Wexford County

BOARD OF COMMISSIONERS

Annual Organizational Meeting

The Wexford County Board of Commissioners will hold a regular meeting on Wednesday, January 6,
2021, beginning at 4:00 p.m. in the 28™ Circuit Courtroom of the Historic Courthouse in Cadillac, MI,

IOMMOOw>

49601.

PUBLIC PARTICIPATION
In accordance with the Michigan Department of Health and Human Services Gathering and
Face Mask Order and to prevent further spread of the COVID-19 virus, public participation
will be remote only. The Wexford County Board of Commissioners, Staff and General Public
may attend the meeting by one of the following three ways:
e By Telephone: Dial toll free 1-646-876-9923, enter Webinar 1D 630 706 0616#
e By Computer: Go to the Zoom Web Site (zoom.us). Click on “Join a Meeting.” Join using
Meeting ID 630 706 0616.
e By Smartphone: Install the Zoom application prior to the call. Launch the Zoom app at
the time of the call and join using Meeting ID 630 706 0616.

YouTube Viewing Only. Go to https://wexfordcounty.org/ circuit court page and click on the link

or click on
https://www.youtube.com/channel/UCo00cqCPLYsPS7¢501dIOmnA?view as=subscriber.

TENTATIVE AGENDA

CALL TO ORDER (A. Nyman, Clerk)

ROLL CALL (A. Nyman, Clerk)

PLEDGE OF ALLEGIANCE (A. Nyman, Clerk)

ELECTION OF BOARD CHAIRPERSON (a. Nyman, Clerk)
ELECTION OF BOARD VICE CHAIRPERSON (Board Chairperson)
ADDITIONS / DELETIONS TO THE AGENDA

APPROVAL OF THE AGENDA

PUBLIC COMMENTS

The Board welcomes all public input and appreciates adherence to the time limits established. Each period shall be
limited to 15 minutes in total. Each person shall be limited to one three minute comment per period. A group
representative shall be limited to one five minute comment per period.

EMPLOYEE RECOGNITION
PRESENTATION AND REPORTS
CONSENT AGENDA

The purpose of the consent agenda is to expedite business by grouping non-controversial items together to be dealt with
by one Commission motion without discussion. Any member of the Commission may ask that any item on the consent
agenda be removed therefrom and placed elsewhere for full discussion. Such requests will be automatically respected.

If any item is not removed from the consent agenda, the action noted on the agenda is approved by motion of the
Commission to adopt the consent agenda.

1. Approval of the December 16, 2020, Regular Meeting Minutes................. 1


https://wexfordcounty.org/
https://www.youtube.com/channel/UCo0cqCPLYsPS7c5O1dlOmnA?view_as=subscriber
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nBOUVOZZ

AGENDA ITEMS

1. Board Organization Matters
a. Designation of Committee Chairs.............cceeiiiiiiiiiiiiiiiiii e 6
b.  Assignment of Committee MembEers .............veiiiiiiiiiiieeiicciee e, 6
C. 2021 Meeting SChedule.............iiiiiiiiiiiii e 7
2. Code of EthicS - COMMISSIONEIS.......ccuviiiiieeeeeeeeeeiiiiie e e e e e e e e eeeaara e e e eeeaes 8
3. Adoption of Board and Committee Policies and Procedures. ................... 14
4, Board and Liaison APPOINTMENTS .........ccevviiiiiee e e e 15
5. Resolution 21-01, Wexford County DepoSItory ...........ueeceeeeeeeeeeeeiiininnnnn. 17
6. Resolution 21-02, Reaffirming Policy No. E-1.0, Investment Policy......... 19
7. Resolution 21-03, Civil Rights, ADA, & Family Leave Act............ccccccun.... 24
8. Resolution 21-04, Fair HOUSING .......ccovvvviiiiiiee e e e 26
9. Fair Housing Policy Statement...........oooeviiiiiiiinieeee e 28
10. Revised and New Personnel Policies (HR/PS 12/22/2020) .........ccccuvevvuveennnnnn. 29
11. PO Request — Cameras for 2020 Patrol Cars (Finance 12/23/2020) ............. 147
12. PO Request — Animal Control Building Roof (Finance 12/23/2020 ............... 149
13. Telnet Proposals & Addendum (Finance 12/23/2020).........cccuvuieeeeerrnneeenennnnn 152
ADMINISTRATOR’'S REPORT ..ot 179
CORRESPONDENCE

PUBLIC COMMENT
LIAISON REPORT
BOARD COMMENTS
CHAIR COMMENTS
ADJOURN

In compliance with the Americans with Disabilities Act, persons with physical limitations that may tend to restrict access to or participation in this
meeting should contact the County Administrator's office (231-779-9453) at least twelve (12) hours prior to the scheduled start of the meeting.



K.1.

WEXFORD COUNTY BOARD OF COMMISSIONERS
Regular Meeting *Wednesday, December 16, 2020

Meeting called to order at 4:00 p.m. by Chairman Taylor.

Roll Call: Present- Commissioners Joe Hurlburt, Ben Townsend, Michael Musta, Mike
Bengelink, Julie Theobald, Judy Nichols, Brian Potter and Gary Taylor.

Absent- Michael Bush
Pledge of Allegiance.

Additions/Deletions to the Agenda- None.

Approval of the Agenda
MOTION by Comm Theobald, seconded by Comm Bengelink to approve the
agenda, as amended.

Roll Call: Motion passed unanimously.

Emplovee Recognition- None.

Commissioner Bush was able to call in at this time.

Presentation and Reports-
1. Swearing In-2021 Board of Commissioners
Judge William Fagerman swore in all the members of the Board for their upcoming term
beginning January 1;2021.

Public Comment- None.

Consent Agenda
1. Approval of the December 2, 2020, Regular Meeting Minutes
MOTION by Comm Bengelink, seconded by Comm Theobald to approve the
Consent Agenda.

Roll Call: Motion passed 9-0.

Agenda Items
1. Public Hearing in the 2021 Budget

MOTION by Comm Bengelink, seconded by Comm Theobald to open the public
hearing.

Roll Call: Motion passed 9-0.

The hearing was opened at 4:04 p.m.. There was not any public comment made.



Wexford County Board of Commissioners
Regular Meeting * Wednesday, December 16, 2020

MOTION by Comm Bengelink, seconded by Comm Theobald to close the public
hearing.

Roll Call: Motion passed unanimously at 4:05 p.m.

2. Approval of the Proposed 2021 Budget
MOTION by Comm Theobald, seconded by Comm Nichols to approve the 2021
budget.

Roll Call: Motion passed 9-0.

3. Resolution 20-31 General Appropriations Act
MOTION by Comm Nichols, seconded by Comm Theobald to approve Resolution
20-31, Fiscal Year 2021 Budget Resolution and General Appropriations Act.

Roll Call: Motion passed unanimously.

4. Cedar Creek Water System Reliability Study/General Plan
MOTION by Comm Bengelink, seconded by Comm Nichols to approve the proposal
for a Water Reliability Study/General Plan developed by Infrastructure
Alternatives, Inc., IAI, for the Cedar Creek Water System, in an amount not to
exceed $9,600.

Roll Call: Motion passed unanimously.

5. Peerless Midwest Quote for Well 2
MOTION by Comm Bengelink, seconded by Comm Bush to approve the Peerless
Midwest quote to remove, inspect, clean and re-set Well #2, along with running a
final flow test for the Cedar Creek Water System in an amount not to exceed
$30,000.

Roll Call: Motion passed 9-0.
6. Resolution 20-29 Public Act 152 Health Care Requirements
MOTION by Comm Theobald, seconded by Comm Bengelink to approve Resolution
20-29, To Implement the Public Act 152 Health Care Requirements for 2021.
Roll Call: Motion passed 9-0.
7. DHD #10 Request

MOTION by Comm Nichols, seconded by Comm Theobald to approve DHD#10
request to erect a storage shed at the Cobb Street location.
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Wexford County Board of Commissioners
Regular Meeting * Wednesday, December 16, 2020

10.

11.

12.

13

Roll Call: Motion passed unanimously.

. Resolution 20-30 Supporting Local Businesses & Restaurants

MOTION by Comm Bengelink, seconded by Comm Theobald to approve Resolution
20-30 In Support of Local Businesses.

Roll Call: Motion passed unanimously.

Year End Budget Adjustments

MOTION by Comm Nichols, seconded by Comm Bush to approve the Treasurer
and Administrator to transfer funds from one department to another without Board
approval to ensure no department is in the negative at the end of the year.

Roll Call: Motion passed unanimously.

ORYV Law Enforcement Grant Agreement

MOTION by Comm Theobald, seconded by Comm Bengelink to approve the Fiscal
Year 2020-21 ORV Law Enforcement Program Grant Agreement and authorize the
Chairman to sign the agreement.

Roll Call: Motion passed 9-0.

Purchase Order Request for a Patrol Car

MOTION by Comm Bengelink, seconded by Comm Theobald to approve the
request for a purchase order for a 2021 Patrol Unit utilizing funds from FY 2020
from department 101-351 in an amount not to exceed of $64,060.

Roll Call: Motion passed 9-0.

Empiric Solutions Agreement

MOTION by Comm Nichols, seconded by Comm Theobald to approve the Empiric
Solutions Agreement for information technology management services for the
Fawcett Communication Center beginning January 1, 2021 and authorize the
Chairman to sign the agreement.

Roll Call: Motion passed 9-0.

. Budget Amendments

MOTION by Comm Theobald, seconded by Comm Bengelink to approve the budget
amendment dated 12/16/2020.

12/16/2020
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Wexford County Board of Commissioners
Regular Meeting * Wednesday, December 16, 2020

Wexford County Board of Commissioners
Amendments to the 2020 Budget

Adj # Acct Acct Description Revenue Expense a.
20201201 101.286.528.06 CDBG-CARES Funding 1,980
101.286.726.04 CDBG-CARES Expenditures 1,980

To account for CDBG-CARES Funding grant expenditures and reimbursement revenues
Roll Call: Motion passed 9-0.

Administrator’s Report-
Administrator Koch informed the Board that open enrollment was almost complete. Jami
had been working hard to get the last few employees to turn their paperwork in.

She also explained that the policy committee was going to be meeting the next day, with
hopes of sending the proposed changed to the HR Committee the following week.

Correspondence- None.

Public Comments- None.

Liaison Reports-

Comm Hurlburt attended a Road Commission meeting where all was well. Lorne Haase
wanted to thank everyone for renewing his term. He also met with Paul Owens, who has
been very busy with the switch over to MMR.

Comm Townsend attended an Airport Meeting where the chairman said his goodbyes. He
is looking forward to working with the new Board next year.

Comm Bush received a call from Doug Mellema from CAMA regarding canceling the
last meeting of the year.

Comm Nichols was going to be attending the NMCAA meeting the following day and
District 10 Health Department meeting on Friday.

Board Comments

Comm Hurlburt noted that it was the last meeting of the year and wished everyone a
Merry Christmas and a Happy New Year.

Comm Townsend praised the previous Boards for the budget that has handed to them.

Comm Bengelink thanked everyone for a great year and the work put into revising the
policies. He also read a quote from Ken Hubbard.

Comm Bush also appreciated the work on the budget and with everyone a Merry
Christman.
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Wexford County Board of Commissioners
Regular Meeting * Wednesday, December 16, 2020

Comm Theobald thanked all involved on the budget. She also noted her appreciation for
Judge Fagerman and his years of service.

Comm Nichols appreciated everyone and the work done daily. She is honored to be a part
of the group that she is. She also wished everyone a Merry Christmas.

Comm Potter thanked Commissioner Bengelink and Commissioner Taylor for help and
tolerance during his term.

Chair Comments

Comm Taylor thanked Judge Fagerman for his service and thanked everyone for coming.

Adjourn
MOTION by Comm Theobald, seconded by Comm Nichols to adjourn at 4:19 p.m.

All in favor.

Gary Taylor, Chairperson Alaina Nyman, County Clerk
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L.1.a&Db.

Wexford County

2021 COMMITTEE STRUCTURE

FINANCE AND APPROPRIATIONS COMMITTEE 1. , Chair
2
3.
4.
HUMAN RESOURCES/PUBLIC SAFETY COMMITTEE 1. , Chair
2
3.
4.
RECREATION AND BUILDING COMMITTEE 1. , Chair
2.
3.
4.
EXECUTIVE COMMITTEE 1. , Chair of BOC
2. , Chair of Finance
3. , Chair of HR/PS
4 , Chair of Rec/Bldg

Revised 12/28/20 for FY 2021 1/6/21 BOC Meeting




Wexford County

Board of Commissioners and Committees L.1.c.

2021 Meeting Schedule

Board of Commissioners

Unless posted otherwise, the Board of Commissioners will meet on the first and third Wednesday of each
month beginning at 4:00 p.m. in the Commissioner Room of the Historic Courthouse.

Joe Hurlburt District 1 Mike Bengelink District 4 Gary Taylor District 7
Michael Musta District 2 Michael Bush District 5 Judy Nichols District 8
Ben Townsend District 3 Julie Theobald District 6 Brian Potter District 9

January 6 April 7 July 7 October 6

January 20 April 13 * July 21 October 20

February 3 April 21 August 4 November 3

February 17 May 5 August 18 November 17

March 3 May 19 September 1 December 1

March 17 June 2 September 15 December 15

June 16

* L-4024 Requirements - Equalization

Executive Committee —, Chair,

Unless posted otherwise, the Executive Committee will meet on the second Tuesday of each month at
4:00 p.m., in the Commissioner Room of the Historic Courthouse.

January 12 May 11 September 14
February 9 June 8 October 12
March 9 July 13 November 9
April 13 August 10 December 14

Finance & Appropriations Committee —, Chair,
Unless posted otherwise, the Finance Committee will meet on the second Thursday and the fourth
Wednesday of each month at 4:00 p.m., in the Commissioner Room of the Historic Courthouse.

January 14 April 8 July 8 October 14
January 27 April 28 July 28 October 27
February 11 May 13 August 12 November 10*
February 24 May 26 August 25 November 24
March 11 June 10 September 9 December 9
March 24 June 23 September 22 December 22

December 28**
* Date Change due to Veteran's Day

** Special Meeting to approve end-of-year claims

Human Resources/Public Safety Committee —, Chair,
Unless posted otherwise, the HR/Public Safety Committee will meet on the fourth Tuesday of each month
at 4:00 p.m., in the Commissioner Room of the Historic Courthouse.

January 26 May 25 September 28
February 23 June 22 October 26

March 23 July 27 November 23
April 27 August 24 December 21

Recreation and Building Committee —, Chair,

Unless posted otherwise, the Recreation and Building Committee will meet on the fourth Tuesday of each
month at 10:00a.m., in the Commissioner Room of the Historic Courthouse.

January 26 May 25 September 28
February 23 June 22 October 26

March 23 July 27 November 23
April 27 August 24 December 21

Draft 12/30/20 for FY 2021
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L.2.

BOARD OF COMMISSIONERS AGENDA ITEM

FROM: Administration
FOR MEETING DATE: January 6, 2021
SUBJECT: Code of Ethics

SUMMARY OF ITEM TO BE PRESENTED:

Wexford County Policy A-0.0 (following) states in Section 16 that at “the first
organizational meeting of the Board of Commissioners in January of each year, County
Commissioners entering office shall sign a statement affirming that they have read and
understand the Code of Ethics for Wexford County Commissioners.” The statement is the
final page of Policy A-0.0.

The same policy states that “the Board of Commissioners shall annually review the Code of
Ethics and Conduct for Wexford County Commissioners.”

RECOMMENDATION

That each commissioner please sign the statement and return to Alaina Nyman, County
Clerk.



CODE OF ETHICS AND CONDUCT
FOR WEXFORD COUNTY COMMISSIONERS

Policy Number: A-0.0
County Board Approval: December 4, 2019
(A) Preamble.

(1) Thecitizens of Wexford County are entitled to have a just, ethical and accountable local
government that has earned the public's full confidence for integrity.

(2) Furthermore, the effective functioning of government requires that public officials, both
elected and appointed, comply with boththe letter and spirit of the laws and policies affecting
the operations of government; public officials be independent, impartial and just in their
judgment and actions; public office be used for the public good, not for personal gain; and
public deliberations and processes be conducted openly, unless legally confidential, in an
atmosphere of respect and civility.

(3) To this end, the Wexford County Board of Commissioners adopts this Code of Ethics
and Conduct to assure public confidence in the integrity of local government and its effective
and just operation.

(B) Code of Ethics and Conduct.

(1) Actsin the public interest. Recognizing that stewardship of the public interest must
be their primary concern, County Commissioners will work for the common good of the
people of Wexford County and not for any private or personal interest, and they will assure
just and equal treatment of all persons, claims, and transactions coming before the Board of
Commissioners.

(2) Compliance with law. County Commissioners shall comply with the laws of the
nation, the State of Michigan, and Wexford County, in the performance of their public

duties. Commissioners shall also comply with the Rules of Procedure as adopted by the
Board.

(3) Respect for process. County Commissioners shall perform their duties m accordance
with the Rules of Procedures established by the County Board of Commissioners governing
the deliberation of public policy issues and meaningful involvement of the public.

(4) Conduct of public meetings, County Commissioners shall prepare themselves for

public issues, listen courteously and attentively to all public discussions before the body,
and focus on the business at hand. They shall refrain from interrupting other speakers,
making comments not germane to the business of the body, or otherwise interfering with the
orderly conduct of meetings.

(5) Communication. County Commissioners shall publicly share substantive information



that is relevant to the matter under consideration by the Board, which they may have
received from sources outside of the public decision-making process.

(6) Eull disclosure.

A. A County Commissioner in the performance of his/her public duties shall not
act upon any matter in which he/she may have a material financial interest, or
where he/she may have a legal or fiduciary duty to another organization or
entity or personal relationship that may give the appearance of a conflict of
interest, without disclosing the full nature and extent of the interest to the other
members of the County Board of Commissioners on the official record. Such
disclosure must be made before the time to perform their duty or concurrently
with the performance of the duty.

B. The disclosure required by this section shall not supplant, but instead shall
supplement any disclosure of a personal, contractual, financial, business,
employment or pecuniary interest required by state statute and the Rules of
Procedure A-1.0.6.a-b

(7) Gifts, favors. and loans.

A. A County Commissioner shall refrain from financial and business dealings that
would tend to reflect adversely on the Commissioner's impartiality, interfere
with the performance of his/her public duties or exploit his/her official position.
A County Commissioner should not take any special advantage of services,
goods or opportunity for personal gain that is not available to the public in
general.

B. A County Commissioner, a family member of a County Commissioner, a Trust
in which a County Commissioner or other family member may be considered as
a beneficiary of a Trust, and an entity (corporation, partnership, sole
proprietorship, LLC) in which the County Commissioner or other family
member has a financial interest, shall refrain from soliciting any gifts, loans or
favors except that a Commissioner and a family member may:

1. Accept a gift or honorarium, not exceeding a value of twenty-five
dollars ($25.00), for services rendered in the performance of their
public duties or other activity devoted to the improvement of
communities and the lives of citizens.

2. Accept ordinary social hospitality; a gift, bequest, favor or loan from a
relative; a wedding or engagement gift; a loan in the regular course of
business from a lending institution on the same terms as generally
available to the public; and a scholarship, grant or fellowship awarded
on the same terms as applied to other applicants.

3. Accept any other gift, favor or loan only if the donor is not a person or
entity whose interests have come or are likely to come before the Board
of Commissioners.

4. Solicit and accept campaign contributions in accordance with federal
and state law.

(8) Confidential Information. County Commissioners shall respect the confidentiality of
information concerning the property, personnel or affairs of the County. They shall neither
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disclose nor divulge to an unauthorized person confidential information acquired in the
course of their duties in advance of the time prescribed for its authorized release to the
public without proper legal authorization, nor use such information to advance their
personal, financial or other private interests.

(9) Use of public resources. Public resources, including County staff time, equipment,
supplies, and facilities, not available to the public in general shall only be used for the

benefit of the public. County Commissioners may not use public resources for personal or
private use.

(10) Representation of private interests. In keeping with his/her role as stewards of the

public interest, a County Commissioner shall not appear on behalf of the private interests of
third parties, including a family member, a Trust in which a County Commissioner or other
family member may be considered as a beneficiary of a trust, and an entity (corporation,
partnership, sole proprietorship, LLC) in which the County Commissioner or other family
member has an interest, before the Board of Commissioners or any board, committee,
commission or proceeding of the County.

(11) Advocacy. County Commissioners shall represent the official policies or positions of
the Board of Commissioners to the best of their ability when designated as delegates for this
purpose. When presenting their individual opinions and positions, County Commissioners
shall neither state nor imply that they represent the opinions or positions of the Board of
Commissioners or Wexford County, and must affirmatively state that it is their own opinion
or position, and not that of the Board of Commissioners. Commissioners shall always be
mindful of the needs of the entire county, and not just the district they represent.

(12) Policy role of Board of Commissioners.

A. County Commissioners shall respect and adhere to the Board-Administrator
structure of Wexford County government. In this structure, the County Board of
Commissioners, by its votes taken at properly noticed public meetings,
determines the policies of the County with the advice, information, and analysis
provided by the administrator, the public, subordinate boards, committees and
commissions, and County Staff.

B. County Commissioners, individually or as a group, shall not interfere with the
administrative functions of the County or the professional duties of County
staff; nor shall they impair the ability of the County Administrator to implement
Board of Commissioners policy decisions.

(13) Independence of Boards. Committees and Commissions. Because of the value of
the independent advice of subordinate boards, committees, and commissions to the public

decision-making process, members of the Board of Commissioners shall, except when the
Commissioner is a member of the public body, limit their participation in the proceedings of
such subordinate public bodies to the communication of requested information and
providing factual information relevant to the discussion at hand and shall not otherwise
attempt to unduly influence the deliberations or outcomes of the proceeds. The Board shall
be vigilant to maintain a sense of independence, and monitor board appointments to ensure
that no conflicts are present in committee appointments, keeping in mind that any family,
business, or personal relationships with committee members.

(14) Positive workplace environment,

A. County Commissioners shall support the maintenance of a positive and
constructive workplace environment for County employees and for citizens and

11



businesses deal with the County. County Commissioners shall recognize their
special role in dealings with County employees so as to in no way create the
perception of inappropriate direction to staff nor give specific orders to
subordinates of the County Administrator or County Counsel.

B. Because County Commissioner actions and comments contribute to the
environment in which all County employees must work, in order to create and
promote a positive work environment, no Board member shall give orders or
direction to any subordinate of the County Administrator, either privately or
publicly. Elected Officials may make inquiries or exchange information but
cannot issue directives.

