an interview, department orientation session and
physical at Aurora Occupational Health. 

Benefits to the Student: This program gives the student valuable experience in EMS and the opportunity to continue
on as a member of the City of Burlington Fire Department after the semester is over.  

Benefits to CBFD: The programs allows for CBFD to help teach students valuable EMS skills.  This is a great
program that helps CBFD to give back to the community as well as Burlington High School. 

BUDGET/FISCAL IMPACT:
The City of Burlington Fire Department will be responsible for the cost of 1 red sweatshirt and 1 red t-shirt, screen
printed with CBFD- BHS1 Student for each student to wear while they are running shifts.  The cost of the t-shirt
will be about $8.00 and the cost of the sweatshirt will be about $16.00.  For the 2020 Spring Semester, there will be
about 12 students which would total $96.00 for the t-shirts and $192.00 for the sweatshirts, a total of $288.00 for
clothes. 

The City of Burlington Fire Department will also be responsible for the cost of the students completing a Physical,
Audio gram, and a 10 panel drug screen at Aurora Occupational Health.  The cost for each student will be
$128.00.  For the 2020 Spring Semester, there will be about 12 students which would total $1536.00 for physicals. 

Total cost impact: $1824.00.

RECOMMENDATION:
Staff recommends approval of the City of Burlington Fire Department BHS1 Program Agreement. 

TIMING/IMPLEMENTATION:
This item is for discussion at the February 4, 2020 Committee of the Whole meeting, and is scheduled for final
consideration at the February 19, 2020 Common Council meeting. 
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                 Resolution No.  4995(48) 
    Introduced by Committee of the Whole 

   
 

A RESOLUTION APPROVING A PROGRAM AGREEMENT BETWEEN THE CITY OF 

BURLINGTON FIRE DEPARTMENT AND BHS1 PROGRAM  
 
 
WHEREAS, the City of Burlington Fire Department will work with the BHS1 Students in an EMS 
Program, 
 
WHEREAS, the Fire Chief and BHS1 Program Coordinator will work together to select students 
for the program and perform evaluations,  
 
WHEREAS, The BHS1 students will respond on Emergency Medical Service (EMS) calls within 
the City and Town limits in conjunction with the City of Burlington Fire Department. 
 
NOW, THEREFORE, BE IT RESOLVED by the Common Council of the City of Burlington, Racine 
County, State of Wisconsin, that the City of Burlington shall accept the program agreement 
between the City of Burlington Fire Department and the BHS1 Program.  
 
BE IT FURTHER RESOLVED that the Mayor is hereby authorized and directed to execute this 
agreement on behalf of the City. 
 

                     
        Introduced:  February 4, 2020 
            Adopted:  

 
 

      
   
        _____________________________ 

                             Jeannie Hefty, Mayor 
 
 
Attest:  
 
 
_________________________ 
  Diahnn Halbach, City Clerk 
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BHS1 Program  
City of Burlington Fire Department 

 

City of Burlington Fire Department BHS1 Program             REV. 01/23/2020 Page 1 
 

 

City of Burlington Fire Department BHS1 Program 
 

 

Program Description 

Burlington High School (BHS) is proud to be able to return support to our community by 
allowing some of students to assist with the daily volunteer operations of the City of 

Burlington Fire Department (CBFD).  Students who are afforded this opportunity will be 
held to a very high standard as they will be representing both CBFD and BHS 

respectively.   
Students interested in a career in the EMS field that are in good standing have the 
opportunity to actively participate as a “working” member (BHS1 Student) with CBFD. 

Students will work assigned shifts on the department throughout the semester and 
perform many of the same duties as EMTs.  Students will be evaluated by the Fire Chief 

and Program Coordinator.  
 

Primary Goal 

Assist the student in learning all aspects of the EMS career fields. Students will apply the 
concepts and skills acquired in classroom trainings and drills to the work situation; to 

acquire job-related competencies not available within the school environment; and to 
gain work experience through the relationship and responsibilities encountered during the 
internship. 

 
Participation Qualifications 

• Submit an application, cover letter and resume to the CBFD Fire Chief and an 
approved application for admission to the BHS1 Program. 

• Successful completion of CBFD interview/selection process 

• Successful completion of a department orientation session/process 

• Successful completion of a Physical, Audiogram and 10 panel drug screen at 
Aurora Occupational Health 

 

Students are required to complete all facets of their BHS1 program and responsibilities or 
risk the loss of status with the department including a positive job reference. 

 
Guidelines 

1. Maintain confidentiality at all times with any information they are exposed to. 

2. Maintain clean school records and abide by all extra-curricular expectations.  
3. At all times maintain passing grades in ALL classes. If a student falls below this 

expectation, they will not be allowed to respond to calls until the situation is 
rectified and the student meets with the Program Coordinator. (See Burlington 
High School Athletic and Activities Handbook- Section ACADEMIC AND 

ATTENDANCE REQUIREMENTS TO MAINTAIN ELIGIBILITY) 
4. Keep a log of all calls they respond to detailing specific times they are out of the 

school building.  
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5. Check with their instructors to make up any work they may have missed while 
performing their EMS duties.  This work should be made up ASAP with a due 

date that is mutually agreed upon by the instructor and student.  
6. Have parental permission to participate in this partnership. 
7. Drive with due regard to public safety at all times. Students should obey all 

traffic laws when responding to calls and returning to school. 
8. Notify student services of their return to school after any EMS call.  This will be 

required so that the students’ absence will not be considered unexcused.  Parents 
will NOT be required to excuse their student for these responses. 

9. Meet both formally and informally with the Program Coordinator and/or 

administration on a regular basis. 
10. Check out a pager/radio from the Program Coordinator’s room and return it at the 

time agreed upon.  
11. Students will work under the direction of the Fire Chief and other fire department 

personnel in conjunction with the BHS1 coordinator. 

12. Students are encouraged to attend training sessions scheduled by CBFD as the 
training session does not interfere with outside scheduled classes. 

13. Students will abide by all rules, regulations, and procedures as established by 
CBFD.  

14. Students are additional personnel and are not to be used to replace a regular EMT 

nor shall the student infringe upon the rights of the firefighters or EMTs of 
CBFD. 

15. Students will be evaluated by the Fire Chief and Program Coordinator. 
16. Students shall be available for and participate in an orientation. 

 

The City of Burlington Fire Department Will: 

1. Provide a copy of the fire departments rules, regulations, SOGS, and other 

procedures 
2. A uniform of a Red T-Shirt and Sweatshirt with CBFD – BHS1 Student 
3. Access to I am Responding App. 

4. Provide learning experiences, which will contribute to, and be consistent with the 
student’s career objectives. 

5. Identify work activities, which the fire department can provide to the student. 
6. Evaluate the student’s performance and work attitude. 
7. Provide the student with direct supervision which includes CBFD employees 

including the Fire Chief and Program Coordinator. 
8. The designated individual to supervise the student will: 

o Counsel the student as needed 

o Answer questions and be accessible to the student for assistance 
o Meet with the student as needed 

o Contact the BHS1 Coordinator prior to severing the relationship with the 
student. 