(15) Compliance and enforcement.

A. This Code of Ethics for Wexford County Commissioners expresses standards of
ethical conduct expected for members of the Board of Commissioners
themselves have the primary responsibility to assure that they understand and
meet the ethical standards expressed in this code of ethics and that the public
can continue to have full confidence in the integrity of government.

B. All County Commissioners have a responsibility to act when they learn of
actions of another County Commissioner that appear to be in violation of the
Code of Ethics. Upon being notified of reasonable suspicion of a violation of
the Code of Ethics, the Chairperson shall set, or any three Commissioners, by
submission of a letter signed by the three Commissioners, may require the
setting, of a public hearing at a regular or special meeting of the County Board
of Commissioners to determine whether a violation of the Code of Ethics
occurred and, if so, what sanctions shall be imposed for the violation.

C. The Board of Commissioners may impose sanctions on County
Commissioners whose conduct does not comply with the County's ethical
standards by a super-majority vote of two-thirds voting in favor of such
sanctions. Sanctions may include reprimand, formal censure, loss of committee
assignment, restrictions on budget or travel, and removal from office by the
governor in the manner and for the causes provided by law.

D. Aviolation of this code of ethics shall not be considered a basis for
challenging the validity of a County Board of Commissioners decision.

(16) Lmplementation,

A. As an expression of the standards of conduct for county Commissioners
expected by the public, this Code of Ethics and Conduct is intended to be self-
enforcing. It therefore becomes most effective when County Commissioners are
thoroughly familiar with it and embrace its provisions.

B. For this reason, ethical standards shall be included in the regular orientations for
newly elected or appointed County Commissioners. At the first organizational
meeting of the Board of Commissioners in January of each year, County
Commissioners entering office shall sign a statement affirming that they have
read and understand the Code of Ethics for Wexford County Commissioners.

C. Inaddition, the Board of Commissioners shall annually review the Code of
Ethics and Conduct for Wexford County Commissioners.
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Commissioner Statement of Acknowledgment.

As a member of the Wexford County Board of Commissioners, | agree to uphold the Code of
Ethics and Conduct adopted by the County Commission and conduct myself by the following
model of excellence. I will:

>

>

Y

Recognize the worth of individual members and appreciate their individual talents,
perspectives, and contributions;

Help create an atmosphere of respect and civility where individual members, County
staff, and the public are free to express their ideas and work to their full potential;

Respect the dignity and privacy of individuals and organizations;

Respect and maintain the nature of confidential and privileged information and
opinions acquired as a result of my position;

Conduct my public affairs with honesty, integrity, fairness and respect for others;
Avoid and discourage conduct that is divisive or harmful to the best interests of Wexford
County; and

Keep the common good as my highest purpose and focus on achieving constructive
solutions for the public benefit.

| affirm that | have read and fully understand the Code of Ethics and Conduct for Wexford
County Commissioners:

Signature:

Date:
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L.3.

BOARD OF COMMISSIONERS AGENDA ITEM

FROM: Administration
FOR MEETING DATE: January 6, 2021
SUBJECT: Adoption of Board and Committee Policies and Procedures

SUMMARY OF ITEM TO BE PRESENTED:

Policy A-1.0 outlines the rules and other significant procedures for the Board of
Commissions. Policy A, 7(d) is the adoption of Board and Committee policies and
procedures for the calendar year.

RECOMMENDATION:
Administration recommends approving the Sections A-1.0 through Section A-7.0 of the
County’s Policy and Procedures.

14



Wexford County Board Of Commissioners
2021 BOARD AND LIAISON MEMBERSHIP

L.4.

Agency

Contact Person

Meeting Information

2020 Appointed
Board Member

2021 Appointed
Board Member

Area Agency on Aging of

Heidi Gustine

Board of Directors’ Annual Meeting Feb. 6; April 2; June 4; Sept. 3;

Northwest Michigan 1-800-442-1713 Oct.1; Dec. 3 @ 10:00 a.m.; 1609 Park Dr., Traverse City Gary Taylor
- . Kathy Kimmel Third Tuesday of each month, 3:00 - 4:30 p.m.,
Council on Aging 775-0133 COA, 714 W. 13" Street, Cadillac Gary Taylor
Department of Veterans’ Kent Myers Second Wednesday of each month; 3:00 p.m. 401 N. Lake Street, Gary Tavlor
Services 775-6654 Cadillac ylay
Kevin Hughes Last Friday of the Month, check website: https://www.dhd10.org/wp-
District Health Department 231_775_8942 content/uploads/2019/01/2019-Monthly-Meeting-Schedule.pdf Judy Nichols
#10 (2 appts) ext. 3839 Health Dept., 521 Cobbs St., Cadillac Gary Taylor
' (November—March mtg. 10:00 a.m.) (April — October mtgs. at 9:30 a.m.)
Emergency Food and R.C. Duskin
Shelter Board (Salvation 775-7131 TBD Julie Theobald
Army) ext. 5002
. . April 18 @ 10:00 p.m; June 22, 10:00 a.m.; August 22, 10:00 a.m.;
cake Mitchell Improvement | Mike Solomon October 19, 10:00 a.m, Cherry Grove Twp. Hall: 4830 E. M-55, Mike Bengelink

Cadillac

Northern Michigan Counties
Association

John Amrhein
231-922-4627

TBD Grayling Township Hall

Gary Taylor

Networks Northwest

Matt McCauley
1-800-692-7774

Meets Feb. 3; April 6; June 1; October 5; December 7 at 5:30 p.m.
NW MI Works! TC

Ben Townsend

911 Advisory Committee

Duane Alworden
231-779-9213

9:00 a.m. Every month while construction of the Fawcett
Communication Center continues.

Mike Bengelink

MMR- Quality &

Communications Relations ggz_ls(,)s\:‘vfns 1:00 p.m. on 3/19; 6/18; 9/17; 12/17 Joe Hurlburt
Committee

Northern Lakes Community Karl Kovacs ; . - ) Ben Townsend
Mental Health 775-3463 Third Thursday of each month at 2:15 p.m. Various Locations. Apt. Expires 3/31/2021

Northern Michigan Regional

Sarah Sircely

First Monday on the odd months at 10:00 a.m.

Entity - Substance Use P Gary Taylor
Disorder Oversight Board 231-487-9144 1999 Walden Drive. in Gaylord 49735
Northwest MI Community Kerry Baughman Third Thursday, 12:30 p.m., 3963 Three Mile Rd., Traverse City Judy Nichols

Action Agency

231-947-3780

West MI Forensic Pathology
Services Authority

Paul Bullock
231-796-2505

Fourth Wednesday of each month at 1:30 p.m.

Mike Bengelink

Wexford Missaukee
Community Corrections
Advisory Board

Misty Stark
779-9472

As needed, at least quarterly

Julie Theobald
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Wexford County Board Of Commissioners
2021 BOARD AND LIAISON MEMBERSHIP

Agency

Contact Person

Meeting Information

2020 Appointed

2021 Appointed

Liaison Liaison
Airoort Authorit ,\S/Itae;]': i?lalSk" Second Wednesday of each month, 6:00 p.m. (April, May, 7:00 p.m.) Ben Townsend
P ! v 779_9%25 8040 E. 34 Road, Cadillac Appointed 6/3/20

Cadillac Area

Manufacturers Association

Marcus Peccia
231-775-0181

Date and location vary each month

Michael Bush

Cadillac/Wexford Transit
Authority

Carrie Thompson
775-9411

Third Monday of each month, 4:00 p.m. CWTA office, 951 Casa Rd,
Cadillac

Michael Musta

Cadillac Wexford Public
Library Board

Tracey Logan,
Director 775-6541

Third Monday of each month, at 5:30 p.m. (Jan on-call); 6:00 p.m. at
various branches

Ben Townsend

Clam Lake DDA

Cindy Warda
231-775-5401 Ext. 6

1/27; 2/19; 3/18; 4/15; 5/20; 6/17; 7/15; 8/19; 9/16; 10/21; 11/18; 12/16
@ 7:45 a.m. at the Clam Lake Township Hall, 8809 E. M-115

Brian Potter

Department of Health &
Human Services

Luther Lovell
779-4500

First Tuesday of each month, 9:30 a.m., DHS Office, 10641 W.
Watergate Rd. (M-55 E), Lake City

Julie Theobald

(F,Er:e"pe;?eed”rf g ss) Travis Baker Va_lrious times an.d locations, at least quarterly, which will be published Michael Bengelink
Local Planning Team 779-9212 prior to the meeting. Gary Taylor
. - Fourth Tuesday of each month, 8:30-10:00 a.m.
Eg;?ji?sﬁfr\g%isn il ??ég?ggmofﬁ ce Wexford Missaukee 1SD, Education Bldg., 9905 E. 13" Street, Janet Koch
P Cadillac, NO JULY OR DECEMBER 2020 MEETINGS
MSU Extension District Shari Spoelman Quarterly. Location and time TBD Judy Nichols

Council

779-9480 ext. 1

—_ . TBD Third Thursday of each month, 7:00 p.m. at Fair Board Office, .
Northern District Fair 775-6361 Fairgrounds. Julie Theobald
Alan Cooper Last Wednesday of each month, at 7:30 a.m. Except for December's
Road Commission 775_9731p meeting is 12/16 at 8:00 a.m., Road Commission Office, 85 W. M-115, Joe Hurlburt
Boon
Wexford Conservation Tiffany Jones Second Tuesday of each month, 9:00 a.m. District Office, 7192 E. 34

District

775-7681 ext.3

Rd., Cadillac

Gary Taylor

Revised 12/30/2020
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L.5.

Minutes of a regular meeting of the Wexford County Board of Commissioners, held at the Wexford
County Courthouse, 437 E. Division St., Cadillac, Michigan on the sixth day of January, 2021, at
4:00 p.m.

PRESENT:

ABSENT:

The following preamble and resolution were offered by Commissioner

and supported by Commissioner

RESOLUTION NO. 21-01
RESOLUTION FOR WEXFORD COUNTY DEPOSITORY

WHEREAS, the Wexford County Board of Commissioners hereby provides for the designation
and deposit of all public money including tax money by the Wexford County Treasurer in
the following financial institutions:

Huntington Bank
TCF Bank

WHEREAS, the above signifies the location of the General Fund, Delinquent Tax, and Inmate
Trust Fund demand accounts. Surplus funds and investment accounts are governed by PA
20 and the County’s Investment Policy; and

WHEREAS, the Treasurer is authorized to enter into and execute on behalf of the County any
contracts with any bank or trust company for the safekeeping or their party custodianship
of any of the County’s securities as well as any contracts or repurchase agreements with
any corporation for the purchase of any such securities which will be the subject of such
safekeeping or third party custodianship arrangements, on such terms and conditions as the
County Treasurer shall require; and

WHEREAS, the County Treasurer is authorized to rely on the continuing effect of these
Resolutions until amended or repealed by a subsequent resolution of this or a successor
Board of Commissioners.

NOW, THEREFORE, BE IT RESOLVED, by the County Board of Commissioners, under the
laws of the State of Michigan, Act No. 40 of the Michigan Public Acts of 1932, 1% Extra
Session, as amended (MCL 129.12), this Board is required to provide, by resolution, for
the deposit of all public monies, including tax monies, belonging to, or held for, the State,
County, or other political units coming into the hands of the County Treasurer, in one or
more Financial Institutions within the State.
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A ROLL CALL VOTE WAS TAKEN AS FOLLOWS:

AYES:

NAYS:

RESOLUTION DECLARED ADOPTED.

Chairman, Wexford County Board of Commissioners

Alaina M. Nyman, County Clerk

STATE OF MICHIGAN )
)ss
COUNTY OF WEXFORD )

I hereby certify that the forgoing is a true and complete copy of the Resolution 21-01 adopted by
the County Board of Commissioners of Wexford County at a regular meeting held on January 6,
2021, and | further certify that public notice of such meeting was given as provided by law.

Alaina M. Nyman, County Clerk
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L.6.

Minutes of a regular meeting of the Wexford County Board of Commissioners, held at the Wexford County
Courthouse, 437 E. Division St., Cadillac, Michigan on the sixth day of January, 2021, at 4:00 p.m.

PRESENT:

ABSENT:

The following preamble and resolution were offered by Commissioner and supported

by Commissioner

RESOLUTION NO. 21-02
REAFFIRMING INVESTMENT POLICY -E-1.0

WHEREAS, pursuant to the provision of Act No. 20 of the Public Acts of Michigan of 1943, as amended,
(Act 20) the Board of Commissioners of the County of Wexford may authorize the County Treasurer
to invest County funds in certain investments; and

WHEREAS, this Board wishes to authorize such investments as are permitted by Act 20.

NOW, THEREFORE BE IT RESOLVED, that the Board of Commissioners of the County of Wexford
authorizes that:

1. The County Treasurer is authorized to invest funds of the County of Wexford in investments
authorized by Act 20.

2. The Investment Policy attached was approved on June 17, 1998 amended January 4, 2006 and
reviewed December 4, 2019.

3. Before executing an order to purchase or trade the funds of the County of Wexford, a financial
intermediary, broker or dealer shall be provided with a copy of the County’s Investment Policy,
shall acknowledge receipt of the Investment Policy and agree to comply with the terms of the
Investment Policy regarding the buying or selling of securities.

4. The County Treasurer is authorized to rely on the continuing effect of this resolution until and
unless it is specifically amended or rescinded by a future resolution of the Board of
Commissioners.

A ROLL CALL VOTE WAS TAKEN AS FOLLOWS:

AYES:

NAYS:
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RESOLUTION DECLARED ADOPTED.

Chairman, Wexford County Board of Commissioners

Alaina M. Nyman, County Clerk

STATE OF MICHIGAN )
)ss
COUNTY OF WEXFORD )

I hereby certify that the forgoing is a true and complete copy of the Resolution 21-02 adopted by the County
Board of Commissioners of Wexford County at a regular meeting held on January 6, 2021, and | further certify
that public notice of such meeting was given as provided by law.

Alaina M. Nyman, County Clerk
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Financial Management
E-1.0 Investment Policy

County Board Approval: June 17, 1998; Amended January 4, 2006; Reviewed December 4, 2019

Purpose.
It is the policy of Wexford County to invest its funds in a manner which will provide the highest
investment return with the maximum security while meeting the daily cash flow needs of the
County and comply with all state statutes governing the investment of public funds.

A Scope.
The investment policy applies to all financial assets of the County. These assets are accounted for
in the various funds of the County and include the general fund, special revenue fund, debt service
funds and capital project funds (unless bond ordinances and resolutions are more restrictive),
enterprise funds, internal service funds, trust and agency funds and any new fund established by
the County.

B. Objectives.
The primary objectives, in priority order, of the County’s investment activities shall be:

1. Safety. Safety of principal is the foremost objective of the investment program.
Investments shall be undertaken in a manner that seeks to insure the preservation of capital
in the overall portfolio.

2. Diversification. The investments will be diversified by security type and institution in order
that potential losses on individual securities do not exceed the income generated from the
remainder of the portfolio.

3. Liquidity. The investment portfolio shall remain sufficiently liquid to meet all operating
requirements that may be reasonably anticipated.

4. Return on Investment. The investment portfolio shall be designed with the objective of
obtaining a rate of return throughout the budgetary and economic cycles, taking into account
the investment risk constraints and the cash flow characteristics of the portfolio.

C. Delegation of Authority to Make Investments.

Authority to manage the investment program is derived from the following: County Board of
Commissioners” most current resolution designating depositories and MCL 48.40 requiring the
County Treasurer to be the custodian of the County’s funds. Management responsibility for the
investment program is hereby delegated to the County Treasurer who shall establish written
procedures and internal controls for the operation of the investment program consistent with this
investment policy. Procedures should include references to: safekeeping, cash purchase or
delivery vs. payment, investment accounting, repurchase agreement, wire transfer agreements,
collateral/depository agreements and banking service contracts. No persons may engage in an
investment transaction except as provided under the terms of this policy and the procedures
established by the County Treasurer. The County Treasurer shall be responsible for all
transactions undertaken and shall establish a system of controls to regulate the activities of
subordinate officials.

D. Authorized Investments.

The County Treasurer is limited to investments authorized by Act 20 of 1943, as amended, and
may invest in the following:
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1. Bonds, securities, and other obligations of the United States or an agency or instrumentality
of the United States.

2. Certificates of deposit, savings accounts, deposit accounts, or depository of a financial
institution. Authorized depositories shall be designated by the County Board of
Commissioners at the Board’s organizational meeting after each regular election of
commissioners.

3. Commercial paper rated at the time of purchase within the two (2) highest classifications
established by not less than two (2) standard rating services and that matures not more than
270 days after the date of purchase.

Repurchase agreements consisting of instruments listed in (1).
Banker’s acceptances of United States banks.

Obligations of the state or any of its political subdivisions that at the time of purchase are
rated investment grade by not less than one (1) standard rating service.

7. Mutual funds registered under the investment company act of 1940, title | of chapter 686,
54 Stat. 789 15 U.S.C. 80a-3 and 80a-4 t0 80a-64, with the authority to purchase only
investment vehicles that are legal for direct investment by the County. This authorization
is limited to securities whose intention is to maintain a net asset value of $1.00 per share.

8. Investment pools through an inter-local agreement under the Urban Cooperation Act of
1967, 1967 (Ex Sess) P.A. 7, MCL 124.501 to 124.512.
9. Investment pools organized under the Surplus Funds Investment Pool Act, 1982 P.A.367,

MCL 129.111 to 129.118.
Safekeeping and Custody.

All security transactions, including collateral for repurchasing agreements and financial
institution deposits, entered into by the County may be on a cash basis or a delivery vs. payment
basis as determined by the County Treasurer. Securities may be held by a third party custodian
designated by the Treasurer and evidenced by safekeeping receipts as determined by the
Treasurer.

Prudence.

Investments shall be made with judgement and care, under circumstances then prevailing, which
persons of prudence, discretion and intelligence exercise in the management of their own affairs,
not for speculation, but for investment, considering the probable safety of their capital as well as
the probable income to be derived.

Investment Risk Policy.

Purpose: The deposits and investments of State and local governments are exposed to risks that have
the potential to result in losses. It is the policy of Wexford County to meet the requirements of State
statutes by addressing common deposit and investment risks related to credit risk, concentration of
credit risk and interest rate risk.

Objectives: As defined in Wexford County investment Policy, Resolution 98-010, our primary
objectives are safety, diversity, liquidity and return on investments with the foremost objective of
this policy being safety of the principal funds. Investment transactions undertaken by the County
Treasurer will be conducted in a manner to ensure the preservation of capital in the overall portfolio.
The objective will be to minimize credit risk and interest rate risk.
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Definitions:
Credit Risk (Custodial Risk and Concentration of Credit Risk)

The County will minimize Custodial Credit Risk, which is the risk of loss due to the failure of the
security issue or backer by: limiting investments to the types of securities listed on page 2 of the
Wexford County Investment Policy Subsection E., Authorized Investments; prequalifying the
financial institutions, broker/dealers, intermediaries and advisors to ensure acknowledgment and
compliance with our Policy.

The County will minimize Concentration of Credit Risk, which is the risk of loss attributed to the
magnitude of the County’s investment in a single issuer, by diversifying the investment portfolio so
that the potential losses from any one type of security or issuer will be minimized.

Investment Rate Risk

The County will minimize Interest Rate Risk, which is the risk that the market value of securities in
the portfolio will fall, due to changes in market interest rates by structuring the investment portfolio
so that securities mature to meet cash requirements for ongoing operations, thereby avoiding the
need to sell securities in the open market and investing operational funds primarily in shorter-term
securities, liquid asset funds, money market mutual funds or similar investment pools and
limiting the average maturity in accordance with known cash requirements.

Foreign Currency Risk

The County is not authorized to participate in investments which have this type of risk pursuant to
the Investment Policy.
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L.7.

Minutes of a regular meeting of the Wexford County Board of Commissioners, held at the Wexford
County Courthouse, 437 E. Division St., Cadillac, Michigan on the sixth day of January, 2021, at
4:00 p.m.

PRESENT:

ABSENT:

The following preamble and resolution were offered by Commissioner and supported

by Commissioner

RESOLUTION NO. 21-03
CIVIL RIGHTS ACT/AMERICANS WITH DISABILITIES ACT AND
FAMILY MEDICAL & FAMILY LEAVE ACT

WHEREAS, Wexford County desires to comply with the Civil Rights Act of 1964, the
Americans with Disabilities Act of 1990, and the Family and Medical Leave Act of 1992
in all entities:

BE IT THEREFORE RESOLVED that, Wexford County shall comply with the Civil Rights
Act of 1964, the Americans with Disabilities Act of 1990, and the Family and Medical
Leave Act of 1992 in the employment and retention of personnel, and all other phases
pursuant to these Acts, and affirms its policy prohibiting discriminatory practices,
policies, and customs that violate the rights of any citizen or lawful permanent resident of
the United States on the basis of race, color, national origin, religion, creed, sex, age,
weight, height, marital status, or physical disability and/or ability and hereby adopts a
broadened policy encouraging participation of minorities, the handicapped, and the
disabled.

A ROLL CALL VOTE WAS TAKEN AS FOLLOWS:

AYES:

NAYS:

RESOLUTION DECLARED ADOPTED.
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Chairman, Wexford County Board of Commissioners

Alaina M. Nyman, County Clerk

STATE OF MICHIGAN )

) ss.
COUNTY OF WEXFORD )

| hereby certify that the foregoing is a true and complete copy of Resolution 21-03 adopted by the County
Board of Commissioners of Wexford County at a regular meeting held on January 6, 2021, and | further
certify that public notice of such meeting was given as provided by law.

Alaina M. Nyman, County Clerk
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L.8.

Minutes of a regular meeting of the Wexford County Board of Commissioners, held at the Wexford
County Courthouse, 437 E. Division St., Cadillac, Michigan on the sixth day of January, 2021, at
4:00 p.m.

PRESENT:

ABSENT:

The following preamble and resolution were offered by Commissioner and supported

by Commissioner

RESOLUTION NO. 21-04
FAIR HOUSING

WHEREAS, Wexford County is committed to fair housing and will work aggressively to ensure that all
housing programs comply fully with all state, federal and local fair housing laws; and

WHEREAS, Wexford County has appointed the County Administrator as their fair housing contact person,
who has an understanding of the Fair Housing Laws and will attend applicable training as able to
remain informed; and

WHEREAS, Wexford County has established a Fair Housing Log. The Fair Housing Log will be
maintained and will disclose information regarding any and all fair housing concerns and their
outcomes; and

WHEREAS, persons wishing to file a housing related complaint or concern will be referred to the Michigan
Department of Civil rights, HUD, and their local Fair Housing Center. The Fair Housing contact
will notify Michigan Economic Development Corporation, MEDC, if a complaint or concern is
filed; and

WHEREAS, the offices of Wexford County are accessible and barrier free, and the County will make every
attempt to reasonably accommodate all of its constituents; and

WHEREAS, Wexford County will include the Fair Housing Logo on all of its documents and
advertisements pertaining to its housing programs. The County will post a Fair Housing poster in
place visible to the public. The County will secure and distribute upon request, Fair Housing
material provided by MEDC and various other Fair Housing agencies and organizations. “Fair
Housing, 1t’s Your Right” brochures will be distributed to all applicants of the County housing
program; and

WHEREAS, Wexford County will consider all applicants and contractors based on qualifications. No
applicant or contractor will be denied housing or a contract based on their race, color, national
origin, religion, age, sex, marital status, familial status or handicap. Persons raising concerns
regarding discrimination will not be retaliated against. Marketing of all County housing programs
will include minority and women applicants.
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NOW, THEREFORE, BE IT RESOLVED as follows:

1. Wexford County hereby adopts this Fair Housing Resolution and all of its premises.

A ROLL CALL VOTE WAS TAKEN AS FOLLOWS:

AYES:

NAYS:

RESOLUTION DECLARED ADOPTED.

Chairman, Wexford County Board of Commissioners

Alaina M. Nyman, County Clerk

STATE OF MICHIGAN )
) ss.
COUNTY OF WEXFORD )

| hereby certify that the foregoing is a true and complete copy of Resolution 21-04 adopted by the County
Board of Commissioners of Wexford County at a regular meeting held on January 6, 2021, and | further
certify that public notice of such meeting was given as provided by law.

Alaina M. Nyman, County Clerk
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L.9.

EQUAL HOUSING
OPPORTUNITY

WEXFORD COUNTY’S FAIR HOUSING POLICY STATEMENT

Equal housing opportunity for all persons, regardless of race, color, national origin,
religion, age, sex, familial status, marital status, or disability, is a fundamental policy of
Wexford County. Wexford County is committed to diligence in assuring equal housing
opportunity and non-discrimination to all aspects of its housing financing activities.

If you are applying for a Wexford County housing repair loan and you believe you are the
victim of housing discrimination, you can contact Janet Koch, Wexford County Administrator
and Fair Housing designee, at administration@wexfordcounty.org or (231) 779-9453.

If you believe you are the victim of housing discrimination you can also contact the
Michigan Department of Civil Rights at http://www.michigan.gov/mdcr/ or call their
Fair Housing hotline number at 1 (800) 482-3604.

You may also contact the US Department of Housing and Urban Development at
http://www.hud.gov/offices/enforce/contact.cfm or call their Housing Discrimination
hotline at 1 (800) 669-9777.

Western Michigan Fair Housing:

Fair Housing Center of West Michigan
20 Hall SE

Grand Rapids, M1 49507

(616) 451-2980

Other Resources:

HUD’s Office of Fair Housing and Equal Opportunity
http://www.hud.gov/offices/fheo/aboutfheo/aboutfheo.cfm

National Fair Housing Advocate
www.fairhousing.com

People with Disabilities
http://www.hud.gov/offices/fheo/disabilities/sect504.cfm
http://www.hud.gov/offices/fheo/disabilities/index.cfm
http://www.usdoj.gov/crt/ada/adahom1.htm

Accessibility Requirements for Buildings
http://www.hud.gov/offices/fheo/disabilities/accessibilityR.cfm
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L.10.

BOARD OF COMMISSIONERS AGENDA ITEM

FROM: HR/PS Committee
FOR MEETING DATE: January 6, 2021
SUBJECT: Revised Personnel Policies

SUMMARY OF ITEM TO BE PRESENTED:

The following polices have been reviewed by the ad hoc Policy Committee and are for your
consideration. In the table of contents, the included policies are highlighted. The biggest
changes to the policies are:

e There was a big change to B-11.0 Employment Conditions, Section B. Harassment.
The old language has been replaced with newer language from MMRMA.

e The first few pages of B-12.4 Paid Absence from the Workplace also saw heavy
revisions to make it align with current practices.

e The new B-14.9 Remote Work has been drafted because we are now required by
MiOSHA to have this type of policy.

e The new B-16.0 Donated Leave policy was suggested at a recent BOC meeting and
there was general consensus to move forward with it.

Most of the remaining changes are clean-up. Legal counsel was consulted on the new
policies; the resulting changes have been incorporated into the following. Elected officials,
appointed department heads, and their chief deputies have had an opportunity to review and
comment.

Also incorporated into the following are revisions to Attachment (6) - Administrator
Evaluation of Policy B-18.0 Employee Performance Appraisal and Counseling System as
directed by the HR/PS Committee.

RECOMMENDATION:

The HR/PS Committee recommends the full board approve the revised and new policies.
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Personnel Management Policies

B-10.13 Office Decorum

County Board Approval: July 17, 1996; Reviewed XX, 2021
A General.

It is the policy of the Wexford County Board of Commissioners that the decorum of County
offices present a business-like flavor at all times. It is expected that all County employees will act
in a professional, competent, and friendly manner at all times when dealing with the general
public in the performance of the duties of the office.

B. Guidelines.

1.

Conversations. It is expected that conversations between employees and the general
public and between employees themselves will always be on a professional level and that
the volume of such conversations will be a low level. When a disagreement occurs, the
employee shall take the person aside and attempt to resolve the conflict in a normal tone
and level of voice.

Eating. Eating in the public areas of County offices is generally discouraged. Nothing is
more unprofessional looking than an office in which the employees are eating in front of
the public or an office in which containers or plates of food are lying around. In this
regard, during holiday celebrations (such as Christmas, etc.) when “goodie” baskets
abound, good taste and common sense should prevail in relation to this segment of office
decorum.

Beverages.

a. The consumption of alcoholic beverages in County buildings and on County
property is expressly forbidden except as authorized by approved permit.

The consumption of other beverages such as coffee and sodas/pop is permitted in County
buildings and offices provided that such consumption is not conspicuous and does not
detract from the professional atmosphere in the office.

Visitors and Telephones.

a. It is expected that all County staff members will treat all visitors and telephone
callers with the utmost in courtesy and respect.

Hostile visitors and callers will be treated with courtesy and respect as well. The key to
resolving these situations is to try to remove the hostility by using an excessive amount of
courtesy. Once the hostility is removed, then it is an easy matter to identify their need and
satisfy it.
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Personnel Management Policies
B-10.14 Break Time for Nursing Mothers

County Board Approval: April 3, 2013; Reviewed XX, 2021

A.

Breaks for Nursing Mothers.

All employees will be provided reasonable break time to express breast milk for her nursing child
during the first year of the child’s life. If the break is for less than 15 minutes and occurs as part
of a scheduled employee break time, non-exempt employees will be paid. Salaried exempt
employees will be paid under the provisions of the Fair Labor Standards Act.

The County will provide a private area in which the employee may express breast milk.
Employees may use their own private office area for milk expression if they prefer. The employee
may bring a cooler or other container to work for storing her expressed milk. The supervisor is
responsible for ensuring there is adequate space in the employee’s general work area to
accommaodate the cooler or container.

If the employer allows employees access to refrigeration for personal use, the supervisor may
allow, but cannot require, an employee who expresses milk during work hours to use the
available refrigeration for storage.
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Personnel Management Policies
B-11.0 Employment Conditions

County Board Approval: July 17, 1996; Amended XX, 2021

A

Quality Working Environment.

1.

It is the policy of the Wexford County Board of Commissioners that a quality working
environment be maintained for all employees so that their work may be free from
intimidation, humiliation and insult and that employees not be subject to offensive
physical or verbal abuse or actions, direct or insinuated of a sexual, ethnic, racial or
religious nature.

It is also the policy of the Board of Commissioners that the work place consist of a
healthy environment, free from substance abuse, disease and other matters which could
affect the personal health of employees.

Sexyal-Harassment.

The information contained in this Section of the Manual was-takenis from the Michigan
Municipal Risk Management Authority (MMRMA)-Handbosck-en-Sexual-Harassment.

1.

Purpose: Wexford County strives to create and maintain a culture in which people are

treated with dignity. The environment of Wexford County should be characterized by
mutual respect and the absence of intimidation, hostility, and demeaning conduct. The
accomplishment of this goal is essential to the mission of Wexford County. For that
reason, Wexford County will not tolerate unlawful discrimination or harassment. Through
enforcement of this policy and by education of its employees, Wexford County will seek
to prevent, correct, and discipline conduct that contravenes this policy.

Wextord County fully supports and complies with laws that protect and safeguard the

rights and opportunities of all people to seek, obtain, and hold employment without being
subjected or exposed to unlawful harassment or discrimination in the workplace. This
policy is intended to provide all employees with an environment free of harassment based
on one’s race, color, religion, national origin, sex, disability or handicap, age, height,
weight, veteran status, genetic information, gender identity or expression, sexual
orientation, or any other legally protected status.

Sexual harassment is a form of unlawful employment discrimination under federal law

(Title VII of the Civil Rights Act of 1964) and Michigan law (the Elliott- Larsen Civil
Rights Act). The Equal Employment Opportunity Commission (EEOC) has defined it as
consisting of “unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature . . . when . . . submission to or rejection of such
conduct is used as the basis for employment decisions . . . or such conduct has the
purpose or effect of . . . creating an intimidating, hostile or offensive working
environment.” Sexual harassment includes verbal, nonverbal, and physical conduct.

Sexual harassment is divided into two general categories:

a. “Quid Pro Quo” harassment occurs when employee benefits such as raises,
promotions, and better working conditions are directly linked to compliance with
sexual advances, or capitulation to sexual demands, by someone in a supervisory
capacity or who otherwise has the authority to grant such benefits.

b. “Hostile Work Environment” is defined as severe or pervasive verbal, non-
verbal, or physical conduct of a sexual nature that is unwelcome, and which
substantially and unreasonably interferes with an employee’s work performance
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by creating an intimidating, hostile, or offensive work environment.

5. Unlawful harassment on the basis of a protected classification

Unlawful harassment also includes severe or pervasive verbal, non-verbal, or physical
conduct that denigrates or shows hostility or aversion toward an employee because of a
legally protected characteristic, such as his or her sex, race, ethnicity, religion, age,
disability, height, weight, veteran status, military service, citizenship status, genetic
information, marital status, familial status, gender identity or expression, sexual
orientation, or any other protected characteristic as established by law.

Unlawful harassment not involving sexual activity or language (e.g., a male manager
yells only at female employees and not males) may also constitute discrimination if it is
severe or pervasive and directed at employees on account of their gender.

Unlawful harassment also includes: (1) comments, taunting, acts of physical aggression,
epithets, slurs, and negative stereotyping that are offensive or unwelcome that ridicule,
denigrate, insult, demean, or are demonstrative of hostility or disrespect toward an
individual or group on account of a legally protected characteristic or (2) the distribution
or display of any written or graphic material that ridicules, denigrates, insults, demeans,
or shows hostility, aversion, or disrespect toward an individual or group on account of a
legally protected characteristic (the transmittal of racially charged jokes or memes, nude
or obscene posters, photographs, or personal property, etc.).

Any harassment that violates state or federal law is prohibited and will subject the
violator to discipline, up to and including termination.

6. Complaint Procedures

Any employee who believes he or she has been the subject of any harassment is
encouraged to report the incident immediately to his or her supervisor or an alternative
person as designated by Wexford County. The employee’s supervisor shall then
immediately notify the next level supervisor and/or the County Administrator about the
complaint. A complaint may be reported by an employee who was not the target of
harassment or retaliation. The complaint will be investigated promptly and thoroughly.

Steps for Filing a Complaint:

a. The employee should report a complaint initially to either her or his immediate
supervisor or someone in an HR or management position. Wexford County, or its
designee, will investigate the complaint and prepare a written report. A written
response shall be given to the employee as to the findings of the investigation.

b. Where the immediate supervisor was: (1) alleged to have been a participant in the
prohibited activity; (2) condoned the activity; (3) failed to respond in writing
within a reasonable period of time without good cause; or (4) the response is
unsatisfactory, the employee may at his or her choosing, bypass the immediate
supervisor and complain directly to the County Administrator.

7. Non-Retaliation Policy

The above policy not only strictly prohibits harassment but also prohibits any retaliation
against an employee who has filed a complaint pursuant to the policy, or has assisted or
participated in a complaint investigation. Any supervisor, agent or employee who is
found to have taken actions determined to be retaliatory in nature against a complainant
shall be subjected to immediate discipline, up to and including immediate discharge. Any
person who believes he or she experienced retaliation for exercising his or her rights
under this policy is encouraged to report it immediately.
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It is expected that all employees willfully adhere to the policies and practices set forth
above. Any employee who believes he or she is, or may be, subjected to objectionable
conduct is encouraged to report it immediately, regardless of who is creating the
situation. Any employee or supervisor who violated this policy may be subject to
discipline, up to and including discharge. Reasonable accommodation will be provided,

upon request, for persons with disabilities who need assistance filing or pursuing a
complaint of harassment.
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C. Release of Lists of Employee Data.

The release of lists of employee data (names, addresses, dependents, etc.) for any reason to any
organization is against the policy of the Wexford County Board of Commissioners. When such
requests are received in any County office, they shall be routed to the County Administrator for
review, proper staffing and an appropriate answer.

D. Solicitation in County Buildings.

Solicitation of County employees or the general public in County buildings or on County property
is prohibited except where prior approval has been granted by the Board of Commissioners.

E. Smoking in County Buildings.

In the interest of providing a safe and healthy environment for employees and the general public
and in accordance with the Michigan Clean Indoor Air Act, smoking is prohibited in all County
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facilities. This policy pertains to County owned/operated motor vehicles which are routinely used
by more than one person.

Use of Seat Belts.

With the safety of County employees in mind, with the cost of insurance based on experience and
in accordance with State law, all employees and passengers in County owned/operated motor
vehicles or on County business in personnel vehicles are required to wear a seat belt as provided
in the vehicle whenever the vehicle is in motion.

Hazardous Material Notification.

The County Board of Commissioners policy is to provide a work space that is free of hazardous
materials. To this end, hazardous materials which are routinely used in the performance of work
are not permitted to be stored in work spaces nor are they permitted to be used without the proper
personal protective equipment and safety precautions in place. Employees are to notify their
immediate supervisor or supervisor if they have any question concerning the use of hazardous
materials in the work place.

Drug Free Work Place.

1. General. The Drug Free Workplace Act (which became effective March 18, 1989) holds
employers responsible for maintaining a drug free workplace. In this regard, Wexford
County is committed to maintaining a workplace free from alcohol and drugs:

2. Policy Statements.

a. The possession, use, distribution, manufacture of behavior altering chemical
substances on County property is prohibited.

b. Employees are prohibited from reporting to work or working while under the
influence of alcohol or controlled substances.

c. Employees who violate the substance abuse policy or who refuse to take a drug
screening test may be subject to disciplinary action up to an including
termination (as outlined in Section B-19.0 of this Manual.

d. Controlled substances used in accordance with the limits of a valid prescription
are exempt from the policies contained herein. Employees who use such
prescription medications or who use over-the-counter medications which may
cause drowsiness or affect their ability to perform their job (such as operating a
vehicle, etc.) are required to notify their supervisor or immediate supervisor in
order that safety is not jeopardized.

3. Drug Screening.

a. Job applicants who have been offered a position on the County staff will be given
a drug screening test as part of the pre-employment physical. Applicants with
confirmed positive test results for controlled substances who do not have an
acceptable explanation will not be hired.

b. Employees who give the appearance of being under the influence of a controlled
substance or who give the appearance of violating this policy may be directed by
their immediate supervisor or supervisor to undergo a drug screening test and a
positive result from such a test may result in disciplinary action up to and
including termination (as outlined in Section B-19.0 of this Manual). Probable
cause for initiating drug or alcohol testing may include but is not limited to the
following:

1) Possession of a controlled substance.
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2) Behavior or symptomatic exhibiting of drug/alcohol use by an employee.

3) Sustainment of a serious or potentially serious injury accident while
working. An employee who is involved in a motor vehicle accident while
conducting official business will automatically be tested.

4) Involvement in a known or suspected drug related incident on or off
County property at any time.

4-c. Employees assigned to the below listed positions which affect public safety may

be required by law or County policy to undergo periodic drug/alcohol screening.
A positive test result from such a test may result in disciplinary action up to and
including termination (as outlined in Section B-19.0 of this Manual.

1) Sheriff’s Lieutenants.

2) Sheriff’s Sergeants (Detective, Deputy, Dispatcher and Corrections).
3) Road Patrol Officers/Deputies.

4) Corrections Officers.

5) Dispatchers.

6) Maintenance Workers.
7) Animal Control Officers.
5:4.  Conviction of an Offense.
a. Any County employee convicted of an offense against an illegal drug statute will

be terminated.

b. Employees convicted or incarcerated for an alcohol related offense will be
suspended (with or without pay) pending a review of the incident by the
immediate supervisor, the supervisor, and the County Administrator. The result
of this review may include disciplinary action up to and including termination (as
outlined in Section B-19.0 of this Manual).

6:5. Assistance to Employees. The County desires to help employees be free from drug and
alcohol dependency and will offer assistance through referral for treatment and
rehabilitation by means of the medical plan in effect.

a. An employee who demonstrates obvious symptoms of drug or alcohol
dependency or who may be determined as having such dependency or who tests
positive for drug or alcohol use may be offered counseling, treatment and/or
rehabilitation as an alternative to disciplinary action.

Zb.  Successful completion of a rehabilitation program and remaining drug or alcohol

free in the workplace may be used as a condition of continued employment.
&-c. Employees who refuse to submit for counseling, fail to complete the counseling

program or are convicted of a second offense will be terminated.
9.d.  Employees who wish to enroll for a second time in a substance abuse program

will have their case reviewed by the Employer, Co-employer and the Board of
Commissioners' standing Committee on Human Resources.

1+0-¢.___ All information related to substance abuse counseling and treatment programs is

considered confidential and will be kept separate and apart from the employee's
official County personnel file.
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l. Health and Safety.

1. While the County will provide reasonable accommodation for those employees with
impairments, the County is also committed to maintaining a work environment that is
conducive to the highest standards and levels of personal health and safety. It is therefore
a requirement that an employee not pose a direct threat to the health and safety of his/her
co-workers.

2. By “direct threat,” it is meant that one employee shall not pose a significant risk to the
health and safety of coworkers that cannot be eliminated by reasonable accommodation.

3. Determinations that a particular employee poses a direct threat to the health and safety of
co- workers will be handled on a case by case basis and will not be based on
generalizations, misperceptions, ignorance, irrational fears, etc. Such a determination will
be made based on factual evidence and may include a medical review of such factors as:

a. Nature and severity of the risk.
b. Duration of the risk.
c. Likelihood of harm from the risk.
d. The imminence of the risk.
4. When an employee is deemed to pose a significant risk to co-workers, the County will

effect a reasonable accommodation to protect the health and safety of its work force and
to preserve the continued employment of the employee.

=

In keeping with the aforementioned policy regarding the health and safety of its
employees, Wexford County intends to treat its employees who are affected by Acquired
Immuno- Deficiency Syndrome (AIDS), AIDS Related Complex (ARC) and persons
testing positive for the HIV virus in the same manner as other life-threatening diseases
such as cancer or leukemia.

2. Based on the overwhelming preponderance of available medical and scientific evidence
and opinion, there is no evidence that the AIDS virus is casually transmitted in ordinary
social or work settings and conditions.

3. It is therefore the policy of the Wexford County Board of Commissioners to allow
employees with AIDS (or any of its related conditions) to continue to work and to
provide them with reasonable accommodation (without undue hardship to the rest of the
workforce) as long as the employee is medically able to perform his/her job and the
continued performance of his/her job does not pose a danger to the health and safety of
the employee or his/her co-workers.

4, Moreover, co-workers have no basis upon which to refuse to work or withhold their
services for fear of contracting AIDS by working with an AIDS affected person.
Employees who engage in such conduct or who otherwise discriminate against AIDS
affected employees may be subject to disciplinary measures up to and including
termination (as outlined in Section B-19.0 of this Manual).

5. As with all other medical information, Wexford County will treat confidentially medical
information relating to AIDS affected employees.
K. Trading Shifts.

Employees may not trade shifts or alter his/her prescribed working hours without first
coordinating with and obtaining prior approval from his/her immediate supervisor or supervisor.
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L. Moonlighting.

1. County employees are authorized to hold another job in addition to their County position
provided that the employee complies with the policy statements contained herein.

2. Employees will not engage in other employment which could lead to a conflict of interest
or impair the employee's work performance for the County.

3. Employees wishing to engage in a second job, on a not-to-interfere basis with their
County position, must obtain prior approval from their supervisor in writing.
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Personnel Management Policies
B-11.1 Internet and Email Acceptable Use Policy

County Board Approval: August 5, 2009, Amended November 4, 2009; Reviewed XX, 2021

Wexford County will provide Internet Access to those departments as approved by the Board of
Commissioners.

A. Providers.

The County will provide Internet access or other online service accounts for employees for
business purposes only. An employee or department may use a different, free state agency or
university account, provided usage conforms with the standards described herein.

B. Acceptable Use Standards.

It is expected that employees keep in mind access to online services is for public purposes, and
will use good judgement when seeking information on the Internet and sending electronic mail.
Acceptable uses for the Internet will include, but not limited to, the following:

1. Research Education: Communication with professional associations, other governments,
universities, business and/or individuals associated with facilitation of County business,
research and education efforts, as authorized by a department head.

2. General Public: Distribution of information to the general public, whereby such
information is made available under County guidelines and policies for the release of
information and under the Freedom of Information Act.

3. Incidental Communication: Incidental communication among County employees and
professional colleagues which facilitates work assignments and professional discussion in
a work-related field of knowledge. Communication with family and friends and other
non-business related communications should not be conducted on County time.

C. Unacceptable Use Standards.
Unacceptable uses for the Internet will include, but not limited to, the following:

1. Personal Use: Personal use not related to the conduct of work on behalf of Wexford
County or other organizations as set forth under “Acceptable Use Standards.”

2. Unlawful Access: Efforts to gain unlawful access to information or computer and
communications resources.

3. Malicious Code: Intentional introduction of, or experimentation with, malicious code
such as computer worms or viruses.

4. No County Affiliation: Illegal, fraudulent, or malicious activity; political activity;
religious purpose or activity on behalf of organizations or individuals having no
affiliation with the County.