9. Remove the student if the fire department observes unsatisfactory performance or 

attitude. 
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10. CBFD personnel reserves the right to restrict environments the student has access 
to. 

 

The Student Will: 

1. Conform to all fire department rules, regulations, SOGs and procedures. 

2. Fulfill all course requirements for the BHS1 program and maintain passing grades 
in all courses taken concurrently with the program. 

3. Hold Fire Department information as well as emergency incident information in 
strict confidence and be aware that possible legal ramifications can ensue with a 
breach of this confidentiality agreement. 

4. Keep accurate records of participating hours and other necessary records. 
5. Discuss concerns/problems with the Fire Chief and Program Coordinator. 

6. Accept the evaluation/feedback from the Fire Department and agree to work on 
areas where improvement is needed. 

7. Not sever the student affiliation with CBFD without providing a written notice 

and attend an exit interview. 
8. Understand that he/she can be removed from the BHS1 Program if the Fire 

Department observes unsatisfactory performance or attitude. 
9. Understand he/she can be removed from the BHS1 Program due to conduct that 

might bring discredit to the Fire Department or violates department or City 

Policy. 
10. Disclose any and all legal interaction with law enforcement to the Fire Chief or 

Program Coordinator. Failure to do so will result in an immediate removal form 
the BHS1 Program. 

11. All call related activities WILL NOT be on any form of Social Media.  Anything 

found will be grounds for immediate removal from the BHS1 Program. (See City 
of Burlington Employee Handbook Appendix G: Social Media use Policy, 

Standard and Procedures). 
12. Provide to CBFD a copy of their Wisconsin Department of Health Services 

Training Permit which is authorized under Wisconsin State Statute 256 and 

Wisconsin Administrative Code DHS 110. 
 

Additional Guidelines 

1. When using a facility such as a kitchen, complete cleaning is required. 
2. Students will maintain good personal hygiene habits and grooming. 

3. Students are not permitted on Fire Department property while under the influence 
of alcohol or drugs. 

4. Visitation of people for the student shall be kept reasonably short at the Fire 

Station. 
 

Dismissal from BHS1 Program 

1. Any student who is in violation of the rules, regulations, SOGs, procedures or, in 
the Fire Chief’s evaluation does not meet the department’s standards will be 

dropped from the program by the Fire Chief or Program Coordinator. 
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Performance Objectives FD Organization 

1. Understand the rules, regulations, SOGs that govern the conduct of a BHS1 

Student. 
2. Understand the general policies that govern the overall operations of CBFD. 
3. Understand the organizational chart of CBFD and understand the chain of 

command used by the department. 
4. Understand the safety polices used by CBFD. 

5. Understand the specific policies that govern the BHS1 program at CBFD. 
 

Performance Objectives EMS 

1. Describe all safety procedures to be followed by EMS members at CBFD. 
2. List, locate, and describe the use of all equipment carried on an ambulance at the 

Fire Department. 
3. Describe the role of a student on an EMS crew at CBFD. 
4. Outline and describe the duties of an EMS member and function as an EMS 

member of CBFD. 
 

Release and Hold Harmless 

Knowing the dangers and risks associated with emergency incidents and activities that 
surround a fire department, I (BHS1 Student), on behalf of my family, heirs, and personal 

representative(s), agree to assume the risk and responsibilities surrounding my 
participation in a student partnership and release forever discharge, waiver, and covenant 

not to sue the City of Burlington Fire Department, Fire Chief, officers, members, 
firefighters, EMTs or other students against any and all liability for any harm, injury, 
damage, claims, demands, actions, cause of action, costs, and expenses of any nature 

whatsoever which I, (BHS1 Student), may have or which may hereafter accrue out of or 
related to participating in the internship. 

 
Medical Payments/Disability Coverage 

No medical coverage or disability coverage is provided by CBFD.  Students are advised 

to have medical coverage.  Health insurance is encouraged and is at the student/s 
expense. 

(See Burlington High School Athletic and Activities Handbook- INSURANCE) 
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I hereby give permission for my son/daughter _________________________________ 
to participate in the BHS1/ CBFD partnership program. I realized that they are 

responsible for all of their school work missed while on call.  I further realize that my 
child will be leaving school for EMS calls and expect my son/daughter to follow ALL 
traffic laws at the all times but specifically while doing EMS work.  

 
 

________________________________________________________________________ 
Parent Signature    Print    Date 
 

 
________________________________________________________________________ 

Student Signature    Print    Date 
 
 

________________________________________________________________________ 
Program Coordinator Signature  Print    Date 

 
 
________________________________________________________________________ 

Fire Chief Signature    Print    Date 
 

 
________________________________________________________________________ 
School Administrator Signature  Print    Date 

 
 

________________________________________________________________________ 
School Counselor Rep. Signature  Print    Date 
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Burlington High School Athletic & Activities Handbook 2019-2020  
  

ACADEMIC AND ATTENDANCE REQUIREMENTS TO MAINTAIN 
ELIGIBILITY      ACADEMIC  

  

In order to be academically eligible for extra-curricular activities, a student must be a 

fulltime student as defined as follows:  ➢ Students must take 3 credits per semester  In 

addition, students must maintain a minimum grade point average of 1.67 quarterly 
(Quarter 1 – Nov. 5, Quarter 2 – Jan. 23, Quarter 3 – Apr. 1, Quarter 4 – June 5), have 

received no more than one failing grade (including incompletes), and have no 

unresolved/unexcused or truant absences for the school year. Burlington High School 

must be responsible for 100% of school programming to be considered a full-time 
student. Parents/guardians will be notified of ineligibility by one of the school 

administrators as soon as the student becomes ineligible.  

  
Grades to determine eligibility will be based on quarter grades (grading periods).  ● 

Eligibility for summer and fall sports will be based on grades earned in the fourth (4th) 

quarter of the previous spring marking period.  ● Summer School grades will be 

considered part of the 4th quarter and 2nd semester grades if a student attends Summer 

School in an attempt to regain academic eligibility. ● Grades will be reviewed at the end 
of the appropriate period  

  

Academic ineligibility will be for 20 consecutively scheduled school days; however, a 
student who is ineligible may not return to competition until the school day following 

the completion of the ineligibility period. Academic ineligibility will go into effect on 

dates predetermined by the current school year calendar. Ineligibility is defined as not 
being allowed to participate in games/meets. Students will be allowed to attend and 

participate in practice unless otherwise specifically stated.   

  

A student may be reinstated after 20 school days when the student secures written proof 
to show evidence that the student is meeting the criteria described above. Written proof 

is a completed “Academic Goal Progress Report Form.” The “Academic Goal Progress 

Report Form” is available in the Activities Office. The athlete must secure written 
verification from all teachers and submit the form to the Activities Director one school 

day before reinstatement can occur. Mid-quarter grades will be used only for 

determining whether a student can regain eligibility, but not to declare a student 
ineligible. If a student does NOT regain eligibility after the 20 day period of time, s/he 

will, additionally, not be allowed to PRACTICE for the remainder of the term during 

which ineligibility occurs.  