5. Copyright/Patent Violations: Transmission of materials in violation of applicable
copyright laws or patents.

6. Work Interference: Sending of messages likely to result in the loss of recipients work or
systems, and any other types of use that could cause congestion of the network or
otherwise interfere with the work of others.

7. Obscene/Profane: Generating, knowingly or intentionally receiving, viewing, storing,
transmitting or other use of data or other matter which is abusive, profane or offensive to
a reasonable person.
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D. Costs.

Web Page: To ensure a uniform County Web presentation, development of a Web or home
page for personal or department purposes is not permitted on a County account, unless
authorized by the associated Elected Official or Department Head.

The County will financially support Internet or other online service accounts for employees,
provided standards are followed, under the following circumstances:

1.
2.

Budgeted: Funding must be available within a department’s adopted budget.

Departmental Regulations: Department Heads/Elected Officials will monitor all usage by
their employees and costs within their departments.

Efficient/Effective Use: Users have selected the Internet or another online service as the
most efficient and cost-effective tool in comparison with all other communications tools,
such as telephone, mail, e-mail or interoffice memos.

Additional Costs: No additional Internet account costs (e.g., upgrading browsers) may be
incurred by a user without coordination with the I'T Subcommittee.

E. Procedures.

1.

Access: Each user of Internet and/or online services shall obtain permission from the
County Board of Commissioners and shall be registered with the County Administrator
before any outside service is accessed.

Remote Access: An employee may access a County account from a remote location other
than the site designated for that account (e.g. telecommuting or checking e-mail while
away from the office on business) only with approval of the employee’s supervisor and
only for County business.

Signature Line: All users must establish a signature line at the bottom of every message
that prominently states: “This message has been prepared on resources owned by
Wexford County, MI. It is subject to the Internet and Online Services Use Policy and
Procedures of Wexford County.” The signature line also must include the users name,
department and telephone number.

Anti-virus Scans: Files from all outside sources must be scanned by the user who
introduced the file to the network, or by the user’s department, with anti-virus software,
BEFORE first use.

a. “Outside sources” can be defined as any file not originating from within the
network itself. Files downloaded from the Internet, physically brought in on a
floppy disk, CD-ROM, or USB thumb drive, are all examples of files that do not
originate from within the network.

To Scan a file, folder, or disk drive, simply “right-click” on the source (in the case of our
illustration, we are right-clicking on a CD-ROM Drive) and choose to Scan with AVG
(AVG is currently the antivirus product for the County, but similar options would be
available should the County later move to a different vendor.)
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6. Compliance Review: Violations of the Internet Policy and Procedures will be evaluated
on a case-by-case basis by the associated Elected Official or Department Head.
Valuations may result in disciplinary action, and may include referral of a case to the
appropriate authorities for civil or criminal prosecution in compliance with union
contracts or County policy. Resolution findings shall be brought to the IT Subcommittee
for further review or possible policy changes.

7. Administration may audit Internet or Online use, as needed, with the appropriate Elected
Official or Department Head approval.
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Personnel Management
B-12.1 Leave of Absence, General

County Board Approval: May 15, 1996; Amended XX, 2021
A General.

1.

3.2.

43.

54.

6:5.

76.

Leaves of absence can be taken for a number of reasons, several of which are outlined in
other sections of this Manual.

a. Paid leaves of absence and approval authority:

Leave Category Approval Authority

Vacation leave Department Head/Elected Official
Paid holidays Not applicable

Administrative leave Department Head/Elected Official
Paid personal leave Department Head/Elected Official
Sick leave Department Head/Elected Official
Jury duty leave Department Head/Elected Official
Family and medical leave Department Head/Elected Official
Disability leave Department Head/Elected Official
Bereavement leave Department Head/Elected Official

2.b. Unpaid leaves of absence (that is, County does not provide compensation) and

approval authority:

Leave Category Approval Authority

Military leave County Administrator

Worker's’ eCompensation leave County Administrator

Maternity leave Department Head/Elected Official
Educational leave County Administrator

Unpaid personal leave County Administrator

Leaves of absence are to be used for the purpose intended and an employee shall make
the intent of the leave of absence known when applying for the leave of absence.

Duplication or pyramiding of leave benefits or types of absence in association with leaves
of absence is not permitted except as outlined in specific sections of this Manual.

Employees shall not accept other employment while on a leave of absence except when
agreed to in advance with the Employer.

In general, leaves of absence are without pay unless specifically provided for by the
provisions of a collective bargaining agreement, by separate County policy or by a prior
agreement consonant with the original leave of absence request.

Under normal circumstances, there shall be no obligation on the part of the Employer to
provide work prior to the expiration of any leave of absence unless the employee gives
written notice to the Employer of his/her desire to return to work prior to the expiration of
the leave of absence. If proper notice is given and work is available, the employee may be
assigned to work no earlier than one week following the receipt of the notice by the
Employer, seniority permitting.

B. Guidelines.

1.

Employees who have been in County employ for at least one year may request a leave of
absence without pay for a period not to exceed one year.

Personnel Management
B-12.1 Leave of Absence, General 93

45



2. Except where covered by a separate procedure outlined in other sections of this manual,
employees desiring a leave of absence shall make the request via their supervisory chain
of command to the approval authority in writing at least 30 days prior to the requested
leave of absence start date. The following items should be included in this request at the

minimum:
a Reason for requesting the leave of absence.
b. Date of the last working day before the start of the leave of absence.
c. Expected date of return to work.
d. Address and telephone number while on leave of absence.
c. Additional information as appropriate.
3. Notification to the Board of Commissioners:
a. For leaves of absence for which the County Administrator it-is the approval

authority, on approval of the request for a leave of absence, immediate written
notification shall be provided to the standing Committees on Finance and Human
Resources and Safety as to the circumstances of the approved leave of absence.

b. If the leave of absence request is disapproved, the approval authority must
provide a detailed explanation of the circumstances and reason for denial of the
request to the standing Committees on Finance and Human Resources and Safety
(via the County Administrator) within 5 working days of the denial of the
request.

4. For leaves of absence in excess of 30 continuous days, at least 10 work days prior to the
scheduled date of return from the leave of absence the employee shall notify his/her
supervisory chain of command in writing of the intention to return to work and confirm
the intended date of return. If suitable work is not available in that Department, the
employee may be considered for other suitable employment within the County structure.

5. Based on recommendation of the employee's supervisory chain of command, the
approval authority may alter the length of the leave of absence of an employee if the
employee so requests.

6. Additionally, the approval authority may act on a leave of absence request that has not
been submitted within the time frame outlined in this manual when, in his/her judgement,
the circumstances of the situation prevented proper and timely submission of the request.

7. Employees who do not return to work by the expiration date of the leave of absence and
who do not have an approved leave of absence extension, or who accept other
employment while on leave of absence without prior agreement from the County, will be
considered to have terminated their employment with the County on their last working
day prior to the leave as set forth in the approved leave of absence request.

8. Upon returning to work from a leave of absence without pay, the employee shall have the
right to displace any employee with less time in service in the same classification in the
Department in which they worked at the time of commencement of the leave of absence
unless otherwise stated in the leave of absence approval.

9. Except where covered by a collective bargaining agreement:

a. Employees who take an approved leave of absence in excess of 30 days shall
have their seniority accrual frozen while on leave of absence effective on the first
day following the 30th day of the leave of absence:
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1)

2)

The service date (for longevity, seniority, and vacation accrual) will
move forward by an amount equal to the leave of absence minus 30 days.

The anniversary date (in consideration for longevity wage/salary
increases) will also be delayed by the length of the leave of absence
minus 30 days.

+0-b. _ There is no liability on the part of the Employer for insurance benefits for
employees who are on leaves of absence in excess of 30 days. Leaves of absence
of lengths greater than 30 days will require the employee to reimburse the
County to continue benefits during the leave of absence period except as follows:

1)

2)

If the employee is on workers' compensation leave, the Employer will
continue applicable insurance coverages for a period of 24 months, not
counting the month in which worker's compensation leave commenced.

If the employee is drawing sickness and accident insurance benefits, the
Employer agrees to continue applicable coverage for a period of 12
months, not counting the month in which the sickness and accident
insurance payments commenced.

+H-c.  Should the employee elect to drop insurance coverages provided by the County
during the leave of absence period, the employee will be subject to the
enrollment waiting period applicable to the particular insurance coverage when
the employee returns to work and reinstates applicable coverage(s).
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Personnel Management Policies
B-12.2 Temporary Light Duty

County Board Approval: May 15, 1996; Reviewed XX, 2021

A

General.

An employee who has been injured in the line of duty and appears to be eligible for workers’
compensation coverage may be placed on temporary light duty status if:

1.

The employee has a written physician's statement which indicates that the employee
is eligible for light duty and there is a favorable prognosis of returning to full duty
status in the near future, and:

There is a position, job, or duty available within the County organization for which the
individual has the ability to perform and which qualifies as light duty pursuant to the
employee's physician's statement.

Procedure.

1.

In the event that the provisions outlined above have been met, the Department Head or
Elected Official may then direct the employee to a light duty assignment within the
Department. At the time, the employee will be taken off workers’ compensation status
and will return to regular pay status on the County payroll.

Temporary light duty status will be initially granted for a maximum period of 90 days.
After the initial 90-day period (and also after any subsequent 90 day period) of temporary
light duty, the employee’s situation will be reviewed, primarily in light of the following
two factors:

a. Continuation of a favorable prognosis for return to full duty, based upon the
physician's updated examination and statement thereof; and

b. The continuation of availability of an appropriate position, job, or duty within the
department.

In the event that a subsequent medical evaluation indicates no possibility of future
assignment to full duty, or in the event that there is no longer a suitable temporary
position, job, or duty available for the employee, said employee may be required to return
to a worker's compensation status or be laid off from County employment.

In any event, a complete medical evaluation and physician’s summary statement will be

required prior to any employee:

a. Returning to full duty status after having been off duty or on light duty due to a
medical condition.

b. Returning to workers’ compensation status or being laid off after having been off
duty or on light duty due to a medical condition.
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Personnel Management Policies
B-12.3 Service with Another Jurisdiction

County Board Approval: May 15, 1996; Reviewed XX, 2021
A General.

Service of an inter-governmental nature by a County employee with another jurisdiction may be
authorized under unusual or emergency circumstances with or without pay when it is in the best
interest of the County.

B. Procedure.

1. When service within another jurisdiction is required, either under routine or emergency
conditions, the cognizant Department Head or Elected Official will immediately notify
the County Administrator.

2. Authority.

a. Under emergency circumstances, the County Administrator is authorized to
approve employee service with another jurisdiction for periods of up to 2 weeks
with or without pay.

b. Under normal circumstances (including extension of emergency service beyond
two weeks), approval authority for service with another jurisdiction rests with the
standing Human Resources and Safety Committee. Decisions made in this area
by this Committee must also delineate pay status (with or without).
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Personnel Management Policies
B-12.4 Paid Absence from the Workplace
County Board Approval: May 15, 1996; Amendments February 7, 2001; December 5, 2002; March 17,

2004; May 6, 2009; November 7, 2012; January 6, 2016; February 3, 2016; April 6, 2016; September 7,
2016; Effective March 29, 2019; Amended XX, 2021

A Vacation Leave.
1. Administrative information:
a. Pay status: paid leave.
b. Approval authority: Department Head or Elected Official.
2. Full-time employees who worked during the period establishing their vacation eligibility

as set forth below shall accrue vacation on a bi-weekly work period in accordance with
the following schedule.

Vacation shall be credited to each eligible employee at the end of the bi-weekly work
period in which 75 hours (or 80 hours depending on the requirements of the position) of
paid service is completed as listed below. When paid service does not total 75 (or 80)
hours in a biweekly work period the employee shall be credited with a pro-rated amount
of vacation for that work period based on the number of hours in pay status divided by 75
(or 80) hours multiplied by the applicable accrual rate.

Per Pay
Seniority Required Period Time Off
1 year 3.0769 hours
5 years 4.6153 hours
12 years 6.1536 hours
20 years 7.692 hours

Vacation shall be available for use only in biweekly periods subsequent to the biweekly
work period in which it is earned.

3. Regular part-time employees are eligible for vacation leave and will accrue vacation at
the above rates when their accumulated work hours reach the equivalent of the seniority
levels noted above.

4. In order to be eligible for vacation benefits, employees must have worked for the County
a minimum of 1950 hours (if a 75 work period) or 2080 hours (if the employee works in
an 80 work period position). This applies to both full time and part time employees.
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5. Maximum Accrual

Employees may accumulate vacation leave only up to the maximum accumulation limits
provided below:

Time in Service Maximum Maximum
Seniority Required Accumulation Limit Pay Out Limit
0 to 25 or more years 250 hours 200 hours
4-6. Upon termination of employment, the employee may be entitled to compensation for any

accrued but unused vacation time (at their normal hourly or daily rate) in any of the
following circumstances:

a. If the employee retires in accordance with the retirement plan currently in effect.

If the employee resigns from employment and a minimum of two weeks advance
notice is given.

c. If the employee is laid off and requests payment of accrued vacation pay in
writing.

d. If the employee’'s position is eliminated as a result of staff reorganization, budget
cuts or for some other reason not the fault of or caused by the employee.

c. Note: Employees terminating within the first 6 months of employment (normally
the probation period) will not be eligible for payment for any accrued vacation
time.

6:1. Vacation leave scheduling shall be the result of coordination between the employee and
the employee's supervisory chain of command.

78. Vacation leave shall be considered mandatory.
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B. Paid Holidays.

1. Administrative information:
a. Pay status: paid leave.
b. Approval authority: not applicable.
2. The County Administrative Offices and Courts will be closed on the following holidays

(note: this listing conforms as closely as possible to the recognized holiday listing that is
promulgated by the State Court Administrator's Office.)

a. New Years Day (January).
b. Martin Luther King Day (January).
c. Presidents’* Day (February).
d. Good Friday (March or April, afternoon off only, from 12:00 PM onward).
e. Memorial Day (May).
f. Independence Day (July).
g. Labor Day (September).
h. Veteran's Day (November).
i Thanksgiving Day (November).
j- Friday after Thanksgiving Day (November).
k. Christmas Eve Day (December).
L. Christmas Day (December).
m. New Year's Eve Day (December).
3. Whenever a holiday falls on:
a. Saturday, the preceding Friday shall be considered the holiday for paid time off
purposes.
b. Sunday, the following Monday shall be considered the holiday for paid time off
purposes.
4, Procedures:
a. The County Administrator, Union representatives, and representatives from each
of the three3 Courts will review the coming year's holiday schedule annually in
November to:
1) Ensure that there is agreement and conformity on the next year's holiday
schedule in all County Departments, and to:
2) Determine if adjustments to the holiday schedule are warranted or
desired. If adjustments are required, a proposal will be forwarded to the
Board of Commissioners (via the appropriate Committee) for approval).
5. In the event that changes to the holiday schedule are required or desired, consensus

agreement must be obtained between the County Administrator, each of the three Courts
and the Union representatives and then sent to the Board of Commissioners for final
approval.
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A minimum of five calendar days prior to the closure of County offices due to holiday,
the County Administrator shall post closure signs on the doors of each entryway to advise
the general public of the holiday closure status.

If a holiday falls during a period when an employee is on authorized vacation leave, the
holiday shall be counted as a holiday and not counted as leave and not deducted from the
employee's accrued leave bank.

C. Administrative Leave.

1.

Administrative information.
a. Pay status: paid leave.
b. Approval authority: Department Head/Elected Official.

There may be times when an employee'’s absence from the work place has been
authorized by cognizant authority but does not logically fit into any of the paid absence
categories outlined in this section. An example of this is the time that an employee is
absent from the work place due to early closure or late opening of County offices because
of heavy weather (described elsewhere in this manual).

In these instances, the cognizant Department Head or Elected Official shall cause the
hours accounting (on the twice monthly time sheet) to reflect the designated number of
hours of administrative leave as a separate category in hours accounting.

D. Paid Personal Leave.

1.

2.

Administrative information:
a. Pay status: paid leave.
b. Approval authority: Department Head or Elected Official.

All regular full-time non-probationary employees of the County shall be allowed 3
personal days as paid leave of absence per calendar year. A personal day shall be
considered the equivalent of a full work day based on the employee'’s prescribed daily
work period.

An emplovee who successfully complete their probationary period will be awarded a

3.4,

4:5.

prorated amount of paid personal leave.

2. Probationary periods are defined in collective bargaining agreements and in
Policy B-9.0 Job VVacancies, Section H. Probationary period.

Personal days may be used only as requested and coordinated at least 7 days in advance
of the date desired (whenever possible) with the cognizant Department Head or Elected
Official. The Employer shall make every effort to notify the employee whether the
request is granted within 3 days following submission of the request. A request for a
personal day may be denied if the absence of the employee would unreasonably interfere
with or have an adverse impact on the ability of the Employer to provide required
services.

Personal days are not cumulative from year to year and unused personal days will not be
compensated for at the termination of employment as is the case with accrued vacation
leave.

E. Medical Leave.

1.

Administrative information: Changes effective March 29, 2019 and such changes
supersede any prior policy or past practice:
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a.

2Zb.

3-c.

Full-time employees and regular part-time employees who work 25 hours or
more per week.

Pay status: paid leave
Approval authority: Department Head/Elected Official

4.2, General.

a.

5:b.

6-C.

Fd.
In the case of a work incapacitating injury or illness for which an employee is

9-f.

Employees who accrue medical leave are eligible to use accrued medical leave,
provided that the employee notifies his/her cognizant supervisory chain of
command as soon as possible, but in no case later than the morning of the work
day for which the employee will be absent. If the absence extends beyond a
single work day, it is expected that the Employer will be kept informed by the
employee as to his/her condition and anticipated dated of return to work.

A verification statement by a physician may be required by the supervisory chain
of command at any time. This statement should contain the cause(s) of the
sickness or disability and its expected duration.

In the event that an employee’s need for medical leave extends longer than the
employee’s accumulated medical leave credits, the employee shall be placed on
medical leave without pay effective the date that the accumulated medical leave
credits are exhausted or cease being used by the employee. This period will
continue until such time as the need for medical leave ceases or disability
payments (under the Employer's disability insurance program) are also
exhausted.

Upon return from medical leave, an employee must be given his/her previous job.

eligible for benefits under the Employer's sickness and accident insurance portion
of the Employer's workers' compensation program, medical leave credits may be
utilized, at the employee's request, to equalize the difference between the
employee's normal bi- weekly after-tax earnings and the disability or
compensation payment.

For the purposes of medical leave, “family member” includes all of the
following:

1) A biological, adopted, or foster child, stepchild or legal ward, or a child
to whom the eligible employee stands in loco parentis.

2) A biological parent, foster parent, stepparent, or adoptive parent or a
legal guardian of an eligible employee or an eligible employee’s spouse
or an individual who stood in loco parentis when the eligible employee
was a minor child.

3) An individual to whom the eligible employee is legally married under the
laws of any state.

4) A grandparent.
5) A grandchild.
6) A biological, foster, or adopted sibling.

146-3.  Absence from work under the Family Medical Leave Act (FMLA) of 1993 is discussed in
a separate section below.
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11-4. Medical leave accrual:

2 Regular full-time employees will accrue medical leave at a rate of 0.0369 hours
of medical leave to 1 hour of paid time, which is approximately 6 hours per month.

13- Regular part-time employees working 25 hours per week or more will accrue
medical leave at a rate of 0.0286 hours of medical leave to 1 hour of paid time.

14.5.  Medical leave utilization.

a. An employer shall allow an eligible employee to use accrued medical leave for
any of the following:

1) The eligible employee’s mental or physical illness, injury, or health
condition; medical diagnosis, care, or treatment of the eligible
employee’s mental or physical illness, injury, or health condition; or
preventative medical care for the eligible employee.

2) The eligible employee’s family member’s mental or physical illness,
injury, or health condition; medical diagnosis, care, or treatment of the
eligible employee’s family member’s mental or physical illness, injury,
or health condition; or preventative medical care for a family member of
the eligible employee.

3) If the eligible employee or the eligible employee’s family member is a
victim of domestic violence or sexual assault, the medical care or
psychological or other counseling for physical or psychological injury or
disability; to obtain services from a victim services organization; to
relocate due to domestic violence or sexual assault; to obtain legal
services; or to participate in any civil or criminal proceedings related to
or resulting from the domestic violence or sexual assault.

4) For closure of the eligible employee’s primary workplace by order of a
public official due to a public health emergency; for an eligible
employee’s need to care for a child whose school or place of care has
been closed by order of a public official due to a public health
emergency; or if it has been determined by the health authorities having
jurisdiction or by a health care provider that the eligible employee’s or
eligible employee’s family member’s presence in the community would
jeopardize the health of others because of the eligible employee’s or
family member’s exposure to a communicable disease, whether or not
the eligible employee or family member has actually contracted the
communicable disease.

+5:b.  Employees shall furnish satisfactory evidence of illness or injury when the illness
or injury is expected to exceed 3 working days. The employee's supervisor, at his
or her discretion, may require such evidence of illness or injury for periods of

less than 3 working days.
+6-c.  Medical leave may be used upon accrual.

17.6.  Unused medical leave:

1+8.a.  Except as set forth below, paid medical leave shall not accumulate from
December 1st of any year to December 1st of any other year or be “carried over”
in any manner and will have no monetary value upon separation from

employment with the employer for whatever reason.
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19.a.  Full-time employees may carry over a total of 12 unused medical leave days

from year-to-year. Part-time employees may carry over a total of 40 unused
medical leave hours from year to year.

20:b. _ For full-time employees, at the end of each calendar year, up to five days of
accrued but unused medical leave that is in excess of 12 days shall be multiplied
by the employee’s straight time rate of pay as of November 30th of that year and
that amount shall be paid to the employee. Any unused medical leave days above
the five-day maximum shall not be compensated and shall be deemed forfeit. For
regular part-time employees working 25 hours or more per week, there shall be

no amounts paid to employees for unused medical leave.

2+-c.  Employees whose employment status with the County is severed forfeit all
accrued medical leave benefits.

22.d. In cases of work incapacitating illness or injury for which an employee is eligible
for work disability payments under the Workers’ Compensation Law of the State
of Michigan, accrued medical leave may be utilized to maintain the difference
between the employee’s net regular salary or wage. Upon exhaustion of his or her
medical leave bank, the employee shall draw only those benefits which are
allowable under the Workers” Compensation Law of the State of Michigan, if
any. The Employer will pay the first 14 days without charge to medical leave, to

be reimbursed if later paid by workers’ compensation.

F. Jury Duty Leave.

1.

Administrative information:
a. Pay status: paid leave.
b. Approval authority: Department Head/Elected Official.

Employees selected for jury duty or who are summoned as a witness in a court
proceeding shall be given a leave of absence for this period.