  
A student regains eligibility immediately if incompletes are made up within ten (10) 

school days after the eligibility date. The Activities Director must be able to determine 

through information gathered from the teacher that all work has been appropriately 
completed. If ineligibility is due only to the incomplete grade, the student will regain 

eligibility as soon as the Activities Director can verify the grade.  
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A student may erase ineligibility status following the last grade-reporting period of the 

school year through summer school courses provided the school gives credit toward 

graduation requirements for such courses and counts them in rank-in-class standings.  

The student must successfully complete not less than the same number of courses that 
caused the ineligibility.  

  

If try-outs are conducted in a sport prior to the conclusion of a quarter, an ineligible 
student will be allowed to participate in the try-out process, but will not be eligible for 

competition until full eligibility has been restored.  

  
There is NO appeal process for ineligibility caused by academic or attendance reasons.  

  

ATTENDANCE   

 
 A student must be in school for the full day or be legally excused by the Attendance 

Office PRIOR to the absence to be eligible for practice or competition on a given day. If 

a student misses school due to illness, s/he is not allowed to practice or compete. In 
other words, if a student is too sick to come to school, the student is too sick to 

participate or compete.  

  
Any student who is determined by his/her coach/advisor or the Activities Director to 

have been truant or have an unexcused/unresolved absence for one period of a school 

day, shall be immediately declared ineligible for all practice and competition for that 

day. For each additional period of truancy or unexcused/unresolved absence, the 
student shall be declared ineligible for all practice and competition for successive days at 

the rate of one day for each period of truancy or unexcused/unresolved absence.   

  
Further, students may not practice or compete on the day of an excused absence as 

defined by the Attendance Office unless the Attendance Office is aware and approved of 

the absence PRIOR to the absence occurring.   
  

ACTIVITIES CODE   

  

 Students participating in extra-curricular activities are required to:  
1. Refrain from the use, possession, transfer or sale of alcoholic beverages, controlled 

substances, performance-enhancing drugs, tobacco products, and e-cigarette and/or 

ingredients/components/vapor (vapor contains nicotine).  
2. Refrain from being present in a vehicle in which a non-parent/guardian driver is being 

ticketed for driving while under the influence of alcohol or any controlled substance.  

3. Refrain from being present in a bar, tavern or any other place where alcoholic 
beverages are sold or consumed while not accompanied by their parents/guardians. This 

applies to all Burlington students regardless of age or the time of year. This rule does not 

apply to areas of premises or establishments not actually involved in the SALE or 

CONSUMPTION of intoxicants.  These areas could be hotels, grocery stores, bowling 
alleys and regularly established athletic fields, stadiums, fairgrounds and parks.   

4. Refrain from violating a coach’s/advisor’s or the school’s training, grooming and 

dress regulations.  
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5. Refrain from the use of swearing or abusive language toward any coach/advisor, 

teacher, student, official or opponent.  

6. Refrain from committing acts of vandalism or any other criminal behavior defined in 

the Wisconsin Statutes as such.  
7. Refrain from committing serious and/or continued violations of school regulations.      

8. Refrain from lying, being disrespectful, exhibiting any insubordinate behavior, or from 

engaging in any form of conduct unbecoming a Burlington athlete.     
9. Refrain from posting disparaging or disrespectful comments, or any pictures or video 

which would show individuals committing violations of the Activities Code with respect 

to any coaches/advisors, teachers, school administrators, Burlington students, game 
officials, or students at opposing schools, on electronic media available to the general 

public on sites such as “Kik,” “Instagram,” “Snap Chat,” “Facebook,” or “Twitter,” or 

through text messages or e-mails sent via electronic media.  

10. Comply with all rules as established by the Southern Lakes Conference, the school, 
and the WIAA.                         

 

Special Conditions:     
1. The courts have ruled that participation in athletics is a privilege, and not a right; 

therefore, students are often held to a higher standard than other students by virtue of the 

fact that they are highly visible representatives of Burlington High School whose 
negative behavior could adversely impact the image of our school.   

2. The Activities Code is in effect for twelve months of the calendar year and governs the 

behavior of students whether school is in session or not, and at both in-school events and 
events not sponsored by the school, except where otherwise stated in the Activities 

Code. 3. If a student is present at a gathering, unaccompanied by parents, where any 

substances or items prohibited by the Activities Code are present or being consumed, 

s/he must depart immediately or, if necessary, make arrangements to depart entirely 
from the premises no later than 15 minutes of his/her arrival at the gathering, and must 

refrain from violating the Activities Code while still at the gathering. The 

parent/guardian/adult owning the residence where a peer party is being held, and any 
substances or items prohibited by the Activities Code are being used by minors, does not 

exempt the child of the owner from violating this rule. Failure to comply with these 

provisions will be considered a violation of the Activities Code.   
4. Violations of the Activities Code are cumulative throughout the student’s school 

career in grades nine (9) through twelve (12).  

5. Penalties will carry over to the student’s next season/activity. If the next 

season/activity is not the season of a sport/activity in which the student is normally 
involved, the carry-over of the penalty and successful completion of the penalty will 

count only if the student remains in good standing during the entire season. If not, the 

penalty carry-over initially in effect will remain in effect and must be served in a 
successive sports season.   

6. The Activities Director shall have primary responsibility for investigating, and, if 

necessary, assigning penalties, for alleged violations of the Activities Code.  
7. HONESTY REDUCTION – Students who self-report a first violation of the Activities 

Code to the Activities Director within forty-eight (48) hours of the infraction and PRIOR 

to the Activities Director interviewing the individual for the alleged infraction, and are 

deemed cooperative during the investigation, will receive a 25% reduction in the penalty 
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normally assessed for the infraction. No provisions are made for weekends or holiday 

periods in regards to the forty-eight (48) hour period. Students who wish to self-report 

can call 262-763-0200 ext 1258 to speak to or leave a message for the Activities Director. 

Students who host gatherings in which violations of the Activities Code are not eligible 
for honesty reduction.  

8. Penalties as listed are minimums.  

9. All penalties assessed for violations of the Activities Code will be considered 
completed ONLY IF that athlete serves the total penalty as assessed.  

10. When assessing penalties for violations of Category I of the Activities Code, a 

contest/game shall be defined as one game or match or a single day’s activities. 
Exceptions are as listed here:  

11. A student who violates the Activities Code would not be eligible for either a 

nomination or be a recipient for any award at the conclusion of the season in which the 

violation occurs or is served. In addition, a student who violates the Activities Code may 
not serve or continue to serve as a captain during the season of suspension. The athletic 

director and principal must approve any departure from this policy.   

12. Violations of the Activities Code could lead to additional penalties assessed by the 
WIAA, the school, or law enforcement personnel.  

13. Penalties are assessed according to the category of activity in which the student was 

participating at the time of the offense. In addition, participants in Category I Activities 
are expected to adhere to the Activities Code during the entire calendar year of their 

entire high school career including all breaks and vacations once they have been declared 

as a participant in any Category I Activity.  

14. Category I Activities (All WIAA Regulations and the Activities Code):  Baseball   
Golf    Swimming Basketball   Gymnastics   Tennis Cheerleading   Dance    Track & 

Field Cross Country   Soccer    Volleyball Football   Softball   Wrestling  

15. Category II Activities* (School-sponsored activities and clubs):  Group A _   Group 
B   Bowling   Crier  Equestrian   WBSD Forensics   Yearbook  Koral      One Act Play  

Three Act Play  Trap/Shooting Team  Musical Production  Group C   Academic 

Decathlon  Mock Trial      AFS    Model OAS      Amnesty Int.   Model U.N.      Dance 
Club   Multi-Cultural Club     Drama Club   National Honor Society    Driven    Partners 

2   FBLA    Peer Listeners        FAA    Peer Mediation       Geography Bowl  Student 

Government  Geography Bowl  Key Club Honors Art Club  Ice Fishing Jazz Band   Pep 

Band  Juggling Club           *Any other clubs that are established during the school year.       
  

ACTIVITIES CODE VIOLATIONS – CATEGORY I  

  
First Violation Students violating the Activities Code will be declared ineligible for a 

period of 50% of the games played in a regular season. Any games or events within the 

WIAA State Tournament series will not be counted with regular season games/events to 
determine the length of the eligibility period.  

  

Second Violation  Students violating the Activities Code for a second time will be 

declared ineligible for the total number of games of the current season. If the student is 
not playing a sport at the time of violation, the next season in which the student plays 

will be used to determine the length of the suspension. Ineligibility carries over to the 

next season if a student is not able to serve the entire suspension within the current 
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season. Any games or events within the WIAA State Tournament series will not be 

counted with regular season games/events to determine the length of the eligibility 

period.    

  
Third Violation  Students violating the Activities Code for a third time will be declared 

ineligible for the remainder of their high school career.   

  
ACTIVITIES CODE VIOLATIONS – CATEGORY IIA   First Violation Students 

violating the Activities Code will be declared ineligible for a period of 50% of the 

scheduled performances of the activity. No exceptions will be made for students in 
leading roles.  

  

Second Violation Students violating the Activities Code for a second time will be 

suspended from ALL performances. No exceptions will be made for students in leading 
roles.  

  

Third Violation  Students violating the Activities Code for a third time will be declared 
ineligible for the remainder of their high school career.   

  

ACTIVITIES CODE VIOLATIONS –CATEGORY IIB    First Violation Students 
violating the Activities Code will be declared ineligible for a period of 45 school days.   

  

Second Violation Students violating the Activities Code will be declared ineligible for a 

period of 90 school days.   
  

Third Violation  Students violating the Activities Code for a third time will be declared 

ineligible for the remainder of their high school career.   
 

ACTIVITIES CODE VIOLATIONS –CATEGORY IIC    First Violation Students 

violating the Activities Code will be declared ineligible for a period of 45  
  

Second Violation Students violating the Activities Code will be declared ineligible for a 

period of 90 school days.   

  
Third Violation  Students violating the Activities Code for a third time will be declared 

ineligible for the remainder of their high school career.   

  
ACTIVITIES CODE VIOLATIONS – ADDITIONAL PENALTIES FOR 

VIOLATIONS INVOLVING ALCOHOL, TOBACCO, CONTROLLED 

SUBSTANCES, AND PERFORMANCE-ENHANCING DRUGS  
  

In addition to the penalties as described above, any student who violates any portion of 

the Activities Code dealing with alcohol, tobacco, controlled substances, or 

performance-enhancing drugs will also be subject to the following requirements:  
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First Violation The student must meet with the Student Assistance Program (SAP) for an 

interview and will be required to successfully complete a prescribed school-sponsored 

program prior to regaining eligibility.   

  
OR  

  

At the parent/guardians’ cost, the student may choose to contact an approved, licensed 
nonschool AODA counseling agency for an assessment, and must attend and finish any 

prescribed program prior to regaining eligibility. Successful completion must be 

documented with a letter from the agency to the Activities Director.   
  

Second Violation The student and his/her parents/guardians must meet with a 

representative of the school administration and the AODA Coordinator to establish the 

procedures by which the student will complete the steps listed below at the 
parent/guardians’ cost:  

  

a. Complete an AODA assessment at an approved, licensed non-school AODA agency. 
b. Cooperatively participate in the recommended program. c. Successfully complete the 

treatment program. d. Agree to a behavioral contract between the student, school 

administration, and a representative of the AODA agency as a condition of regaining 
athletic eligibility.   

  

Athletic Code Third Violations Leading To Permanent Suspension A student who has 

been declared ineligible for the remainder of his/her high school career as a result of a 
third violation in any category may appeal to the Activities Council for  

 

 probationary eligibility after a suspension period of one hundred (100) school days if the 
following conditions are met:  

  

a. Submits to at least three random drug and alcohol screenings no less than twenty (20) 
days apart at the expense of the parents/guardians and written results are shared with 

the Activities Director if the violation was related to alcohol, tobacco, controlled 

substances or performance-enhancing drugs; b. Maintains academic eligibility 

throughout the ineligibility period; c. Maintains an attendance record free of truancies or 
unexcused/unresolved absences. d. Maintains a behavioral record without disciplinary 

suspensions during the ineligibility period.  

  
If, after a suspension period of one hundred (100) school days, all of the conditions in 

items a. through d. above have been successfully completed, the parents/guardians of 

the student may submit a written request for probationary eligibility, with all necessary 
documentation attached, to the Activities Director. The Activities Director will then 

review all of the documentation presented to determine if the necessary conditions have 

been satisfactorily met, and, if so, will institute a probationary eligibility period for the 

remainder of the student’s high school career with the following provisions. The student 
must:  
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a. Attend all scheduled practices/games/events or receive prior approval of the 

Activities Director if a legitimate absence is necessary; b. Remain academically eligible; 

c. Remain free of unexcused/unresolved absences and truancies;. d. Remain in good 

standing with no further Activities Code violations.  
  

 If the student, while on probationary eligibility, violates one of the above provisions, 

s/he will be declared immediately ineligible for the remainder of his/her high school 
career with no chance for appeal or subsequent requests for probationary eligib ility.  
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CITY OF BURLINGTON EMPLOYEE HANDBOOK 
APPENDIX G: SOCIAL MEDIA USE POLICY, STANDARDS 

AND PROCEDURES  

Purpose  
To address the fast-changing landscape of the Internet and the way residents and 
businesses communicate and obtain information about the City of Burlington online, the 

City departments may consider using social media tools to reach a broader audience. 

The City encourages the use of social media to further the goals of the City and the 
missions of its departments, where appropriate.  
The City has an overriding interest and expectation in deciding what is “announced” or 

"spoken" on behalf of the City on social media sites. This policy establishes both internal 
and external procedures for the use of social media.  

 
Scope  
All City Employees are subject to the terms of the Policy.  

 
Definitions  
"City Websites" are all websites that are owned, maintained, or controlled by the City on 

which information is posted for public viewing or use.  
“Social Media Pages” are web pages that provide a means for various forms of 

discussion and information-sharing, and include features such as social networks, blogs, 

video sharing, podcasts, wikis, message boards, and news media comment 
sharing/blogging. Social Media Pages are hosted by websites that authorize multiple 

users to establish, post content on, and operate their own individual Social Media Page. 