Employees shall be paid the difference between any jury duty or witness compensation
they receive from the Court and the straight time pay they would have-otherwise have
earned (exclusive of all premiums) for the time spent on jury duty or as a witness.

In order to receive pay for time spent on jury duty or as a witness, an employee must:

a. Give the Employer advance notice of the time he/she is to report for jury duty or
as a witness.

b. Give satisfactory evidence that he/she served as a juror or witness at the
summons of the Court on the day or days that he/she claims for such pay.

c. Return to work promptly after being excused as a juror or witness.

G. Family and Medical Leave.

In order to assure consistency in the application of the Federal Family and Medical Leave Act
(FMLA) and coordinate same with existing labor contracts, it is the policy of Wexford County to
designate all leaves of absence, paid or unpaid, which meet the eligibility requirements of the
Family and Medical Leave Act, toward employees’ allotment under the Family and Medical
Leave Act.

The 12-week allotment granted through the Family and Medical Leave Act is computed on a
rolling basis for the 12-month period preceding the leave and not on a calendar basis.

1.

Administrative information.
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a. Pay status: paid leave, see below for additional information.

b. Approval authority: Department Head/Elected Official

2. General. Employees who have been employed for at least 12 months are eligible for
leaves of absence for family and medical reasons under the terms and conditions set forth
below and as those terms and conditions are supplemented and explained by the Family
and Medical Leave Act of 1993 (FMLA) and the regulations promulgated under that Act,
provided that they were employed for at least 1,250 hours of service during the 12-month
period immediately preceding the commencement of the requested leave:

a. Qualifying reasons for leave. An eligible employee is entitled to a total of 12
workweeks of leave during a "rolling" 12-month period measured backward from
the date an employee uses any for any one, or more of the following reasons:

1)
2)

3)
4)

5)

The birth of a son or daughter and to care for a newborn child.

The placement with an employee of a son or a daughter for adoption or
foster care.

To care for the employee's spouse, son, daughter or parent with a serious
health condition.

Because of a serious health condition that makes the employee unable to
perform the functions of functions of his/her job.

Service member

3:b.  Explanation. For purposes of definition, the term "serious health condition"

means:
1)

2)

3)

4)

An illness, injury, impairment or physical or mental condition that
involves any period of incapacity or treatment in connection with or
consequent to inpatient care (i.e., an overnight stay) in a hospital, hospice
or residential medical care facility.

Any period of incapacity requiring absence from work, school or other
regular daily activities of more than 3 calendar days that also involves
continuing treatment by (or under the supervision of) a health care
provider.

Continuing treatment by (or under the supervision of) a health care
provider for a chronic or long-term health condition that is incurable or
so serious that, if not treated, would likely result in a period of incapacity
of more than 3 calendar days.

Prenatal care.

4. Explanation. For purposes of definition, the term "Service member" means:

1)

Personnel Management Policies

The federal Family and Medical Leave Act (FMLA) now entitles eligible
employees to take leave for a covered family member’s service in the
Armed Forces (“Service member FMLA”). Except as mentioned below,
an employee’s rights and obligations to Service member FMLA Leave
are governed by the County’s existing FMLA policy.

a) Service member FMLA provides eligible employees unpaid
leave for any one, or for a combination, of the following reasons:
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1) A “qualifying exigency” arising out of a
covered family member’s active duty or
call to active duty in the Armed Forces
in support of a contingency plan; and/or

2.) To care for a covered family member
who has incurred an injury or illness in
the line of duty while on active duty in
the Armed Forces provided that such
injury or illness may render the family
member medically unfit to perform
duties of the member’s office, grade,
rank or rating.

b) Duration of Service member FMLA

331.) When Leave Is Due To A “Qualifying Exigency”: An
eligible employee may take up to 12 workweeks of leave
during any rolling 12-month period.

492.) When Leave Is To Care for an Injured or IlI
Service Member: An eligible employee may take up to
26 workweeks of leave during a single rolling 12- month
period to care for the service member. Leave to care for
an injured or ill service member, when combined with
other FMLA-qualifying leave, may not exceed 26 weeks
in a single rolling 12-month period.

C) Service member FMLA runs concurrent with other leave
entitlements provided under federal, state and local law.

21.) Except as provided for to care for an injured/ill
Service member, an eligible employee is entitled to a
total of 12 work weeks of leave during a rolling 12-
month period measured backward from the date an
employee uses any leave.

5. Request for leave.

1)

2)

Personnel Management Policies

Employees desiring leaves of absence under this section shall provide
written notice to the Employer setting forth the reasons for the requested
leave, the anticipated start date of the leave and its anticipated duration.
Requests for leave under this section will be routed to the employee's
Department Head or Elected Official via the employee's supervisory
chain of command.

Foreseeable leaves. An employee must provide at least 30 days advance
notice before the leave is to begin if the need for the leave is foreseeable
based on an expected birth, placement for adoption or foster care, or for
planned medical treatment for a serious health condition of the employee
or family member. If 30 days is not practicable (such as because of a lack
of knowledge of exactly when the leave will be required or due to
changes in circumstances), notice must be given as soon as possible.
Employees are expected to consult with the Employer prior to the
scheduling of planned medical treatment in order to work out said
treatment schedule which best suits the needs of both the employee and
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the Employer. The Employer may, for justifiable cause, require the
employee to reschedule treatment, subject to the approval of the health
care provider and the ability to reschedule the treatment. In the event that
an employee fails to give the required notice with no reasonable excuse
for the delay, the Employer may delay the commencement of the leave
until at least 30 days after the date that the employee gives notice of the
need for leave.

3) Unforeseeable leaves: When the need for leave or its approximate timing
is not foreseeable, an employee shall give notice to the Employer as soon
as practicable under the facts and circumstances of his/her particular
case. In the case of a medical emergency (such as a motor vehicle
accident), written advance notice is not required.

4) Notice: Employees shall provide notice to the Employer either in person,
by telephone or by fax. Notice may be given by an employee's
representative if the employee is unable to do so himself or herself. In the
case of unforeseeable leaves, the employee is expected to provide more
information when it can be readily accomplished in a practical manner,
taking into consideration the exigencies of the situation.

6-c. Medical certification.

1) A request for leave to care for the employee's family member with a
serious health condition or due to the employee's own serious health
condition that makes the employee unable to perform the functions of
his/her position, must be supported by a certification issued by the health
care provider of the employee or the employee’s family member. This
certification should be provided to the Employer within 15 calendar days
of the request for leave unless it is not practical to do so despite the
employee's diligent and good faith efforts. An employee who fails to
provide this required certification may be denied the commencement of
leave until certification is provided.

2) If the Employer has reason to doubt the validity of a medical
certification, the employee may be required to obtain a second opinion at
the Employer's expense from a health care provider of the Employer's
choice, provided that the health care provider is not employed or cannot
be employed on regular basis by the Employer. If the opinions of both
the employee's and the Employer's designated health care providers
differ, the Employer (at the Employer's expense) may require the opinion
of a third health care provider designated jointly by the employee and
Employer. Both parties must act in good faith in the selection of this
third health care provider as this third opinion shall be final and binding
on both the employee and the Employer.

3) The Employer may request recertification at any reasonable interval, but
not more than once every 30 calendar days, unless:

a) The employee requests an extension of leave.

b) Circumstances described in the original certification have
changed significantly (i.e., the duration or nature of the illness,
medical complications, etc.).
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4)

5)

C) The Employer receives information that casts doubt on the
continuing validity of the last certification in the case.

The Employer may also require recertification of the employee's or
family member's serious health condition when the Employer is
prevented from recovering the Employer's share of health benefit
premium payments made on the employee's behalf during a period of
unpaid leave because the employee is unable to return to work after leave
due to the continuation, reoccurrence or onset of a serious health
condition.

Employees whose leave was occasioned by a serious health condition
that made the employee unable to perform their job are required to obtain
and present certification from the health care provider that they are fit for
duty and able to return to their work. This certification must be provided
at the time the employee seeks reinstatement at the end of leave, and the
Employer may deny restoration to full duty until satisfactory certification
is provided.

7. Length of leave:

1)

2)

3)

4)

5)

6)

7)

Personnel Management Policies

An employee is eligible for up to 12 workweeks of leave each year. As
described above, this year is based upon a "rolling” 12-month period
measured backward from the date an employee uses any leave under this
section. These 12 workweeks of leave may be taken in one continuous
period. "Intermittently" or on a "reduced leave schedule" under certain
circumstances.

“Intermittent” leave is leave taken in separate blocks of time due to a
single illness or injury, rather than for one continuous period of time, and
may include leave of periods of an hour or more to several weeks.

A "reduced leave schedule" is a leave schedule that reduces the number
of working hours per workweek or hours per workday.

Leave taken because of a birth or placement of a child for adoption or
foster care may only be taken intermittently or on a reduced leave
schedule with the prior written approval of the Employer.

Leave taken to care for a sick family member or for an employee's own
serious health condition may be taken intermittently or on a reduced
leave schedule when medically necessary.

For intermittent leave or a reduced leave schedule, there must be a
medical need for leave (as distinguished from voluntary treatments and
procedures) and it must be that such medical need can be best
accommaodated through intermittent leave or a reduced leave schedule.
Employees who require intermittent leave or a reduced leave schedule
must attempt to schedule these leave periods so as to minimize the
impact on the Employer's operations.

A foreseeable request for intermittent leave or for a reduced leave
schedule may result in the Employer requiring the employee to transfer
temporarily to an available alternative position for which the employee is
qualified and which better accommodates the recurring periods of leave
than does the employee's regular position. This alternative position must
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have equivalent pay and benefits. The Employer may also transfer the
employee to a part-time position with the same rate of pay and benefits,
provided the employee is not required to take more leave than is
medically necessary. The Employer may not eliminate benefits to which
the employee is entitled to and which otherwise would not normally be
provided to an employee in this part-time position, however, the
Employer may proportionately reduce earned benefits where such
reduction is normally made for part-time employees.

If an employee takes leave on an intermittent or reduced leave schedule
basis, only the amount of leave actually taken is counted toward the
maximum of 12 weeks of leave. Where an employee normally works a
part-time schedule or variable hours, the amount of leave is determined
on a pro-rata or proportional basis by comparing the new schedule with
the employee's normal schedule. If an employee's schedule varies from
week to week, a weekly average of the hours worked over the 12 weeks
prior to the beginning of the leave period is used for calculating the
employee's normal workweek.

&g.  Pay status while on leave: Employee's on leave of absence under this section
shall be paid in accordance with the following:

In instances where the leave is needed due to the employee's own serious
health condition, the leave shall be with pay as long as the employee has
available accrued leave days. These paid leave days shall by applied in
the following order:

a) Paid sick leave.
b) Paid personal leave.
C) Paid vacation.

In instances where the leave is needed for reasons other than the
employee's own serious health condition, the leave shall be with pay as
long as the employee has available accrued paid leave days. These paid
leave days shall be applied in the following order:

a) Paid personal leave.
b) Paid vacation.

As a condition of the leave, employees must utilize available paid leave
in the order set forth above and cannot elect to have unpaid leave in order
to retain paid leave for use at other times. Upon the exhaustion of
accrued paid leave days, the remainder of the leave shall be without pay.

Benefit status while on leave.

Personnel Management Policies

While on leave, an employee's coverage under any group health plan
shall be continued on the same conditions as coverage would have been
provided if the employee had been continuously employed during the
entire leave period.

An employee may choose not to retain health coverage while on leave
and upon return from the leave is entitled to reinstatement of the group
health plan coverage without any qualifying period, physical
examination or exclusion of pre-existing conditions.
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3) Except as required by the Consolidated Omnibus Budget Reconciliation
Act of 1986 (COBRA), the Employer's obligation to maintain health
benefits ceases when an employee informs the Employer of his/her intent
not to return from leave (including at the start of the leave if the
Employer is so informed on or before the starting date of the leave), the
employee fails to return from leave and thereby terminates employment
or the employee exhausts his/her leave entitlement.

4) The Employer may recover its share of health plan premiums paid during
a period of unpaid leave from an employee if the employee fails to
return to work after the employee's leave entitlement has been exhausted
or expires, unless the reason that the employee does not return is due to:

a) The continuation, recurrence or onset of a serious health
condition which would entitle the employee to leave under this
section, unless the Employer requests medical certification and
the employee does not provide such certification in a timely
manner (within 30 days); or:

b) Other circumstances beyond the employee’s control.

5) The Employer's right to recover its share of health premiums paid during
periods of unpaid leave extends to the entire period of unpaid leave taken
by the employee.

When an employee fails to return to work, except for the reasons stated
above, health premiums paid by the Employer during a period of leave
are a debt owed by the non-returning employee to the Employer. In the
circumstances where recovery is allowed, the Employer may recover its
share of health insurance premiums through deduction from any sums
due to the employee (i.e., unpaid wages, vacation pay, profit sharing,
etc.). Alternatively, the Employer may initiate legal action against the
employee to recover its share of health insurance premiums.

10-i. __ Rights upon return to work. On return from leave, an employee shall be returned
to the same position that he/she held when leave commenced or to an equivalent
position with equivalent benefits, pay and other terms and conditions of
employment, unless the employee is no longer qualified for the position because
of their physical or mental condition or the failure to maintain a necessary license

or certification.

H. Disability L eave.

1.

3.2.

Administrative information:
a. Pay status: paid leave, see below for additional information.
2:b.  Approval authority: Department Head/Elected Official.

After completion of the 12 week family and medical leave granted because of a serious
health condition that caused the employee to be unable to perform the functions of his/her
job, a supplemental disability leave of absence may be granted to employees who are
unable to continue to work for the Employer because of a non-work related injury, illness,
pregnancy or other disability, subject to the right of the Employer to require a physician's
certification establishing (to the Employer's satisfaction) that the employee is indeed
incapacitated from the safe performance of work due to illness, injury or other disability.

Personnel Management Policies
B-12.4 Paid Absence from the Workplace 110

62



4-3.

5.4,

6:5.

6.

& 1.

9:8.

During a disability leave, an employee shall receive paid sick leave if available from a
collective bargaining agreement or from County policy. Paid sick leave and accident
insurance payments will be granted if allowed under the appropriate collective bargaining
agreement or County policy.

Disability leave will continue for the period of the employee's disability provided,
however, that the duration of disability leave does not exceed 24 consecutive months or
the length of the employee's seniority, whichever is lesser. The employer may request, at
any time as a condition of continuance of disability leave, proof of the employee's
continuing disability.

In situations where the employee's physical or mental condition reasonably raises a
question as to the employee's capacity to perform the job, the Employer may require
medical examination by a physician selected by the Employer at the Employer's cost,
and, if appropriate, require the employee to take leave of absence under this policy.

Employees are required to notify the Employer of any condition which will require a
leave of absence under this policy together with the anticipated date for commencement
of the leave. This notice should be given as soon as the employee is first aware of the
condition and should be processed via the employee's supervisory chain of command to
the County Administrator for final approval.

Employees who have requested leave under this policy shall present a physician's
certification of the need for this leave of absence, and, if applicable, the ability to remain
at work until the commencement of disability leave.

Employees returning to work from disability leave must present a physician's certificate
establishing to the Employer's satisfaction that the employee is able to perform his/her
job.

l. Bereavement Leave.

1.

Administrative information:
a. Pay status: paid leave, see below for additional information.
b. Approval authority: Department Head/Elected Official.

Full-time employees shall be granted a leave of absence with pay for up to 3 days when a
death occurs in the immediate family.

For the purposes of this section, the term "immediate family" is defined as the employee's
spouse, children, mother, father, sister, brother, grandparents, grandchildren, stepchildren,
stepmother, stepfather, father-in-law, mother-in-law, sister-in-law, brother-in-law, spouse's
grandparents, and the spouse(s) of the employee's children.

Bereavement leave will be requested and coordinated by the employee with his/her
supervisor sufficiently in advance so as to allow the employee to make travel plans (if
required) and to allow the Employer to make adequate adjustments to departmental
operations.

If the funeral is scheduled for a location outside of the State of Michigan and more time
is required, the employee has the option of using other accrued leave days or taking an
additional two days bereavement leave under this section. Such additional days of
bereavement leave will be without pay.

Under normal circumstances, bereavement leave is to be taken on consecutive days,
however, in instances where the burial date is different from the funeral date,
bereavement leave days may be split to allow attendance at both ceremonies. When leave
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dates are split under this section, the employee must coordinate with his/her supervisory
chain of command.
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Attachment (1) - Wexford County Leave Request Form

Name Date
\
Department
Date(s) Requested Hours (if applicable) Type of leave:
Annual, Personal, Sick
1. Please indicate if the time taken is annual, personal or sick time.
2. Forward to Department Head or Administrator.
3. You will be notified as soon as possible of the status of your request
4. A signed copy of this form will be returned to you for your files.

Approved Yes 0 No U

Explanation, if any
(to be used by employee and/or supervisor)

Department Head or Administrator Date

Attachment (1) - Wexford County Leave Request Form
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Personnel Management Policies
B-12.5 Unpaid Absence from the Workplace

County Board Approval: May 15, 1996; Reviewed XX, 2021

A

Military Leave.

1.

Administrative information:
a. Pay status: unpaid leave.
b. Approval authority: County Administrator.

Any employee who enters active service of the Armed Forces of the United States,
National Guard or Reserve Forces shall receive a leave of absence without pay for the
period of such duty.

An employee returning from military service shall be re-employed in accordance with the
applicable Federal and State statutes as longs as the employee’s application for re-
employment is made within 90 days of the date of the employee's discharge from active
duty. The returning employee shall be entitled to the benefits of his/her position provided
that the employee satisfies the appropriate eligibility requirements.

Application for military leave should be made as soon as possible after the employee
learns of his/her active duty commencement date and in any event, not less than two
weeks prior to the employee’s scheduled departure date.

Worker’s Compensation Leave.

1.

Administrative information:

a. Pay status: unpaid leave (Note: this is from the from the Employer’s perspective;
the employee will receive money from the workers' compensation fund).

Approval authority: County Administrator.

Worker’s compensation leave may be granted to an employee, without charge to the
employee's leave banks, to regular full-time and regular part-time employees who suffer
on the job injuries and who must, as determined by medical authority, miss time from
work.

Worker’s compensation leave is without pay (from the Employer) and is a leave category
to be used to cover the time that an employee is receiving worker's compensation
payments.

Maternity Leave.

1.

Leaves of absence for reasons of childbirth shall be treated as outlined under the sections
of this manual that pertain to sick leave and family/medical leave.

Educational Leave.

1.

Administrative information:
a. Pay status: unpaid leave.
b. Approval authority: County Administrator.

Leaves of absence for the purposes of educational advancement should be specifically
focused on enhancement of job performance.

Leaves in this category will normally be without pay and will not normally exceed 6
months in length.
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E. Unpaid Personal Leave.

1. Administrative information:
a. Pay status: unpaid leave.
b. Approval authority: County Administrator.

2. This category of leave is to be used by employees who require a leave of absence but the
reasons for which do not fit into any other category of leave of absence as outlined in this
manual.
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Personnel Management Policies
B-13.0 Employee Recognition

County Board Approval: September 18, 1996; Amended November 17, 1999, December 5, 2012;
Amended XX, 2021

A. General.

It is the policy of the Wexford County Board of Commissioners that employees be recognized for
their significant achievements and contributions to County operations and for their outstanding
performance.

B. Recognition.
Employees will be recognized for longevity at-the-Commissioner’s Day-meetingby the Board of

Commissioners. There are several categories of employee recognition as outlined below:

3. Longevity.
a. General.
1) “Years of service” is defined as continuous service in the employ of

Wexford County.

2) Longevity awards will be processed by the office of the County
Administrator via the standing Human Resources and Safety Committee
for presentation at regular Board meetings on an as occurring basis.

3) All regular full-time and regular part-time employees are eligible for
awards in recognition of longevity.

4, Employees will receive a Certificate of Service in recognition of longevity at 10, 15, 20,
25, 30 and 35 years of service.
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Personnel Management
B-14.1 Fringe Benefits, General

County Board Approval: July 17, 1996; Amended XX, 2021
A Collective Bargaining Agreement.

Where a conflict exists between this policy and a collective bargaining agreement, the collective
bargaining agreement will hold precedence.

B. Fringe Benefits Covered by this Policy.
1. Paid leave time.
a. Vacation leave.

2.b. _Paid holidays.

3. Administrative leave.

4.d.  Paid personal leave.

5-e. Sick-Medical leave.
6-f. Jury duty leave.

Z.g.  Family and medical leave.
&h. Disability leave.

i.  Bereavement leave.
9. Donated leave.
16:2.  Unpaid leave time.
a. Military leave.
+b.  Workers:” compensation leave.

12.c.  Maternity leave.

13.d. Educational leave.

+4-e.  Unpaid personal leave.

1+5-f.  Health and dental coverage.

+6-g.  Life insurance coverage.
1+7%h. _Longevity pay.

1+&i.  Retirement plan.

19:.  Social Security.
C. Eligibility.
1. Regular full-time employees: All full-time employees are eligible for all fringe benefits

outlined in paragraph 2-bB above or as provided for in their respective collective
bargaining agreement.

2. Regular part-time employees:Al-part-time-employees are eligible_for fringe benefits
outlined in paragraphs B.2.a, B.2.B., and B.2.7 2:b-(1;2b2)and 2-b(7) above on an

annualized pro-rated basis. Part time employees may be eligible for B.1.e Medical Leave;
please see details in B-12.4 Paid Absence from the Workplace, Section E. Medical Leave.
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3. Irregular part-time employees: Are not eligible for any fringe benefits except for B.2.].

2.b-(75-above.
4. Temporary employees: Are not normally eligible for any fringe benefits under this policy
except as negotiated as a condition of employment and except for B.2.j. 2-b(7)-above.
5. Grant employees: Are normally eligible for fringe benefits commensurate with full- or
part-time employees depending on the number of hours worked.
6. On-call employees: Fringe benefits include only social security and workers
compensation.
D. Benefit Levels.
As outlined in this Manual:
1. B-5.0: Definition of Eemployment Tterms / Ceategories.
2. B-7.0: Employee Sseniority.
3. B-8.0: Salary and wWage sStructure.
4, B-12.40: Paid Absence from the wWorkplace.
E. Benefit Accrual.

Any fringe benefit earned by an employee will be accrued in such a manner as prescribed in this
Manual or by the pertinent collective bargaining agreement:

1. Transfer or promotion: Accrued benefits will not be lost when an employee is transferred
or promoted inter- or intra-departmentally regardless of whether the change is between
two separate collective bargaining agreements provided that accrued fringe benefits
continue to be used by the employee in consonance with the guidelines of this Manual
and/or the appropriate collective bargaining agreement.

2. Status change: Accrued fringe benefits will not be lost when an employee's status changes
from part- to full-time or vice-versa. Sick time is calculated differently for full- and part-

time employs and a conversion factor will be applied by the-General-AccountingClerk’s
Office in this area.

3. Use of benefits: Accrued fringe benefits are to be used by an employee in a timely
manner as prescribed in this Manual and/or in the appropriate collective bargaining
agreement.
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Personnel Management

B-14.2 Longevity Pay

County Board Approval: July 17, 1996; Amended April 2, 2008; May 1, 2013; Reviewed XX, 2021
A General.

1.

Longevity pay is a fringe benefit based on an employee’'s continuous length of service
with the County.

Eligibility is based on full years of service as of October 1st in any given year.

3. The Clerk, Register of Deeds, Treasurer, Prosecutor, and Sheriff will receive longevity
benefits as of February 20, 2008. All other elected officials are not eligible to receive this
benefit.

4. This benefit does not apply to employees hired after May 1, 2013.

B. Procedure.

1. All regular full-time employees who are employed as of October 1st each year who have
completed five (5) years of continuous full-time employment with the County shall
receive longevity pay calculated on the basis of thirty dollars ($30.00) for each full year
of continuous service.

2. The maximum longevity sum to be paid to any employee in a single year is six hundred
dollars ($600).

3. Employees who are on leave of absence or layoff, including a suspension for disciplinary

reasons, will retain all service time earned prior to the absence toward the calculation of
longevity benefits but will not accrue any additional time toward longevity benefits nor
will they receive longevity pay during such absence.
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Personnel Management
B-14.4 Retirement Plan

County Board Approval: July 17, 1996, Amended XX, 2021

A. General.

1. Wexford County employees are members of the Michigan Municipal Employees
Retirement System (MERS) with contributions paid by the employee and by the County.

Vesting in MERS occurs on the +8th-6th anniversary of hire.

3. Regulations pertaining to this retirement system are made by the Michigan MERS Board
in conformance with State law.
B. Procedures.

New employees will be provided with a copy of the MERS handbook at the beginning of their
employment.
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Personnel Management
B-14.5 Life Insurance

County Board Approval: July 17, 1996, Amended XX, 2021

A. General.

The County will provide life insurance coverage in the amount of $15,000 for each regular full-
time employee.

B. Procedures.
1. Regular full-time employees may elect to decline life insurance coverage at the time of
hire.
2. If life insurance coverage is elected, it will become effective on the date that the

appropriate paperwork is filed by the General- AecountingAdministration Office with the
County’'s life insurance underwriter.

3. Life insurance coverage will terminate effective at midnight of the day when the
employment relationship between the employee and the County is concluded.
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Personnel Management

B-14.6 RESERVED
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Personnel Management
B-14.7 Employee Training and Development

County Board Approval: July 17, 1996, Reviewed XX, 2021

In order that employees may perform work more efficiently and be able to qualify for positions of
increasing responsibility, Department Heads, Elected Officials and immediate supervisors will coordinate
the development and implementation of education and training programs within their departments through
the normal budget process.

Special developmental programs may be reviewed by the standing Human Resources and Safety
Committee in order to respond to major problems, new processes or other specific requirements that fall
outside of the normal budget process with respect to cost and/or timing.
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Personnel Management
B-14.8 Education Grants

County Board Approval: December 6, 1995, Reviewed XX, 2021
A General.

The County supports effective employee performance and the promotion of employees to
positions of increased responsibility from within the County organization. In support of this
policy, the County encourages its employees to seek and utilize educational opportunities which
will lead to professional and personal betterment.

B. Education grants.

1.

Funds may be appropriated by the Board of Commissioners in the County General Fund
for the purpose of awarding educational grants to employees of the County. The
conditions under which these grants may be awarded are established herein and may,
from time to time, be modified to suit the needs of the County and its employees.

These grants will be utilized by County employees for educational or vocational classes
attended outside of the employee's regular work schedule. These grant funds are not to be
utilized in place of County sponsored on-the-job training programs already allocated for
use by employees in the County budget.

The County Administrator will be responsible for the administration of the education
grant program and for approving each grant. All records generated in this program,
including transcripts of completed course work, will become part of the employee's
official County personnel record.

Grants may be awarded to non-probationary full-time employees for educational or
vocational course work as follows:

a. The employee must receive prior approval from his/her department head and
from the County Administrator for course work that is job related or deemed
beneficial to the County.

1) Attachment (1) to this policy will be utilized to request education grant
money.
2) Education grant requests that have been recommended for disapproval by

the department head will automatically be reviewed by the County
Administrator.

3) Education grant requests that have been disapproved by the County
Administrator will automatically be reviewed by the standing Human
Resources and Safety Committee.

The employee may receive education grant money for registration fees, for up to 50%
reimbursement for the cost of tuition and an allowance of $50 per course toward
textbooks.

Education grant money will be limited to a maximum of nine credit hours per semester
per employee.

To facilitate pre-registration, employees that have been approved for assistance under this
policy may receive education grant money in advance to defray registration and tuition
costs. Textbook costs will be paid after the textbooks have been purchased and a receipt
presented for reimbursement (utilizing attachment (1) to this policy as the vehicle for
settling this claim).
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8. Employees must receive a grade of C (or 2.0 on a 4.0 scale) for each course that is
underwritten by this education grant policy. Failure to obtain this minimum grade will
require the employee to reimburse the County in total for the grant money that has been
provided for that course.

9. Should a grantee leave County employ during a period of 12 months following the
successful completion of course work utilizing County education grant money, the
employee is obligated to repay all education grant money awarded during the 12 months
preceding the departure date of the employee.
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Attachment (1) - Education Grant Application

DATE:

FROM:

TO: County Administrator VIA:

(Department Head)

1 I hereby apply for County education grant money in accordance with Wexford County Policy No.
B-14.8. I understand and agree to all conditions as outlined in that policy statement.

2. Courses I intend to take are as follow:

COURSE CREDIT EDUCATION COST INFORMATION
NAME HOURS INSTITUTION REGISTRATION TUITION BOOKS

3. If this request is approved, I understand that:

a. Grant money for registration fees and tuition will be provided in advance and that I
must turn in a copy of my textbook receipt to the Administrator's office for
reimbursement.

b. On completion of the course(s), I must turn in a copy of my grade report (or
transcript) to the Administrator's office.

(Signature)

Recommend approve/disapprove:

(Department Head)

Approved/disapproved:

(County Administrator)

Reviewed (if required):

(Chair, Human Resources Committee)

Books approved:  $§

(County Administrator)

Attachment (1) - Education Grant Application
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Personnel Management
B-14.9 Remote Work

County Board Approval: XX, 2021

A. General.

Remote work allows employees to work at home, on the road, or in a satellite location for all or

part of their work week. The Wexford County Board of Commissioners considers remote work a

viable option when both the employee and the job are suited to such an arrangement. Remote

work is not an entitlement, it is not a county-wide benefit, and it in no way changes the terms and

conditions of employment with Wexford County.

In the event of an emergency, such as a weather disaster or pandemic, employees may be required

to temporarily work remotely to comply with emergency rules and/or to ensure continuity of

services to the public.

B. Procedures.

1.

This policy applies to only those County employees approved to engage in remote work

because the employee’s job responsibilities, performance and suitability are appropriate
for a remote work arrangement. Remote work may be appropriate for some employees
and jobs but not for others.

Remote work is not designed to be a replacement for appropriate child care but is focused

on job performance and meeting business demands.

When an employees’ direct supervisor may recommend a remote work arrangement to

the County Administrator or Elected Official. Final approval is within the sole discretion
of the appropriate Elected Official or County Administrator. Any remote work approval
will be memorialized in writing for a trial basis or short-term duration. It may be
discontinued at will and at any time at the request of either the employee or County.

Preparations should be made by employees and supervisors in advance to allow for

remote work in emergency circumstances. This may include appropriate equipment needs
such as hardware, software, phone, and data lines.

Equipment supplied by the County will be maintained by the County. Equipment

supplied by the employee, if deemed appropriate by the County, will be maintained by
the employee. The County accepts no responsibility for damage or repairs to employee-
owned equipment.

The County will determine the equipment needs for each employee on a case-by-case

basis. Equipment supplied by the County is to be used for County purposes only. No
County employee or representative will travel to an employee’s off-site work location to
assist with technology needs. Upon termination of a remote work arrangement or
termination of employment, all County property must be returned by the employee to the
County.

The employee will establish an appropriate, designated remote work environment for

remote work purposes. The County will not be responsible for costs associated with the
setup of the employee’s remote office, such as remodeling, furniture, or lighting, nor for
repairs or modifications to the remote workspace.

Consistent with the County’s expectations of information security for employees working

at the office, remotely working employees will be expected to ensure the protection of all
County information accessible from their remote work location. Steps include the use of
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locked file cabinets and desks, regular password maintenance, and any other measures
appropriate for the job and the environment.

9. Employees are expected to maintain their remote workspace in a safe manner, free from
safety hazards. Injuries sustained by the employee in a remote workspace location and in
conjunction with his or her regular work duties are normally covered by the county’s
workers’ compensation policy. Remotely working employees are responsible for
notifying the employer of such injuries as soon as practicable. The employee is liable for
any injuries sustained by visitors to his or her remote worksite. Prospective remote
workers are encouraged to discuss expectations of remote work with family members
prior to beginning remote work.

10. The Elected Official or Department Head should use the following criteria in
recommending employee suitability for remote work:

a Dependability

a. Flexibility

b Past performance and work habits

C. No record of disciplinary action

d. Comprehensive knowledge of the position

e. Availability of adequate internet connection and a productive workspace.

The below criteria should be used to determine if job responsibilities of the position can
be successfully fulfilled during remote work:

a. The needs of the individual Department.

b. Measurable work activities

c Little need for face-to-face interaction with the public or coworkers
d. Clearly established goals and objectives

c. Duties that can be performed alone

f. Equipment needs

g System access and data security of confidential or restricted data.

C. Working Remotely.

Position duties, obligations, job responsibilities, and standards of performance will not change
due to remote work. Employees are subject to the same expectations in relation to
professionalism, work output, accessibility and customer service, regardless of where the work is
being performed.

The normal scheduled hours in a given day or week will not change, although the exact
scheduling of allotted hours will be left up to the discretion of their direct Elected Official or
Department Head.

If an employee’s physical presence is required at the County’s primary work location, they will
be expected to report upon notification by their Elected Official or Department Head.

Additionally, employees are expected to abide by the following general rules:

1. Be transparent about your availability and keep your calendar and availability status up to
date indicating when you are online or offline.
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2. Maintain strong communication by conducting regular check-ins with your Elected
Official or Department Head and coworkers.

Prepare any necessary child care strategies.

4. Remain accessible at any time during your work schedule.

Request supervisor approval to use vacation, sick, or other leave in the same manner as
when working at the employee’s regular work location

6. Employees authorized to work remotely must accurately record all hours worked using
the following Remote Work Timesheet Form, Attachment (1), which shall be submitted
to the appropriate Department Head or Elected Official on a weekly basis. Non-exempt
will record all hours worked and meal periods taken in accordance with regular
timekeeping. *Nonexempt employees must obtain Department Head or appropriate
Elected Official approval prior to working overtime hours.

Employees should not assume any specified time period for remote work arrangements, and the
County may require employees to return to reqular in-office work at any time. Failure to comply
with these requirements may result in disciplinary action and/or loss of remote working

privileges.
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Attachment (1) — Remote Work Timesheet

Name
Department
Start Time Out Time In End Total Daily
Day Date Work (Lunch) (Lunch) Work Hours
Example of how to complete this form:
Monday 10-19-20 8:30 am Noon 1:00 pm S pm 7.5
Weekly regular hours
Weekly overtime hours
Weekly total hours

I certify that the above is accurate to the best of my knowledge.

Employee Signature

Date

Attachment (1) — Remote Work Timesheet
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Personnel Management
B-14.10 Workers’ Compensation

County Board Approval: July 17, 1996. Amended XX, 2021

A Cadillac Family Physicians is the designated medical organization regarding any workers’
compensation claim. If an employee becomes injured on the job, one of the physicians in this
medical practice should be notified for diagnostic and treatment services.

B. If the injured employee chooses not to receive treatment from the County's designated workers’
compensation medical treatment organization, the County is not liable for payment of the
workers*” compensation claim.

C. Authorization for treatment forms are available from the General-AceountingClerk’s Office and

from the Sheriff’s Office administrative office. These forms are to be filled out prior to visiting
the doctor's office unless the nature of injury or illness is of an extreme emergency.

D. Workers' compensation claim forms are available in the General-AceceuntingClerk’s Office.
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Personnel Management
B-15.0 Supplemental Personnel Requests

County Board Approval: July 5, 2000, Amended XX, 2021

A

General.

An employee roster will be approved each year by the Board of Commissioners as part of the
annual budget process. The roster establishes positions by department for the fiscal year. Because
of particular circumstances, department heads may find it necessary to request authorization to
hire supplemental personnel. This policy sets forth the procedure for making such requests.

Position Request Form.

Requests for supplemental personnel must be accompanied by a completed position request form
(see Attachment 1). It is strongly advised that the General-AceeuntingAdministration Office be
consulted to assure accurate financial estimates. Incomplete or inaccurate forms will not be
processed.

The position request form will require the requested position to be classified as a permanent,
temporary or intern position.

1. Permanent positions are those that are expected to remain within the employment
structure.
2. Temporary positions are typically short-term in nature, usually less than 90 days.

Temporary staff may be employed to replace a full or part-time employee during a leave
of absence, upon approval of the Board. When so authorized, a temporary position may
be established for work during special employment periods.

3. Intern positions are usually short-term, but may be filled for any approved period. These
positions are filled by college students studying in a related field. Compensation for
interns may include payment of college credits.

Review Procedure.

Requests for supplemental personnel will be reviewed by the County Administrator, who will
make a recommendation to the Human Resources and Safety Committee (HROCHRS) to approve
or deny the request. The results of the HROCS-HRS meeting will be forwarded to the Finance and
Appropriations Committee (FAC)-for review and recommendation. The FAC-and-
HROCcommittee recommendations will be considered by the Board of Commissioners for final
action.
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Attachment (1) - Position Request Form

Fund / Department Number

Position Title: Thisis [ anew position [1an existing position

Classification: [ Permanent Position [] Temporary Position ] Intern Position

General Information

A. If the request is for an existing position, please specify which collective bargaining agreement
pertains:

B. Ifthe requested position does not have an approved position description, please attach a
description of anticipated duties. Also, please complete and attach a Position Description
Classification Worksheet.

C. Estimated number of hours per week and duration of temporary help:

hours per week for weeks beginning on
D. Estimated annual salary OF Wage ........ccoocveiierieiieiie i $
E. Estimated annual fringe benefit COSt........coooviiiiiiiiiiiiiiii e $

F. Estimated cost of equipment needed in conjunction with the position
(please provide an itemized list of necessary equipment) ...........ccccoeeveereerveeenn. $

G. Funding SOUICE ........ccceviiiiiiiiniieiienie e

H. On a separate sheet, briefly explain why the position is being requested. If the position is
needed because of an increased workload, please provide supporting documentation. Also
explain how this position will impact departmental workload.

Signature Date

Printed Name Title

Please return this completed form and all supplemental material to the Administration office.

Attachment (1) - Position Request Form
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Personnel Management
B-16.0 Donated Leave

County Board Approval: XX, 2021

A

General.

Eligible non-represented County employees may voluntarily donate banked vacation or sick leave
to other eligible County employees who:

1. are disabled due to a non-compensable illness, impairment, injury, or physical or mental
condition and are on an extended approved County leave; or, -

2. are on an extended approved County leave approved to provide care for the illness,
impairment, injury, or physical or mental condition of their spouse, child, mother, father
or injured servicemember as defined by the FMLA.

Leave donations are not authorized for employees who are not on an approved extended disability
leaves set forth above.

Represented unit employees are eligible to donate or receive donated leave time if this Policy is
agreed to by the applicable union bargaining agent or pursuant to the terms of the applicable
collective bargaining agreement.

Nothing in this policy will be construed to limit or extend the maximum allowable duration of
absence under the Family and Medical Leave Act, other statutory leave requirement, or under
County leave policies or contractual provisions.

Requirements.

1. The receiving employee must be on an approved County leave as set forth in Section A
and has exhausted all banked vacation leave, comp time, sick leave, paid personal days,
and any other County sources of paid time off prior to be eligible to receive the donated

hours.
2. The receiving employee must have over six months of continuous County employment.
3. The receiving employee cannot be on probationary or temporary status.
4, An eligible full-time employee may receive and/or use no more than 300 hours of

donated leave in a 12-month rolling period for an extended leave approved under Section
A(1). Eligible regular part-time employees may receive and/or use no more than 150
hours.

5. An eligible full-time employee may receive and/or use no more than 300 hours of
donated leave in a 12-month rolling period for an extended leave approved under Section
A(2). Eligible regular part-time employees may receive and/or use no more than 150

hours.

6. Donated leave refers to either vacation, sick leave, personal days, or any combination of
the three.

1. The minimum unit of donated time is four hours of leave.

8. To be eligible to donate, an employee requesting approval to voluntarily donate vacation

and/or or sick hours must retain a present banked balance equivalent to at least two weeks
of vacation and/or sick leave.

9. A receiving employee is not eligible to receive a leave donation from an employee which
the receiving employee supervises or whom the receiving employee is in a position to
cause or directly influence the imposition of disciplinary action or who has the authority
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to give, or directly exert influence over the giving of a promotion, appointment, or any
other benefit to the donating employee.

C. Procedures.

2. To receive voluntarily donated time, an eligible receiving employee must first submit a
written request to their elected or appointed department head. The elected or appointed
department head will forward the request and a written recommendation to the
Administration Office. Upon approval by the County Administrator, the request will be
transmitted to the Clerk’s Office.

3. Out-of-department requests for donated hours will be filed with, and approved by the
County Administrator.
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Personnel Management
B-17.0 Code of Ethics

County Board Approval: May 15, 1996, Amended XX, 2021
A General.

2.

Where government is based on the consent of the governed, every citizen is entitled to
have complete confidence in the integrity of his or her government. The public judges its
County government by the way County employees and elected officials conduct
themselves in the performance of their respective duties and in the conduct of the
County's business.

Devotion to the public trust is an essential part of the obligation of public service. County
employees, appointed officials, and elected officials are the managers of an important
branch of our system of government in which the people must be able to place their
absolute trust for the preservation of their collective welfare.

The proper operation of democratic government requires that County employees and
appointed officials be independent, impartial, and responsive to the citizenry of the
County. Likewise, the proper operation of democratic government requires that elected
officials be independent and responsive to their constituency and to the County as a
whole. All County employees, appointed and elected officials must studiously avoid all
situations where prejudice, bias and/or opportunity for personal gain could influence their
work or their decisions. Further, even the appearance of improper conduct must be
avoided so as not to taint the public trust.

The purpose of this Code of Ethics is to provide each County employee, appointed
official and elected official with a baseline representation of the standards of behavior
expected of them in the performance of their public responsibilities and to provide the
citizens of the County with a standard by which they may measure the faithful execution
of this public responsibility.

B. Application.

1.

The standards of ethical conduct set forth in this Code of Ethics shall be applicable
without exception to all County employees, appointed officials and elected officials.
Nothing in this Code shall be interpreted as denying any person serving in a County
position his/her rights under the law and in every proceeding regarding these standards,
fundamental due process shall be followed. Similarly, nothing herein shall be construed
so as to authorize a violation of State law and, to this end, in the event of a conflict
between State law and this Code, the provisions of State law shall control.

Employees and officials must faithfully discharge their duties to the best of their ability
without regard to race, age, creed, sex, national origin or political belief. The public
interest must be the primary concern of all County employees, appointed officials and
elected officials and their conduct in both official and private affairs should be above
reproach.

An employee, appointed, or elected official may express his or her personal views with
respect to public issues, however, and except as otherwise authorized, they shall not, by
use of their position, represent personal opinions as those of their department, agency or
the County.
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4, Public trust imposes on County employees, appointed and elected officials the necessity
to pledge themselves to the proper use of manpower, property and funds entrusted to their
care and to exercise economy and efficiency in the performance of duty.

C. Ethics and Conflict of Interest.
1. Confidential Information.
a. Confidential information is defined as that information which, if divulged

improperly, may have a deleterious effect on the conduct of the County's affairs
or which may provide a singular advantage to one entity over another entity if not
properly safeguarded and/or released to all entities equally.

2. County employees, appointed officials, and elected officials shall not divulge any
confidential information to any unauthorized person or release such information in
advance of the time prescribed for its authorized release. Further, County employees,
appointed and elected officials shall not engage, directly or indirectly, in any personal
business transactions or private arrangements for personal profit which accrue from or are
based upon their official position or authority, or upon confidential information which
they have gained by reason of such position or authority.

3. Gifts and Favors.

a. County employees, appointed and elected officials shall not, directly, or
indirectly, solicit, accept, or agree to accept any gift of money or goods, loans or
services or other preferred arrangements for personal benefit under circumstances
which would influence the performance of their duties. An exception to this
policy: County employees, appointed and elected officials may reasonably accept
“de minimis” items such as lunch, Christmas baskets, etc., when they are offered
and accepted in the spirit intended (i.e.: working luncheon to conduct business or
recognition of a holiday season, etc.). The dollar value of these items should not
reasonably exceed a value of $15.0025.00. County employees, appointed and
elected officials are encouraged to distribute these types of gifts throughout their

department.

4. A County employee, appointed official or an elected official shall not grant, cause to be
granted or make available to any person or organization any consideration, treatment,
advantage, or favor beyond that which it is the general practice to grant or make available
to the public at large.

5. Representation of Private Interests. A County employee or an appointed official shall not
represent or act as an agent for any private interest, whether for compensation or not, in
any transaction in which the County has an interest. An elected official shall not represent
or act as an agent for any private interest, whether for compensation or not, in any
transaction in which the County has any direct and substantial interest and which could
reasonably be expected to result in a conflict between the private interests of the official
and his official County responsibilities. In addition, there shall be no attempt to influence
any proceeding between private interests and the County in which law or agency
regulation requires that a decision be made solely on the record of formal hearing.

6. Supplementary Employment. A County employee, appointed or elected official shall not
engage in or accept private employment or render services for private interest when such
employment or service is incompatible or in conflict with the proper discharge of their
official duties or would tend to impair their independence of judgement or action in the
performance of their official duties.