Technologies associated with Social Media Pages often include picture and video 

sharing, wall postings, e-mail, instant messaging, and music sharing. Examples of 
websites that host Social Media Pages include, but are not limited to, Google and Yahoo 

Groups (reference, social networking); Wikipedia (reference); Facebook (social 

networking); YouTube (social networking and video sharing); Flickr (photo sharing); 
and Twitter (social networking and microblogging).  
“Social Networking Activities” are the activities undertaken to make and maintain 

connections and engage with business and/or social contacts, which include making 
connections through clubs, organizations, phone contacts, written correspondence or 

through internet-based websites, applications, and services. The City may use a variety 

of web-based groups, technology, or applications for the purpose of Social Networking 

Activities.  

 
General  
All of the City’s social media sites that are posted by departments and offices will be 

subject to approval by the City Administrator or designee.  
 

The City's website (http://www.burlington-wi.gov) will remain the City's primary and 

predominant internet presence.  
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The most appropriate uses of the City’s social media tools are as informational channels 

to increase the City's ability to broadcast its messages to the widest possible audience.  
 

Wherever possible, content posted to the City’s social media sites will also be made 
available on the City's website.  
 

Wherever possible, content posted to the City’s social media sites must contain 
hyperlinks directing users back to the City's official website for in-depth information, 

forms, documents or online services necessary to conduct business with the City of 

Burlington.  
 

As is the case for the City's website, the department’s director or designee will be 

responsible for the content and upkeep (including maintenance and monitoring) of any 

social media site that department may create.  
 

Wherever possible, the City’s social media sites shall comply with all appropriate City of 

Burlington policies and procedures.  
 

The City’s social media sites shall comply with the City’s conflict of interest code and 

applicable ethics rules and policies.  
 

The City’s social media sites are subject to the Wisconsin Public Records Law. Any 

content maintained in a social media format that is related to City business, including a 

list of subscribers and posted communication (with certain exceptions), is a public 
record. The Department maintaining the site is responsible for responding completely 

and accurately to any public records request for public records on social media; 

provided, however, such requests shall be handled in collaboration with the City 
Attorney’s Office. Content related to City business shall be maintained in an accessible 

format and so that it can be produced in response to a request (see the City’s Twitter, 

Facebook and Video Posting standards). Wherever possible, such sites shall clearly 
indicate that any articles and any other content posted or submitted for posting may be 

or are subject to public disclosure upon request. Users shall be notified that public 

disclosure requests must be directed to the relevant department’s director or designee.  
 
Wisconsin law and relevant City records retention schedules apply to social media  

formats and social media content. Unless otherwise addressed in a specific social media 

standards document, the department maintaining a site shall preserve records required to 
be maintained pursuant to a relevant records retention schedule for the required 

retention period on a City server in a format that preserves the integrity of the original 

record and is easily accessible. Appropriate retention formats for specific social media 
tools are detailed in the City’s Twitter, Facebook and Video Posting standards.  
 

Users and visitors to the City’s social media sites shall be notified that the intended 

purpose of the site is to serve as a means of communication between City departments 
and members of the public. The City has a unique policy pertaining to Facebook (see 

below); however, for all other social media formats, the City’s social media site articles, 
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posts and comments containing any of the following forms of content shall not be 

allowed and shall be removed as soon as possible:  
 

Sexual content or links to sexual content  
 

Solicitations of commerce  

 
Conduct or encouragement of illegal activity  

 

Information that may compromise the safety or security of the public or public systems  
 

Content that violates a legal ownership interest of any other party  

 

Users shall be informed by posting to the City’s social media sites that the City disclaims 
any and all responsibility and liability for any materials that the City deems 

inappropriate for posting, which cannot be removed in an expeditious and otherwise 

timely manner.  
 

These guidelines must be displayed to users or made available by hyperlink on all social 

media formats that allow the removal of user comments, posts, etc. (e.g., Twitter does 
not allow for the removal of tweets). Any content removed based on these guidelines 

must be retained, including the time, date and identity of the poster when available (see 

the City’s Facebook and Video Posting standards), in accordance with the City’s policy 

on the retention of such information.  
 

The City reserves the right to restrict or remove any content that is deemed in violation 

of this policy or any applicable law.  
 

The City will approach the use of social media tools as consistently as possible, 

enterprise wide.  
 

All new social media tools proposed for City use will be approved by the City 

Administrator.  

 
PROCEDURES  
Administration of the City’s Social Media Sites  

 
The City Administrator’s Office will maintain a list of social media tools which are 

approved for use by City departments and staff.  
 

The City Administrator’s Office will maintain a list of the City’s social media sites, 
including login and password information. The department’s director or designee will 

inform the City Administrator of any new social media sites or administrative changes to 

existing sites.  
 

The City must be able to immediately edit or remove content from social media sites.  
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For each social media tool approved for use by the City the following documentation 

will be developed and adopted:  
 

Operational and use guidelines  
 

Standards and processes for managing accounts on social media sites  
 
City and departmental branding standards  

 

Enterprise-wide design standards  
 

Standards for the administration of social media sites  

 

Social Media Standards 
 

The following social media tools have been approved by the City and standards have 

been developed for their use:  
 

Twitter  

 
Facebook  

 

Video - Video Posting  

 
The use of other sites must be approved by the City Administrator or designee.  

 
City Employee Social Media Procedures—Use of City Social Media Pages 
and City Websites  
City Employees representing the City via the City Websites, Social Media Pages, or 

Social Networking Activities must conduct themselves at all times as representatives of 

the City and in accordance with all Human Resources Policies, Administrative 
Directives, other City policies, including without limitation the following.  
 

City Employees posting content must follow these guiding principles:  
 

Maintain transparency by using your real name and job title, and by being clear about 

your role regarding the subject.  
 
Write and post only about your area of expertise, and if such posting is related to the 

City and your assignments.  
 
Keep postings factual and accurate.  

 

Post meaningful, respectful entries that are on topic.  
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Pause and think before posting. If you are about to post something that makes you even 

slightly uncomfortable, do not post it. Understand that postings are widely accessible, 

not easily retractable, and will be around for a long time, so consider content carefully.  
 
Ensure your posting does not violate the City’s privacy, confidentiality, and applicable 

legal guidelines for external communication.  
 
Ensure you have the legal right to publish all materials, including photos and articles 

pulled from other sites. Abide by all brand, trademark, copyright, fair use, disclosure of 

processes and methodologies, confidentiality, and financial disclosure laws. Even when 
using material from copyright-free sources, always include appropriate attributions.  
 

Remember that your postings are ultimately your responsibility.  

 
City Employees may not post inappropriate content on City Social Media Pages and 

City Websites when acting in official capacity. Such inappropriate content may include, 

but is not limited to:  
 

That which directly or indirectly endorses any person or organization not directly 

associated with the City, unless otherwise approved by the City Administrator.  
 

Commentary or personal opinions.  

 

Photographs, music, video, graphics, or other content unless you have first obtained the 
written permission of the copyright holder or proof of being royalty-free.  

 

Content in support of or opposition to political campaigns or ballot measures.  

 

Content that promotes, fosters, or perpetuates discrimination on the basis of race, creed, 
color, age, religion, gender, marital status, status with regard to public assistance, 

national origin, physical or mental disability, or sexual orientation.  
 
Information that may tend to compromise the safety or security of the public, public 

systems, or public services.  
 

Content that violates a legal ownership interest of any other party.  
 

Information related to legal matters, litigation, or any parties with whom the City may 

be in litigation.  
 

Content that violates any applicable law or encourages the violation of any applicable 

law.  
 

Personal attacks, insults, or threatening language.  

 
Private or personal material published without consent.  
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Profane language or obscene content.  

 

All City Employees must complete the Social Media and Networking Agreement Form.  

 
City Employees may not post content to City Websites or Social Media Pages, or engage 

in Social Networking Activities related to the City during personal time, unless 

otherwise authorized by their Department Head. All posts must be made as part of the 
City Employees regular work schedule.  

 
City Employee Social Media Procedures—Personal Use of Social Media 
Pages and Websites  
City Employees using their personal Social Media Pages and other website on their 

personal time should conduct themselves in an appropriate manner and remember that 

at all times they are a representative of the City.  
 
City Employees posting content must follow these guiding principles:  

 

Pause and think before posting. If you are about to post something that makes you even 
slightly uncomfortable, do not post it. Understand that postings are widely accessible, 

not easily retractable, and will be around for a long time, so consider content carefully.  
 
Ensure your posting does not violate the City’s privacy, confidentiality, and applicable 

legal guidelines for external communication.  
 
Ensure you have the legal right to publish all materials, including photos and articles 

pulled from other sites. Abide by all brand, trademark, copyright, fair use, disclosure of 

processes and methodologies, confidentiality, and financial disclosure laws. Even when 

using material from copyright-free sources, always include appropriate attributions.  
 

Remember that your postings are ultimately your responsibility.  

 
City Employees may not post inappropriate content on personal Social Media Pages and 

Websites during their free time. Such inappropriate content may include, but is not 

limited to: 
 

Photographs, music, video, graphics, or other content unless you have first obtained the 

written permission of the copyright holder or proof of being royalty-free.  
 
Information that may tend to compromise the safety or security of the public, public 

systems, or public services.  
 
Content that violates a legal ownership interest of any other party.  

 

Content that violates any applicable law or encourages the violation of any applicable 
law.  
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City Employee Discipline  
The various Department Directors or their designees, as may be established from time to 

time, are responsible for the compliance with the provisions of this Policy by City 

Employees under such Department Director's control and for investigating non-
compliance.  
 

Suspension of a City Employee's Internet access may occur when deemed necessary to 
maintain the operation and integrity of the City's internal network or if a City Employee 

has violated this Policy.  
 

Internet user account and password access may be withdrawn without notice if a City 
Employee violates this Policy.  
 

Lack of adherence to this Policy may result in disciplinary action up to and including 
termination.  
 

If a City Employee violates any applicable Laws, the City may pursue criminal or civil  
action against the City Employee.  
 

For any website that appears to be operating as a City Website, without receiving the 

appropriate approvals from the City Administrator, or if the City Administrator 
determines the public may perceive that any unaffiliated website expresses official views 

of the City, the City will notify such website that it must conspicuously post the 

following notice:  
 

This website is not affiliated with The City of Burlington or any of its subsidiary bodies. 

The views and opinions expressed in this website do not reflect the views or positions of 
The City of Burlington. The City of Burlington has not and cannot verify the veracity of 

the content of this website and is not responsible for any injury that results from the 

reliance on information presented on this website.  
 
Should any such website refuse to comply, the City will send a cease and desist notice 

and pursue any other legal recourse in the City’s interests.  

 
Twitter  
Purpose  
Twitter is a micro-blogging tool that allows account holders to tweet up to 140 characters 

of information to followers. By procuring and maintaining Twitter accounts, City 
departments will communicate information directly to their Twitter followers, alerting 

them to news and directing them to the City’s website for more information. These 

standards should be used in conjunction with the City's Social Media Use Policy, 
Standards and Procedures.  

 

Content  
The City Administrator or designee shall hold and maintain that department's Twitter 
account.  
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The City will have only one Twitter account, unless otherwise approved by the City 

Administrator. Account information, including usernames and passwords, shall be 

registered with the City Administrator.  
 
Twitter accounts shall serve three primary purposes:  

 

Disseminate immediate interesting or important information to residents of which a 
news item on the City’s website is not necessary or possible.  
 

Promote City-sponsored meetings, events, programs and facilities.  
 

Refer followers to a news item or content hosted at the City’s website and the 

department’s Facebook page.  
 
Information posted on Twitter shall conform to the existing protocols the City and the 

department that is posting the information. Tweets shall be relevant, timely and 

informative.  
 

Twitter content, as much as possible, shall mirror information presented on the City’s 

website and other existing information-dissemination mechanisms. The City 
Administrator or designee shall ensure that information is posted correctly the first time.  
 

Departments will use proper grammar and standard AP style, and will avoid the use of 

jargon and abbreviations. Twitter is more casual than most other communication tools, 
but communications must still best represent the City at all times.  
 

Where appropriate, the City Administrator or designee shall be responsive to those 
constituents who communicate via Twitter's @reply or direct message functions. Where 

appropriate, communication with followers will be timely and consistent with existing 

protocols.  
 

Archive  
The City Administrator or designee will maintain an electronic record or printout of any 

information necessary to retain for the purposes of public records retention in 
accordance with applicable City policy regarding retention of such information that is 

not available from the application.  

 
Facebook  
Purpose  
Facebook is a social networking site that continues to grow in popularity and 

functionality. Businesses and government agencies have joined individuals in using 
Facebook to promote activities, programs, projects and events. This standard is designed 

for City departments looking to drive traffic to department websites and to inform more 

people about City activities. These standards should be used in conjunction with the 
Social Media Use policy and video posting policy. As Facebook changes, these 

standards may be updated as needed.  
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Format  
For 'type' description, choose “government”.  

 

The main image shall be the Department logo or an appropriate photo. It may also be 
the City's logo and the City logo must be one of the profile pictures.  
 

Departments will include a mission statement or appropriate text in the introduction box 
on the Wall Page.  
 

Using the FBML static page application, a boilerplate section should contain a 
department/program description and the following:  
 

“Thank you for reading this official Facebook page produced and managed by the City 

of Burlington. For more information about the City of Burlington, please visit 
www.burlington-wi.gov. The sole purpose of this page is to keep residents and visitors 

apprised of the City’s current events and matters of public interest from the City.  
 
Comments published on the City’s page, including, but not limited to, comments on 

posts, shares, and photos may appear on the commenter’s personal page; however, the 

commenter’s comment will not appear on the City’s official page, as the City has no 
obligation to publish comments of others for public view. The City does not endorse any 

comment made by members of the public on its official page, and in no way are these 

comments representative of the City, City officers or City employees. The City likewise 

disclaims responsibility for any comments made by members of the public on its official 
page and any commenter is solely and personally responsible for his or her comments.  
 