Personnel Management
B-17.0 Code of Ethics 140

89



7. Investments in Conflict with Public Responsibilities: A County employee, appointed or
elected official who participates in the negotiations of contracts, the making of loans, the
granting of subsidies, the fixing of rates or the issuance of valuable permits or certificates
to any business or private entity shall not have, directly or indirectly, any financial or
personal interest in the business or personal entity.

D. Enforcement.

1. Any County employee or appointed official who violates the provisions of this section
shall be subject to disciplinary action (up to and including termination) or, as the case
may be, subject to charges of violation of applicable statute(s).

2. Any elected official who violates the provisions of this section may be subject to recall by
the voters and, as the case may be, subjects to charges of violation of applicable
statute(s).
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Personnel Management
B-18.0 Employee Performance Appraisal and Counseling System

County Board Approval: July 17, 1996; Amended: December 5, 2001, Amended XX, 2021
A General.

Each County employee will receive an annual performance appraisal as set forth in this section.

B. Purpose.

The purpose of the County work performance appraisal and counseling system is to provide a
documentary record of the employee's performance in his/her assigned job in order to:

1. Recognize employees who consistently demonstrate outstanding performance (see Policy
B-13.0, “Employee Recognition™).

2. Fully document substandard performance as a basis for job counseling leading to
improved performance, or, alternatively, leading to dismissal.

3. Provide a basis for an employee counseling program geared toward highlighting an
employee's strengths and establishing a means for employee improvement.

C. Procedure.

1. Definitions. For the purposes of this section, the following terms are defined:

a. Senior Performance Rater (SPR). Neminaty-tThe Department Head or Elected

Official who is in charge of the Department to which the employee is assigned.
2.b.  Performance Rater (PR). Neminathy-Tthe immediate supervisor of the employee.

3. Regular Performance Appraisal. The annual performance appraisal scheduled by

this Section for the month of the employee’s anniversary date.

4.d.  Probationary or Special Performance Appraisal. A probationary performance
appraisal at the employee’s six-month anniversary or a performance appraisal
that may be submitted at any time by the PR or SPR to document exceptionally

outstanding or substandard performance on the part of a County employee.

5:2. The following listed Attachments to this section are provided to enable an effective and
meaningful system of counseling and job performance appraisal to be provided for each
County employee:

6-a. ___Attachment (21) - Employee Performance Appraisal Input Form-

Zb.  Attachment (32) - Employee Performance Appraisal Form-
8.c.  Attachment (43) -— Supervisor’s Checklist and Guide to Effective Counseling

and Performance Appraisal-
9.d.  Attachment (54) - Employee Counseling Form-

+0-e.  Attachment (65) - Administrator Evaluation Form

H-3. Regular Performance Appraisal. Each County employee will receive a regular
performance appraisal annually in the month of the employee’s anniversary date:

a. Performance appraisals, using Attachments (1) through (3) as the basis, will be
prepared by the Performance Rater or Senior Performance Rater (as the case may
be) using the following guidelines.
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1)

Attachment (21) to this Section should be provided to each employee
who will receive a performance appraisal one month prior to the
appraisal period in order to allow each employee the opportunity to bring
to the attention of the PR/SPR significant accomplishments (such as
work related off-duty education, community involvement, etc.) during
the appraisal period. Employees shall submit a self-appraisal of their
performance (using Attachment (32)) along with a completed
Attachment (21) in order to assist the PR or SPR in finalizing the written
performance appraisal.

2) Performance appraisals are to be prepared on each employee by the PR
or SPR by the end of the month of the employee’s anniversary date
utilizing Attachment (32) to this Section.

3) Performance traits.

The following performance traits will be evaluated for each employee.

a) Professional knowledge. How well prepared is the employee to
perform his/her job?

b) Quality of work. What is the caliber of the employee's work
output?

C) Human relations. How well does the employee meet ethical,
Equal Opportunity (EO), sexual harassment standards and
demonstrate respect for human worth?

d) Character. How well does the employee demonstrate adaptability
to changing circumstances? What kind of attitudes does the
employee exhibit in the workplace? How well does he/she utilize
his/her judgement?

e) Responsibility. What are the employee's levels of initiative and
reliability?

f) Teamwork. How well does the employee work in a team
environment?

0) Leadership. What is the employee's level of motivation,
communications ability and organizational ability?

4) Performance grades.

Attachment (32) contains a grading scale (from 1.0 to 5.0) for each of the

above traits.

a) 1.0 equates to an employee who is below standards and making
no progress to achieve standards.

b) 2.0 equates to an employee who is below standards and making
progress to achieve standards.

C) 3.0 equates to an employee who has achieved standards.
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12:b.

-c.

H-d.

+5-e.

Personnel Management

d) 4.0 equates to an employee who exceeds most standards.
e) 5.0 equates to an employee who greatly exceeds all standards.

f) Note: Grades of 1.0 or 5.0 will require specific justification
comments in paragraph 2 of Attachment (32) to this Section.

When the performance appraisal has been completed, the SPR will schedule a
formal counseling session with each employee under his/her cognizance to
review this performance appraisal. In those cases where a PR has prepared the
performance appraisal, the SPR is encouraged to include the PR in the counseling
process, however, attendance by the PR at the counseling session is at the
discretion of the SPR.

1) Attachment (43) to this Section is provided as a guideline for conducting
the performance appraisal counseling session.

2) At the conclusion of the counseling session, the employee will be
required to sign the performance appraisal acknowledging only that
he/she has seen the performance appraisal. Note: It is important to
understand that employee signature action on this document does not
mean that the employee concurs with the evaluation, merely that the
employee has been made aware of it and that the employee
acknowledges his/her right to make a written statement to accompany the
evaluation.

3) Attachment (54) is to be utilized by the SPR as a record of the
performance appraisal counseling session and will be retained in the-
his/her personnel files as a record of the counseling session.

In the event that the employee does not concur with any aspect of the written
performance appraisal, the employee may elect to submit a statement in writing
to accompany the performance appraisal. This statement must.

1) Be dated and signed by the employee.

2) Confine itself to facts as related to the area(s) of disagreement
3) Contain no accusatory or inflammatory language.
4) Be submitted to the Senior Performance Rater not later than 5 working

days from the date of the counseling session.

When an employee provides a written statement to be included with his/her
performance appraisal, the PR and SPR are required to provide additional
comments addressing each point that the employee raises. Then the entire
package (performance appraisal, employee comments, PR comments and SPR
comments) will be forwarded as outlined below.

Performance appraisal reviewing authority and record keeping.

1) Completed performance appraisals (along with any written statements)
are to be forwarded by the SPR to the Administrator’s office not later
than the last working day of the anniversary month for each employee.

2) Performance appraisals will be filed in the permanent personnel record of
the employee after having been reviewed and initialed by the County
Administrator.
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3) Where the employee has submitted a written statement to accompany
his/her performance appraisal, the Administrator will hold a meeting
with the employee, the PR and SPR to ensure that all concerned are
aware of the particulars of the performance appraisal and attached
statements and that, if required, a plan for follow-up remediation and/or
counseling is established.

1+6-4.  Probationary or Special Performance Appraisal.

A PR or SPR who wishes to document the completion of the probationary period or
exceptionally outstanding or substandard performance on the part of an employee may
submit a special performance appraisal. Submission guidelines and requirements for a
probationary or special appraisal are the same as those outlined above for a regular
performance appraisal except for the following:

a. Period Covered. Dates will reflect the first six months of employment or the
period since the last performance appraisal to the date of the special appraisal.
b. The first line of the text in block 1 shall read:

““THIS PERFORMANCE APPRAISAL IS SUBMITTED AS A
(PROBATIONARY) SPECIAL PERFORMANCE APPRAISAL FOR THE
PURPOSE OF DOCUMENTING . (Note: choose one of the
following to fill in this blank: Probationary period, outstanding performance or
substandard performance.)

+7%¢c.  Block 1 or 2 must contain a specific description of the employee's performance
(probationary, outstanding or substandard) for which the special performance
appraisal has been written.

148:5.  Disposition of Performance Appraisals: On completion of the appraisal process:

a. The original, signed performance appraisal along with any attached statements
will be forwarded to the Administrator’s office for final review and filing.

19:b. A copy of the signed appraisal along with copies of any attached statements and

the employee”’s original input sheet will be returned to the employee for the
employee's personal files.

20:6.  Performance Counseling.

Although the performance appraisal system outlined in this Section is geared toward
annual accomplishment of performance appraisal and counseling functions, nothing
precludes a supervisor from using the guidelines contained herein on a more frequent
basis to counsel employees as to their strengths and weaknesses.

21.7.  Administrator Evaluation.

The Board shall perform a six-month probationary evaluation of the Administrator using
Attachment (56) to this policy. After that, an annual evaluation will be performed on the
anniversary hire date. Each member of the Board shall evaluate the Administrator and
deliver the evaluation to the Board Chair, in accordance with the format and procedures
provided in Aattachment (56) to this policy.
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Attachment (1) - Delineation of Performance Rater and Senior Performance Rater Responsibilities for County
Personnel Performance Appraisals
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Attachment (1) - Delineation of Performance Rater and Senior Performance Rater Responsibilities for County
Personnel Performance Appraisals

B-18.0 Employee Performance Appraisal and Counseling System

147

96



Attachment (1) - Delineation of Performance Rater and Senior Performance Rater Responsibilities for County
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Attachment (21) - Employee Performance Appraisal Input Form

Date:
To:
(Performance Rater or Senior Performance Rater)
From:
(Employee)
Subject: Performance Appraisal Input for the Period to
1. Under the provisions of Policy B-18.0, I request that the following accomplishments be

considered for inclusion in my annual performance appraisal.

(signature)

Please attach additional sheets as necessary.

Attachment (21) - Employee Performance Appraisal Input Form
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Attachment (32) - Employee Performance Appraisal Form

Name Date:
Department Position:
Period Covered: From To

Length of County Service: years, months

* Grades of 1.0 and 5.0 require justification comments in paragraph two (2) of the following page.

Professional Knowledge: Related to job, practical application
Below Standards (1.0%)
e Lacks basic knowledge to perform effectively.
e Cannot apply basic skills.
e Cannot perform routine work or solve routine problems.
o Fails to meet minimum requirements

Meets Standards (3.0)
e Strong working knowledge of job.
¢ Reliably applies knowledge/skills to accomplish work.
e Competently performs routine and new tasks.
e Meets minimum requirements routinely

Exceeds Standards (5.0%)
e Recognized expert sought out by all for technical knowledge.

e Exceptionally skilled; develops and implements innovative ideas.

e Greatly exceeds minimum requirements.

Quality of Work: Standard of work, value of end product
Below Standards (1.0%)

o Needs excessive supervision.

e Work output requires continuous rework.

e Wasteful of resources

Meets Standards (3.0)
e Needs little supervision.
e Produces quality work with few errors.
e  Uses resources effectively.

Exceeds Standards (5.0%)
e Needs no supervision.
e Always produces exceptional work; no rework required.
e Maximizes the use of resources.

Attachment (32) - Employee Performance Appraisal Form
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Human Relations: Ethics, equal opportunity, sexual harassment, fairness; respect for human worth
Below Standards (1.0%)

Displays unethical behavior.

Tolerates bias, unfairness or harassment of fellow workers.
Lacks respect for Equal Opportunity objectives.
Disregards the rights of others.

Meets Standards (3.0)

Meets ethical requirements.

Always treats others with fairness and respect.

Does not condone bias or harassment of fellow workers.
Understands and supports Equal Opportunity objectives.
Respects others’ rights.

Exceeds Standards (5.0%)

Is an ethical role model.

Greatly admired for fairness and human respect.
Pro-active Equal Opportunity leader;

Achieves concrete Equal Opportunity objectives.
Leader and model contributor to goals.

Character: Adaptability, attitude, judgment
Below Standards (1.0%)

Displays poor self-control.
Abrasive demeanor and/or conduct.
Consistently exhibits poor judgement

Meets Standards (3.0)

Displays excellent self-control.
Excellent demeanor and conduct.
Exhibits excellent judgement.
Forthright and honest

Exceeds Standards (5.0%)

Displays excellent self-control.
Excellent demeanor and conduct.
Exhibits excellent judgement.

Attachment (32) - Employee Performance Appraisal Form
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Responsibility: Initiative, reliability, punctuality
Below Standards (1.0%)
e Constant prodding required to finish work.
e Cannot be relied upon.
e Frequently tardy.
Meets Standards (3.0)
e Productive and motivated.
Plans and prioritizes work effectively.
Completes work on time.
o Always on time.
Exceeds Standards (5.0*)
e Energetic self-starter;
o Completes work early and at a far higher quality than expected.
e Plans and prioritizes wisely with exceptional foresight.

Teamwork: Consensus, Goal-oriented, deadline management
Below Standards (1.0%)
e Creates conflict, unwilling to work with others, puts self above the team.
o Fails to understand team goals.
e Seldom completes work on time.
Meets Standards (3.0)
e Reinforces others efforts.
¢ Understands goals, employs good teamwork techniques.
e Meets commitments to the team.
Exceeds Standards (5.0%)
e Team builder; Inspires cooperation and progress.
o Defines goals and focuses effort toward them.
e The best at accepting and offering team direction.

Leadership: Communications skills, motivation skills, potential
Below Standards (1.0%)
e Seldom take initiative; Cannot plan or prioritize.
e Unable to communicate; Fails to get job done.
o Little potential for additional responsibility
Meets Standards (3.0)
o Effective motivator; Organizes effectively.
e Set/achieves useful and realistic goals.
e Communicates clearly; Solves problems reliably as they occur
Exceeds Standards (5.0%)
e Inspiring motivator.
e Superb organizer with great foresight.
e (Gets ahead of problems.
o Leadership significantly furthers the achievement of organizational goals.
e Exceptional communicator.

Attachment (32) - Employee Performance Appraisal Form
B-18.0 Employee Performance Appraisal and Counseling System

Check One

1.0*

2.0

3.0

4.0

5.0*

Check One

1.0*

2.0

3.0

4.0
5.0*

Check One

1.0*

2.0

3.0

4.0

5.0*

152

101



1. Summary of performance this appraisal period. (Note: Justification comments for grades of 1.0
and 5.0 are to be entered in section 2 below.)

2. Justification comments for grades of 1.0 or 5.0.
3. Performance weaknesses noted during this appraisal period.
4. Qualifications and achievements by the employee during this appraisal period.

Attachment (32) - Employee Performance Appraisal Form
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5. Signatures

Employee: Date

(Note: The signature of the employee being evaluated represents only his/her acknowledgment
of the completed appraisal,; it does not constitute agreement with the content of the appraisal.)

Performance Rater: Date
Sr. Performance Rater: Date
Reviewing Authority: Date
Statement desired (employee initials required) Yes: No:

(Note. If a statement is desired, submission date i-must be within 5 working days of the
signature date above.)

Attachment (32) - Employee Performance Appraisal Form
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Attachment (43) - Supervisor’'s Checklist and Guide to
Effective Counseling and Performance Appraisal

A. General.

1.

It is a duty of every supervisor to counsel his/her employees so that they understand their
strengths and weaknesses and know what they can do to become more effective in their
work.

2. Because the County has not here-to-fore utilized performance appraisal or counseling
system, listed in this attachment are several points to consider in planning a successful
counseling session.

B. Pre-Counseling.

1. Re-examine your own actions as a supervisor.

a. Was the employee thoroughly advised of what was expected of him/her?

2. Were the employee's work instructions always clear and was he/she provided with
adequate training or orientation to perform the job tasks successfully?

3. Are you certain that there were no misunderstandings or misconceptions between you and
the employee as to the specific job tasks and requirements?

4. Do you have all of the necessary personal data about the employee (full name, job title,
job classification, length of service with the County, length of time in your department,
prior performance appraisals, absenteeism record, education, and training records)?

5. Identify the employee's strengths and weakness in your own words. What favorable
comments can you make to the employee?

6. Investigate, determine, and evaluate the facts of the employee's job performance during
the evaluation period.

a. Human behavior is goal oriented. Was the employee aware of organizational
goals?

7. Evaluate the employee's job performance from the employee's viewpoint as it relates to
the accomplishment of goals.

8. What is the objective of your performance appraisal and counseling session? Plan your
discussion with the employee. Determine in advance exactly what you hope to
accomplish with the performance appraisal and associated counseling session.

9. If you have identified work related problems with the employee, what are they? What do
you hope to change in the employee's behavior, attitude, job skill level or actions that will
correct these problems?

10. An employee who is at ease will be more responsive to constructive criticism.

a. How will you put this employee at ease as you begin the discussion regarding
his/her performance appraisal?

11. How will you lead into the main topic(s) of your performance appraisal without putting
the employee on the defensive?

12. Performance appraisal review/counseling sessions should not, as a rule, last more than an

hour.

a. Is one performance appraisal counseling session enough or will you require
others?

Attachment (43) - Supervisor’’s Checklist and Guide to Effective Counseling and Performance Appraisal
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13.

14.

15.

16.

17.

18.

19.

20.

21.

Generally, several sessions covering one or two specifics per session are more effective
than one long session in which you try to cover multiple points.)

Select an appropriate setting and allow for sufficient, uninterrupted time for your
meeting. Privacy is a must for setting the proper atmosphere for meaningful appraisal and
counseling. Likewise, the time and day should be mutually convenient for both the
performance appraiser and the employee.

Plan ahead for a graceful means to end the counseling session should the employee
become emotional, defensive, distraught or uncommunicative. While all counseling
sessions should be targeted on a successful outcome, you should not enter into a session
without a measure of preparation should it appear to have an unsuccessful outcome.

Are you prepared to allow the employee the opportunity to talk? Can you help him/her
open up and talk frankly to you? Can you keep the employee talking once he/she starts?
If you answered “no” to one of these questions, the following may help.

a. Avoid “yes” or “no” types of questions at first. Ask the employee to respond to
guestions that are situational or require facts in their answers, then ask for an
explanation of those facts.

When the employee is talking freely, avoid asking additional questions that are not
absolutely necessary. Interruptions will change the direction of the employee's thought
train or may cause the employee to lose the train of thought completely.

Too many questions may also cause the employee to feel that he/she is being interrogated
or cross-examined. This will cause the employee to erect barriers which will impede your
attempts to develop communications with him/her.

Employ brief, neutral replies to keep the discussion moving. Most times, facial
expressions and nods of the head are all that is needed to keep the discussion on track.

When the employee stops talking without completely expressing his/her thoughts or
feelings, repeating the employee’s last remark or rephrasing the last remark in the form of
a question, followed by a pause, often works to get the conversation rolling again.

Don’t be afraid of silence as it is a useful tool in getting an employee to open up a little
more on a particular subject.

C. Counseling.

1.

Do not begin your discussion unless you are calm and can bring forward the highlights of
your performance evaluation in a logical order and unemotional manner.

Always open each counseling session on a positive note.
a. Start with a general summary of the highlights of the employee’s performance.

Emphasize the positive aspects of his/her performance then move into any areas where
the employee could improve.

Remember, generally speaking, in the work environment, every employee:

1) Wants to be recognized as part of the team.
2) Wants to be recognized for contributing to the team effort.
3) Wants to know that his/her contributions to the team effort are important.

The performance appraisal counseling session should have been scheduled in advance as
a performance appraisal counseling session. Therefore, there should be no reason to
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10.
11.
12.
13.
14.
15.
16.
17.
18.

19.

20.

21.

22.

23.

announce the purpose of the meeting at the onset as this kind of statement often has a
negative impact by precipitating defensiveness on the part of the employee.

For a performance appraisal and counseling session to be meaningful, the must be a level
of trust between the employee and the performance appraiser. When commenting on the
employee's performance, both positive and negative aspects of the employee's work
performance must be presented in a positive light.

Counseling is a give and take learning situation. For a counseling session to be effective,
the counselor should do only about 20% of the talking, leaving the employee to about
80%. After you have presented your assessment of the employee's performance in
positive terms, let the employee do most of the talking. Consider and discuss with the
employee the areas that you have outlined for improvement in relation to the following
“environmental factors.”

a, Working conditions.

Office layout.

Adequate equipment and supplies.
Systems, methods, or procedures.
Relationships with other employees.
Work load or pace.

Deadline requirements.

Supervisory practices.

Office information flow.

Additional education or training requirements.
Conditions outside the work place.

As you discuss the above factors in relation to the areas where the employee could
improve his/her performance, be prepared to revise your opinion as to the employee's
weak areas. In many cases, perceived employee weak areas are in actuality organization
weak areas.

Do not take notes during a counseling session as it will inhibit information flow and
detract from your efforts to put the employee at ease.

Do listen to the employee with sincerity, interest and respect. Be patient, the employee
must feel that you are interested in hearing his/her opinions and assessments.

When discussing an employee's weaknesses or areas requiring improvement, limit your
statements to facts known to you. If you make statements that later in the session turn out
to be incorrect, admit those mistakes.

In every case where weaknesses are discussed, it is important to show the employee how
his/her deficiencies detract from the organizational progress toward goals. When
discussing weaknesses or areas for improvement, it is important that they be stated
clearly and concisely one time and then the discussion should move to a review of
alternative solutions to improve in those areas.

In working out a corrective plan, make sure that the plan emphasizes and takes advantage
of the employee’s strengths.
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24.

25.

26.

27.

If outside professional assistance (such as clergy, substance abuse counseling, legal
advice, etc.) is required, the employee should be the one to seek out and arrange that
assistance. The supervisor can help identify the need for such outside assistance, but
should not be involved in making arrangements for such assistance simply because
referrals of this type are normally well outside the scope of the supervisor's authority,
responsibility and competence.

Near the end of the counseling session, you should summarize the high points of the
discussion and any agreements that have been made between you and the employee.

The counseling session should be concluded on a friendly and positive note. It is
important to make sure that the employee understands that his/her supervisor is there to
support the employee and otherwise help him/her to be successful on the job.

Make sure that the counseling session does not run over the allotted time.

D. Post-Counseling.

1.

Evaluate the results of the counseling session.
a. How did the employee react to the appraisal of his/her performance?

Were weaknesses discussed and was a plan for improvement of those areas discussed and
agreed upon?

Summarize results of the performance appraisal counseling session utilizing Attachment
(54) to this Section and retain this working record in Departmental files.

Note: Attachment (54) to this Section can and should be utilized to document
performance counseling provided at any time to an employee regarding unacceptable or
substandard performance and/or behavior as it is incumbent upon a supervisor to
maintain such records. The supervisor should also ensure that no permanent record of
such counseling exists if:

a. The unacceptable performance and/or behavior is corrected by the employee
within a reasonable period of time (to be determined by the supervisor), and.