If comments are turned on, the FBML page shall also include a Comment Policy Box 
with the following disclaimer:  
 

“Comments posted to this page will be monitored and inappropriate content will be 
removed as soon as possible. Under the City of Burlington Social Media Use Policy, 

Standards and Procedures, the City reserves the right to remove inappropriate content, 

including, but not limited to, those items that have sexual content, threaten any person 

or organization, violate the legal ownership interest of another party, promote illegal 
activity and promote commercial services or products. The City does not endorse any 

comment made by members of the public on its official page, and in no way are these 

comments representative of the City, City officers or City employees. The City likewise 
disclaims responsibility for any comments made by members of the public on its official 

page and any commenter is solely and personally responsible for his or her comments.”  
 
A link to www.burlington-wi.gov will be included on the Info page.  

 

Page Administrators  
A successful page requires consistent attention. The City Administrator will designate 
one or more staff members as page administrators who will be responsible for 

monitoring the City’s Facebook page. Only designated department staff members will 

make posts.  
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The City Administrator or designee will be responsible for ensuring content is not stale. 

The department will designate one or more back-up administrators.  

 

Comments and Discussion Boards  
Public comments to the Wall, posts, photos, videos, links, etc., will generally not be 

allowed, as the City has instituted a filter so as to prevent public comments from 

appearing on the City’s official Facebook page. However, should that filter fail, public 
comments will be allowed, which will require the department to regularly monitor 

content in accordance with the guidelines set out within this Appendix (see “General”). 

If the department is unable to do so or for any other lawful reasons, the Facebook page 
or other forum may be completely disabled. Whenever possible, Discussion Boards shall 

be turned off unless approved by the City Administrator or designee.  

 

Photos and Video  
Page administrators may add photos and videos to the City’s Facebook page. The 

approval of the City Administrator will not be required. If there are postings of photos 

and/or videos of the public, staff must secure waivers by individuals depicted in the 
photo and/or video. Photos and/or videos of the City’s employees taken during regular 

office hours may be posted without obtaining waivers. Videos must follow the Video 

Posting Standard.  
 
Whenever possible, the ability for fans to post photos, videos and links shall be turned 

off unless approved by the City Administrator or designee.  

 
Style  
The City’s Facebook page will be based upon a template that includes consistent City 

branding.  
 

Page Administrators will use proper grammar and standard AP style, and will avoid the 

use of jargon and abbreviations. Facebook is more casual than most other 

communication tools, but communications must still best represent the City at all times.  
 

Applications  
There are thousands of Facebook applications. Common applications can allow users to 
stream video and music, post photos, and view and subscribe to RSS feeds. While some 

may be useful to the page's mission, they can cause clutter and security risks.  
 
An application must not be used unless it serves an appropriate and a valid business 

purpose, adds to the user experience, comes from a trusted source, and is approved by 

the City Administrator.  
 
An application may be removed at any time if the City determines that it is causing a 

security breach or spreading viruses.  
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Archive  
The City Clerk or designee will maintain an electronic record or printout of any 

information necessary to retain for the purposes of public records retention in 

accordance with applicable City policy regarding retention of such information that is 
not available from the application.  

 

Indemnity  
Most online sites require users to agree to terms of service that include such provisions 

as:  

 
Indemnification and Defense. When a public agency creates an account on a social 

media site, it typically must agree not to sue the site, nor allow the site to be included in 

suits against the agency. Many sites also require the account owner to pay the site's legal 

costs arising from such suits.  
 

Applicable Law and Venue. Most terms of service also assert that a certain state's laws  

apply to the terms of use and that the state’s courts will adjudicate disputes.  
 

The terms of service represent a binding contract; public agencies should assure that they 

have taken the steps necessary to bind the agency to such an agreement. No employee 
may execute terms of service or an agreement without authorization from the City 

Administrator.  
 

Some companies are willing to negotiate on the substantive provisions in the terms of 
use, but they may be hesitant to negotiate separate agreements with dozens of different 

agencies. For example, the FAQ on the “Facebook and Government” page indicates 

that “at this time Facebook does not have any special legal agreements for state and local 
governments”.  

 
Video Posting  
Purpose  
The City will enable access to online video content, as this is the way many residents  

communicate and obtain information online. Key objectives for video content shall meet 

one or more of the follow goals: to further the department’s mission, provide 
information about City services, showcase City and community events and explore City 

issues. The City encourages the use of video content to further the goals of the City and 

the missions of its departments, where appropriate. These standards should be used in 

conjunction with the City's Social Media Use Policy, Standards and Procedures.  
 

Video Posting Guidelines  
The City Administrator or designee will be responsible for approving the video content.  
 

Video quality must be comparable to DVD resolution quality.  

 

Low quality video will be considered as long as the audio portion is clear and the content 
is compelling and informative.  
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The department must secure a disclaimer from the author or owner or the right to use all 

of or part of a video if the video was not produced by the department or any other City 

department. Likewise, the department must secure a waiver from any individuals who 

are not City employees appearing in the video. 
 

Videos streamed from other sources may not be posted to the City’s website. Links to 

external videos are permitted, but it must only be used when content is relevant and 
necessary approvals are received.  

 

Submitting Videos to Hosting Sites  
Videos may be submitted to hosting sites such as YouTube and Vimeo as well as 

Facebook on a case-by-case basis under the direction of the City Administrator or 

designee.  
 
Most of these sites limit the video to the lesser of 10 minutes in length or less than 1 GB 

of data storage.  
 
Comments posted to these sites must be monitored or the ability to post a comment shall 

be turned off. Comments must adhere to the guidelines stated in the Social Media Use 

Policy.  
 

Archive  
Any video posted to a third party’s video site must also be posted the department’s 

website for purposes of records retention.  

 
Social Media and Networking Acknowledgment  
I acknowledge I have received the Social Media Use Policy, Standards and Procedures 

(the "Policy"). I agree to use City Websites, City-approved Social Media Pages, and 
engage in Social Networking Activities for City business only as appropriate and in 

compliance with this Policy. I understand that I must have approval from my 

Department Director and the City Administrator to use City Websites, Social Media 
Pages, or engage in Social Networking on behalf of the City. I also understand that I am 

responsible for all postings made by me on City Websites, Social Media Pages, or in 

Social Networking Activities including those made in the comments sections. I further 
understand that this Policy also applies to City-related postings made by me via personal 

(non-City) websites, Social Media Pages, and Social Networking Activities, and I agree 

to adhere to the guidelines in this Policy when so doing.  
 
I acknowledge that all content on City Websites, City-approved Social Media Pages or 

in Social Networking Activities are considered to be City property and will be monitored 

by officials of the City. I understand that employees do not have personal or privacy 
rights in the use of City Websites, Social Media Pages, and in Social Networking 

Activities, and the postings, data, access to or distribution of such materials is subject to 

all applicable laws. I authorize my image, likeness, voice, and work product to be 
published, used and disclosed by the City on City Websites, City-approved Social Media 

Pages or in Social Networking Activities and I waive any rights I may have to royalties 
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and compensation, and I understand the City retains sole right and discretion as to use 

and ownership of the information published, used and disclosed on City Websites, City -

approved Social Media Pages or in Social Networking Activities to the extent permitted 

by law.  
 

I agree to abide by all security procedures as set forth by IT, before accessing or posting 

publishing content on City Websites, City-approved Social Media Pages, or via Social 
Networking Activities. I acknowledge that any violation of the rules and guidelines set 

forth in this Policy or in any current or future modified Human Resources Policy and 

Procedure, can be grounds for disciplinary action, up to and including termination of my 
employment. 
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Burlington High School Athletic & Activities Handbook 2019-2020 
“A Community of Learners” 400 McCanna Parkway Burlington, WI  53105                

262-763-0200          5-31-2019 
  

Non-Discrimination Statement  

  
The Burlington Area School District, in accordance with Title IX of the Educational Amendments of 

1972 and other Federal and State regulations, hereby declares that it is committed to the principle of 

equal education and employment opportunity and, accordingly, does not discriminate as to sex, race, 

color, religion, national origin, ancestry, creed, pregnancy, marital or parental status, sexual 

orientation, or physical, mental, emotional, or learning disability.  Any inquiries or complaints 

alleging non-compliance with Title IX of the Educational Amendments of 1972 or other Federal and 

State civil rights or nondiscrimination regulations shall be referred to the Title IX Coordinator of the 

Burlington Area School District. 

 

INSURANCE (PG 20)  
  
All students are required to be covered by family health insurance in cases of accident or 

injury. Burlington School District also carries supplemental insurance on each student. 

The supplemental insurance covers 80% of the cost NOT COVERED BY THE 
FAMILY HEALTH INSURANCE.   

  

For example, if the cost of medical services as a result of an injury is $5,000, and the 
family health insurance which is the primary carrier covers 80 % or $4,000 of the total 

cost, the supplemental insurance, which is the secondary carrier, will cover 80% of the 

REMAINING $1,000 or $800.  

  
Parents are required to furnish proof of insurance to the Activities Director prior to their 

child(ren) participating in any way in any sport/activity.   
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SKILL Initial SKILL Initial SKILL Initial

Where to Park turn on monitor
knows how to do a 2 person 

side:side lift of pt. from floor

Where to sit in Ambulance switch from monitor to defib can log roll onto a bath sheet

Understand need to follow 

traffic laws
take a blood pressure

can lay patient flat to boost up on 

cot

Know what to do during call
place and read the pulse 

oximeter
can load cot appropriately

know what to do when call 

is over

know the location of the large 

defibrillator pads
changes battery on cot

know where the analyze and 

shock buttons are located
makes up cot appropriately

turn on radio put away defib parts correctly
knows location of long board, 

scoop and splints

find approprite channel

know call sign
knows location of seatbelts in 

truck

click to capture repetor
knows location of ER1, ER2 and 

supply room location

contact others via radio
knows location of the student 1/4 

sheets to fill out on each call

**All skills need to be initialed before leaving

City of Burlington Fire Department BHS1 Program

Student Name:________________________________

Subject: Department/Ambulance Orientation

Location: City of Burlington Fire Department

Date:________________________________________

Facilitator: CBFD on Duty Personnel

1

3

2

4

5
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COMMITTEE OF THE WHOLE ITEM NUMBER 7A   

DATE:    February 4, 2020

SUBJECT:   MOTION 20-955 - To approve a donated LUCAS Chest Compression System from Aurora Health
Care Southern Lakes, Inc., dba Aurora Medical Center of Burlington.

SUBMITTED BY:   Alan Babe, Fire Chief

BACKGROUND/HISTORY:
The City of Burlington works closely with Aurora Hospital and was awarded a LUCAS 3, v3.1 Chest Compression
System. With the City assuming the role of EMS provider for the City and Town of Burlington, the LUCAS device
is a very important part of the lifesaving process.  The purpose of the LUCAS device is that of a mechanical chest
compression system that helps emergency care teams around the world save lives. The LUCAS device helps to
ensure that consistent compressions are constantly being administered; helping to reduce the risk of injury to
caregivers and freeing them up to perform other lifesaving interventions.

Benefits of the LUCAS 3, v3.1 include: 

Consistent compression rates without sacrificing compression depth
60%+ Increased blood flow to the brain vs. manual cardiopulmonary resuscitation (CPR)
Safe and effective chest compressions during ambulance transport
Seven second median interruption when transitioning from manual to LUCAS compressions
Reduced risk of back injuries to EMS personnel

Representatives from Aurora Health Care Southern Lakes, Inc. are here this evening to present this donation to the
City.

BUDGET/FISCAL IMPACT:
Acceptance of this donation will mean the City does not have to purchase an initial device in the near future.  The
device has an estimated value of $12,200.

RECOMMENDATION:
Staff recommends approval of the Lucas Chest Compression System from Aurora Health Care Southern Lakes,
Inc., dba Aurora Medical Center of Burlington.

TIMING/IMPLEMENTATION:
This item is for discussion at the February 4, 2020 Committee of the Whole meeting, and is scheduled for final
consideration at the February 4, 2020 Common Council meeting. 

Attachments
Aurora Donation Letter 
LUCAS Device 
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January 24, 2020 
 

Chief Alan Babe  
Burlington Fire Department 
165 W. Washington Street 
Burlington, WI 53105 
 
Re: Donation of LUCAS 3 Mechanical CPR Device 
 
Dear Chief Babe, 
 
Aurora Health Care Southern Lakes, Inc. doing business as Aurora Medical Center Burlington (“Aurora”) 
is pleased to donate a LUCAS 3 mechanical CPR device to the City of Burlington, a municipal 
corporation organized under the laws of the State of Wisconsin, (“Recipient”) which will be used by the 
City of Burlington’s Fire Department exclusively for public purposes.  Aurora will donate one (1) 
LUCAS 3 mechanical CPR device (type number 100921-00, serial number 3517 2054) (the “Donation”), 
AS-IS and WHERE-IS WITH ALL FAULTS AND WITHOUT WARRANTY, to Recipient and the 
Donation is to be used by the City of Burlington’s Fire Department exclusively for public purposes.  The 
Donation will be considered an in-kind donation with a value of $12,200.  It is Aurora’s intent that this 
Donation be considered a charitable donation and deductible from federal, state, and income taxes to the 
fullest extent allowable by law.  Please direct communication confirming receipt of the donation to 
Advocate Aurora Health, Attn: Chief Legal Officer, 750 W. Virginia Street, Milwaukee, WI 53204. 

Very truly yours, 
 
AURORA HEALTH CARE SOUTHERN LAKES , INC. 

D/B/A AURORA MEDICAL CENTER BURLINGTON 

 
 
By      
     Robert Miller 
     President, Aurora Medical Center Burlington 
 

ACKNOWLEDGED 

 

City of Burlington 
City of Burlington acknowledges and agrees that it is a municipal corporation organized under the laws of 
the State of Wisconsin and is pleased to accept a donation of one (1) LUCAS 3 mechanical CPR device 
(type number 100921-00, serial number 3517 2054), AS-IS and WHERE-IS WITH ALL FAULTS AND 
WITHOUT WARRANTY, from Aurora Health Care Southern Lakes, Inc.  This donation was not in 
exchange for any goods or services. 
 
 
By      
Name      
Title      
Date      
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