If acceptable performance and/or behavior is demonstrated by the employee for a period
of at least 6 months after counseling was first initiated.
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Attachment (45) - Employee Performance Appraisal Counseling Session Summary Sheet

Name: Date:

Department: Performance Appraisal Period:

to

Performance Rater:

Senior Performance Rater:

Administrative Actions

1. Was the performance appraisal read by employee?
2. Were job performance or behavior areas requiring improvement discussed?

3. Employee desires to make a written statement?

Appraisal Actions

1. The goal of this Performance Appraisal Counseling was:

Y N (circle one)
Y N (circle one)

Y N (circle one)

2. Employee strengths discussed were:

3. Employee weaknesses discussed were:

4. Employee's recommendations to improve weak areas:
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5. Counselor's recommendation to improve weak areas:

6. Solution(s) agreed upon:

7. Follow-up appraisal date:

8. Miscellaneous comments:

Counseled by: Counseling date:
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Attachment (56) - Administrator Evaluation

Adopted: December 5, 2001; Amended XX, 2021
PURPOSE

A performance appraisal is a critical look at what the chief executive officer has accomplished during a
given time. It is also a communication and learning process whereby the County Commission and the
Administrator can learn more about what these two expect from each other and where there are
strengths and weaknesses in the Administrator’s performance as well as the relationship.

FORM/FORMAT

This evaluation form consists of several categories for which the Administrator has responsibility and
authority. A five-point scale is provided in order to apply a numerical score or grade to each category. A
score of 1 would be unsatisfactory while a score of 5 would be considered outstanding:

1 = UNSATISFACTORY

2 =NEEDS IMPROVEMENT

3 =ACCEPTABLE

4 =ABOVE AVERAGE

5=0OUTSTANDING

NA=NOTAPPLICABLE

Only scores of 1-5 are allowed. Any deviation (such as a 0 or an N/A) will result in an invalid
evaluation.

Following the evaluation, the Administrator and Executive Committee should work together to develop
goals and objectives to provide a framework for the next evaluation.

COUNTY COMMISSIONER RELATIONS

1 -5 Scale
*Maintains effective communications,
both verbal and written.
*Maintains availability to Commissioners.

*Prepares clear, concise and comprehensive
materials for presentations to the Commission.

Listens objectively to input from Commission.

Comments:
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ORGANIZATIONAL MANAGEMENT

Scorel-5
*Plans and organizes the work that goes into
providing services established by the Commission.
*Carries out and enforces policies adopted by
Commission -
*Plans and organizes responses to public requests
and complaints. -
Effective in selecting, leading, directing and
developing staff members.
Comments:
FISCAL MANAGEMENT
Score1-5

*Prepares an annual budget with documentation
that conforms to state and local guidelines.

*Administers the adopted budget within
approved revenues and expenditures.

Evaluates the utilization of manpower, materials
and machinery, for the most effective and
efficient operations.

*Submits reports to Commission that provides up
to date data concerning expenditures and revenues.

*Accepts input from Commissioners.

Comments:
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INTERGOVERNMENTAL RELATIONS

*Maintains awareness of developments and
plans in other jurisdictions which may
affect County business.

*Maintains communications with governmental
jurisdictions with which the County is involved or interfaces.

*Establishes and maintains effective, professional working
relationship with other elected officials within the County.

*Establishes effective communication links with the
necessary State and/or Federal officials.

Scorel-5

Comments:

PUBLIC RELATIONS

*Maintains a high level of contact with the
public and successfully meets their needs
within available resources.

*Ensures that an attitude and feeling of
helpfulness, courtesy, and sensitivity to
the public exists with employees.

*Establishes and maintains an image of the County
to the Community that represents service, vitality
and professionalism.

Score1 -5

Comments:

Attachment (56) - Administrator Evaluation
B-18.0 Employee Performance Appraisal and Counseling System

163

112



Upon completion, each member of the Board is to sign this evaluation and turn in to the
Chairman. Results will be discussed with Administrator at Executive Committee meeting upon
completion.

Commissioner Signature Date
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Completion Form

This form is to be completed once each member of the Board has completed individual evaluations
of the Administrator and the evaluation has been discussed with the Administrator at an Executive
Committee meeting. Individual Board member evaluations and this form to be filed in the
personnel file of Administrator.

GOALS (to include deadlines or time limits)

ADDITIONAL COMMENTS BY COMMITTEE

SIGNATURES

Chairperson

Committee Member

Committee Member

Committee Member Date

Administrator Date

The signatures indicated above do not imply agreement with the statements contained on this
document or on individual recommendations, but merely acknowledge the process of this evaluation.
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Personnel Management
B-19.0 Disciplinary Actions

County Board Approval: July 17, 1996; Amendments: April 7, 2004; Amended XX, 2021
A General.

1.

© 0 N o a

10.
11.
12.
13.

The County expects employees to follow the rules, regulations, policies and procedures
of the County and its departments at all times. Such guidelines are necessary for the
efficient and orderly operation of County business, and, in many cases, for the proper
adherence to Federal and State statute. Failure to conform to rules, regulations, policies,
and procedures most often results in decreased efficiency, a poor working environment,
low employee morale and, in some cases, violation of law.

The failure of an employee to adhere to established rules, regulations, policies, and
procedures and/or the commission of misconduct may result in disciplinary action. The
decision to impose discipline and the degree of severity of the disciplinary action is a
discretionary decision which will be made the employee's supervisor based on the nature
of the offense, the employee’'s work and performance history and other facts and
circumstances deemed relevant.

A progressive approach to discipline is preferred, however, the County always reserves
the right to impose a more severe form of discipline, including immediate discharge,
where the situation warrants.

Attachments (1) through (9) are included in this Section in order to standardize the
application of disciplinary measures:

a. Attachment (1): Overview of Corrective Discipline.

Attachment (2): Supervisory Checklist for Disciplinary Decision Making.
Attachment (3): Supervisory Disciplinary Worksheet.

Attachment (4): Letter of Caution.

Attachment (5): Letter of Instruction.

Attachment (6): Letter of Suspension Without Pay.

Attachment (7): Letter of Demotion.

Attachment (8): Letter of Termination.

Attachment (9): Non-Union Employee Letter of Appeal.

1195 wn

Please note the definitions of ““supervisor"” and ““immediate supervisor"” located in
Section B-5.0 of this Manual.

B. Disciplinary Policy for Violations of the Health Insurance Portability and Accountability

Act (HIPAA)

Purpose: In accordance with 29 CFR 164.530(e)(1), the covered entity is required to apply
appropriate sanctions against members of the workforce who fail to comply with the policies and
procedures.

Procedure:

1.

Upon receipt of a complaint, or a concern by the Privacy Officer, that a violation of the
HIPAA rules has occurred, an investigation will be conducted.
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2.

If it is determined that a member of the covered entity has violated HIPAA, including the
improper use or disclosure of protected health information, disciplinary measures up to
and including possible termination will be taken.

C. Disciplinary Action Versus Counseling.

1.

Another Section of the Manual deals with performance appraisal and performance
counseling. There is no definitive border between the utilization of performance
counseling and the application of disciplinary action as both of these issues are integral
parts of personnel management.

Generally speaking, the performance appraisal system is used to document employee
work performance and should be used in an attempt to correct minor problems affecting
the employee's work effort. The disciplinary system should be used in an attempt to
correct repeated or more serious aspects of an employee's conduct, behavior and work
performance.

In the paragraphs that follow, there will be instances where the performance appraisal
system will be utilized to document employee conduct, behavior and substandard work
performance as a matter of permanent record in the employee's personnel file.

D. Types of Disciplinary Actions.

The disciplinary actions outlined below are displayed in increasing order of severity. When an
employee requires correction in the areas of conduct, behavior, or work performance in which the
supervisor wishes actions to be started, stopped, or modified, one of the below disciplinary
methods may be utilized in conjunction with Attachments (1) through (3) and either Attachment
(4), (5), (6), (7) or (8) as outlined above.

1.

10.

Verbal Caution: This is the least severe form of disciplinary action that an immediate
supervisor or supervisor may take. This method of discipline consists of’

a. A private discussion with the employee during which the employee is told about
an action, behavior or performance trait that needs to be started, stopped or
modified.

A follow-up written summary of the Verbal Caution utilizing Attachment (3) to this
Section. This completed form will be retained in the Department working personnel file
only, not in the employee's official County personnel file.

Written Letter of Caution (Attachment (4)):
a. Drafted and signed by the employee's immediate supervisor.

Contains aspects of the employee's conduct, behavior or work performance that need to
be started, stopped or modified.

A specific time limit for improvement may be included this letter.

The employee is required to initial and date a copy of this letter which then will be
retained in the Department working personnel file only, not in the employee's official
County personnel file.

Written Letter of Instruction (Attachment (5)):
Drafted and signed by the employee's supervisor.

Contains aspects of the employees conduct, behavior or work performance that need to be
started, stopped or modified along with specific steps to be taken to achieve these results.

A specific time limit for improvement will be included in this letter.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.
24,

25.

The employee is required to sign and date a copy of this letter which will then be retained
in the employee’'s official County personnel file.

Suspension without pay.

a. This is an action that can be taken only by the employee's supervisor (as defined
in Policy B-5.0 of this Manual) and which involves removal of the employee
from employment in the Department and from the County payroll for a specified
period of time.

Attachment (6) is to be utilized and this completed form will be retained in the
employee's official County personnel file.

In the case of a suspension without pay, a special performance appraisal will also be
prepared to fully document the background and rationale for the suspension. This
appraisal will be filed in the employee's official County personnel file.

The employee’'s consent is not required to place the employee on a suspension without
pay.
The employee will not accrue salary, seniority or vacation and sick leave credits while on

suspension without pay nor can these accrued benefits be utilized during a period of
suspension without pay. All other benefits remain in effect during the suspension period.

At the end of the period of suspension without pay, the employee shall be returned to the
payroll in the same department, position, and classification from which he/she was
suspended.

Demotion

a. This is another action that can be taken only by the employee's supervisor (as
defined in Policy B-5.0 of this Manual) and which involves reduction of the
employee's classification level to a lower classification level.

Attachment (7) is to be utilized and this form will be retained in the employee's official
County personnel file.

In a demotion, the employee's wage or salary must be reduced to fall within the range of
the new classification level but at a step level no lower than the employee's current step
level except if the lower classification level has fewer steps, in which case the employee
will be placed at the highest step in this classification which is at or below his/her present
salary/wage level.

When the employee's salary or wage level is reduced as a demotion action, the
employee's duties and responsibilities also must be reduced commensurately.

In the case of a demotion, a special performance appraisal will also be prepared to fully
document the background and rationale for the demotion.

The employee's consent is not required for a demotion action.
Termination.

a. This is an action that can be taken only by the employee's supervisor (as defined
in Policy B-5.0 of this Manual) and which involves permanently severing the
employment relationship between the employee and the Employer.

Attachment (8), or a version of it, is to be utilized and a copy will be filed in the
employee's official County personnel record.
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26.

217.

28.

29.

30.

Termination of a County employee is an action to be taken as a last resort and then only
after all other counseling and disciplinary actions have been determined to have failed.

Employees who have been terminated should refer to appropriate Sections of this Manual
pertaining to payment for unused accumulated vacation leave and sick leave.

The office of the County Administrator will be kept apprised of and will facilitate all
termination actions in accordance with this Section.

Appeal process.

a. Union employees may utilize the grievance process (as outlined in their contract)
to appeal disciplinary actions of a letter of instruction, suspension without pay,
demotion and termination utilizing the standard Union grievance form. Normal
grievance time factors apply.

Non-Union employees may appeal a letter of instruction, suspension without pay,
demotion and termination to the standing Board of Commissioners Committee on Human
Resources and Safety utilizing Attachment (9) to this Section. For the purposes of
conformity, the same time frames as outlined in the USWA contract will be utilized for
the non-Union employee appeal process.
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Attachment (1) - Overview of Corrective Discipline

A. General.

1.

Corrective discipline is the process of imposing a series of disciplinary penalties of
increasing severity for repeated violations of rules and regulations which have not been
ameliorated by counseling actions.

Less severe corrective discipline measures, such as verbal cautions and letters of caution,
are most appropriately used when an instance of employee misconduct or substandard
work performance is relatively minor in nature (such as tardiness, unexcused absence or
sloppy/late work output). More severe disciplinary measures, such as letters of
instruction, suspension without pay, demotion and termination, are most appropriately
used when an instance of employee misconduct is serious in nature (such as
insubordination, intoxication, dishonesty, etc.).

Disciplinary measures, to be effective, must be predictable, immediate, appropriate to the
offense, applied uniformly, be impersonal in nature and focused on facilitating positive
improvement in the employee's performance and in the ability of the organization to
accomplish its objectives.

B. Prior to Imposing a Disciplinary Measure.

The supervisor or immediate supervisor should answer the following questions. An answer of
"no" may indicate that there is not just cause for the imposition of a disciplinary measure:

1.

Was the employee forewarned or did he/she have foreknowledge of the possible or
probably disciplinary consequences of his/her conduct, behavior, or work performance?

Forewarning or foreknowledge may have been given orally or in writing.

Certain offenses, such as insubordination, coming to work intoxicated, consuming
intoxicating beverages or drugs on the job, dishonesty, theft of property, etc., are so
serious that all employees may properly be expected to know (without being forewarned)
that such conduct or behavior is not tolerated and is punishable.

Was the County's rule or supervisory order reasonably related to both the orderly,
efficient, and safe operation of the County’'s business and to the performance that the
County might properly expect of the employee?

If an employee believes that a rule or order is unreasonable, he/she must nevertheless
obey it (in which case a grievance or appeal may be filed) unless he/she sincerely feels
that to obey the rule or order would seriously and immediately jeopardize his/her
personal health or safety or that the order is unlawful.

Did the employee in fact violate or disobey a supervisor’'s rule or order?

An employee has the right to know the offense with which he/she has been charged and
also the right to explain his/her conduct, behavior or work performance related to the
charge.

Normally, an investigation into the charge must be made before a disciplinary decision is
made. There may, however, be circumstances under which a supervisor or immediate
supervisor must react immediately to the employee's conduct, behavior, or work
performance. In such cases, the proper action is to suspend the employee pending
completion of the investigation with the understanding that:

a. The final disciplinary decision will be made after the investigation is completed.
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10.
11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

If the employee is found innocent after the investigation, he/she will be restored fully to
his/her job without record of the alleged offense.

Was the investigation conducted thoroughly, fairly, and objectively?

If a supervisor or immediate supervisor is a witness against the employee, it is essential
that another person in a higher, detached position of supervision, conduct the
investigation, and conscientiously attempt to determine the facts and make a
recommendation as to the appropriateness of discipline.

In some disputes between employee and supervisory personnel, there are no witnesses to
the conduct, behavior, or work performance in question other than the two immediate
participants. In such cases, it is particularly important that the supervisory participant be
rigorously and thoroughly questioned so as to leave no doubt as to the fairness,
thoroughness, and objectivity of the investigation.

Is there substantial evidence or proof that the employee is guilty of the conduct, behavior,
or work performance offense with which he/she is charged?

It is not required that evidence be conclusive or beyond all reasonable doubt. In order to
determine guilt or innocence, the preponderance of related evidence in the matter must
point one way or another.

Every effort must be made to search out witnesses and evidence rather than accept just
what participants or volunteer witnesses have to say.

When witness statements and/or evidence is irreconcilably in conflict, there seldom are
means for resolving these contradictions except for continued investigation to learn
additional information.

Have the County's rules, orders and penalties been applied evenhandedly and without
discrimination to all employees?

If supervisory personnel have been lax in enforcing rules and orders, a finding of
discrimination may be forthcoming.

Is the degree of discipline to be administered reasonably related to the seriousness of the
proven offense(s) against the employee and the overall record of the employee in his/her
time of service to the County?

A trivial offense does not merit harsh discipline unless the employee has properly been
found repeatedly to have committed similar misconduct, behavior, or work performance
in the past.
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Attachment (2) - Supervisory Checklist for Disciplinary Decision Making

A General. When a supervisor or immediate supervisor learns of an issue relating to
employee misconduct, behavior infraction or unacceptable work performance, that issue
must be acted upon promptly and with thoroughness. A determination must be made as
to whether disciplinary action is warranted or not. The steps listed below should be
followed to assure proper decision making is accomplished in potential disciplinary
action situations.

B. Step 1. Probable cause to proceed with a full investigation:

Examine the rule, standard or order for connection with safe, orderly, and
efficient operations. Applicable labor contracts, work rules and policy manuals
should be reviewed.

Assess the accused employee's awareness of the rule, standard or order and
his/her awareness of the associated disciplinary consequences.

Assess the initial facts to determine if an infraction has apparently occurred.

C. Step 2. Conduct a full, impartial investigation:
Promptly interview all witnesses and document their statements.

Promptly interview the accused employee providing an opportunity for he/she to
state his/her side. Document all statements. Prior to this interview, determine the
employee's right to have a Union representative present.

Examine all relevant data, documents, and records.

Determine if there is substantial and credible evidence that the alleged conduct,
behavior or work performance has occurred as a matter of fact.

D. Step 3. Determine proper disciplinary action:

Review the past record of the employee to determine if there are repeated
infractions in conduct, behavior or work performance or similar documents
which would facilitate the decision regarding the proper disciplinary measure
commensurate with the offense. The length of time between the current incident
and previous incidents must be considered.

Review any previous disciplinary cases for the same or similar infraction(s) to
determine if the degree of discipline to be imposed is consistent with past
measures taken.

Base the disciplinary decision on the specific and current issue, not on any
previous incident that went uncorrected.
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E. Step 4. Administer the discipline:

Conduct the disciplinary meeting in private.

After allowing the employee to present his/her version of the incident, explain
the disciplinary action that is being taken. The tone and purpose of the meeting

must remain under control at all times.

Obtain required initials and/or signatures on appropriate disciplinary paperwork
and provide the employee with a copy.

Convey extreme concern for employee improvement and welfare.
Document what is said during the meeting.

Comply with all collective bargaining agreement and/or policy/procedure
Manual requirements.

When an employee requests that his/her Union representative attend, do not
proceed until the Union representative is present.
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Attachment (3) - Supervisory Disciplinary Worksheet

A Instructions.
1. Complete this form before initiating any disciplinary action.
2. Attach supplemental sheets as necessary.

Date:

Employee's Name:

Period of Service: From to

Summary of Incident:

INCIDENT

1. Employees involved:

2.  Date/Time/Location:

3. Brief Summary:

4. Rules, Regulations, Policies and/or Procedures Involved:

5.  Conduct, Behavior or Work Performance in Need of Correction:
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B-19.0 Disciplinary Actions 174
123



6. Witness Names & Positions:

7. Questions:

a. Has the employee had the opportunity to explain?___ Yes No
b. Have all witnesses been interviewed?__ Yes No
C. If the employee requested the presence of the Union representative, was questioning
ceased pending the arrival of said representative? Yes No
d. Was the employee aware of the rule, regulation, procedure and/or policy?
Yes No
e. Was the rule, regulation, procedure and/or policy made known previously to the

employee in writing?_Yes _ No

f. Was the rule, regulation, procedure and/or policy clear and easily understandable?
Yes No
g. Is the rule, regulation, procedure and/or policy related to the safe, orderly and
efficient operation of the Department? Yes No
h. How long has the rule been in effect?

i Was the rule, regulation, procedure and/or policy consistently and uniformly

enforced?
Yes No
J. Does substantial and credible evidence exist to indicate that the employee did in fact
commit the alleged misconduct, behavioral infraction and/or substandard work
performance? Yes No
k. Is this employee being singled out?__ Yes No
. Do any mitigating or aggravating circumstances exist?____Yes No

If yes, what are they?

m. Do factual records exist with respect to other employees that have committed the
same offense? Yes No

Attachment (3) - Supervisory Disciplinary Worksheet
B-19.0 Disciplinary Actions 175 124



n. What actions have been taken with other employees in the same or similar

circumstances?
0. What previous disciplinary actions have been taken with this employee before this
incident?
Date Incident Disciplinary Measure
p. What action is proposed as discipline for this incident (check one)?
_______Verbal Caution ______Letter of Caution
Letter of Instruction __ Suspension Without Pay*
Demotion _ Termination
* Inclusive dates of suspension without pay: From: To:
g. Is the proposed punishment commensurate with the offense with consideration

given for mitigating or aggravating circumstances, the past disciplinary record of
the employee, the past work performance record of the employee and with regard
to disciplinary measures awarded to similar offenders?  Yes = No

r. Has the appropriate collective bargaining agreement or Policies and Procedures
Manual section been reviewed and complied with? __ Yes _ No
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8. Disciplinary Review:

Position Signature Yes No Date

Immediate Supervisor:

Supervisor:

County Administrator:
(if required)

Chairman, Human
Resources and

Safety Committee
(if required)
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Attachment (4) - Letter of Caution

1. Administrative information.

Date:

Name:

Position:

Department:

Date of hire/seniority:

2. Statement of conduct, behavior, or work performance deficiency:

3. The purpose of this Letter of Caution is to call the above outlined deficiency to your
attention and to give you an opportunity to correct it before a more serious disciplinary
measure is required. A copy of this notice will not be filed in your official personnel
record; however, a copy will be retained in your working departmental personnel file for
use as a counseling tool.

4, Date by which this deficiency is to be corrected:
(Note: a deficiency correction date is not required for a Letter of Caution but may be
used at the discretion of the immediate supervisor.)

Signature of Immediate Supervisor

5. Acknowledgment: I have received a copy of this Letter of Caution:

Employee Signature and Date
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Attachment (5) - Letter of Instruction

1. Administrative information.

Date:

Name:

Position:

Department:

Date of hire/seniority:

2. Statement of conduct, behavior, or work performance deficiency:

3. Statement of specific remediation required to correct the above outlined deficiency or
deficiencies (attach additional sheets if required):

4, Further disciplinary action may be taken if the above outlined deficiency or deficiencies
is/are not corrected by: . Further disciplinary action may
include suspension without pay, demotion or termination.

5. The purpose of this Letter of Instruction is to call the above outlined deficiency or
deficiencies to your attention and to provide you with specific steps and/or guidance for
their correction. A copy of this letter will be filed in your official County personnel file.

Attachment (5) - Letter of Instruction
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6. Appeal: You have the right to appeal this disciplinary action in accordance with County
policy.

Signature of Immediate Supervisor

7. I have received a copy of this Letter of Instruction as attested to by my signature below.
Providing my signature below is merely an acknowledgment of this letter, not an
attestation of agreement with its contents.

Employee Signature and Date

8. Disposition.
Original to Personnel File.

Copy to:

Union Representative (if applicable)
Supervisor

Immediate Supervisor

Employee

Attachment (5) - Letter of Instruction
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Attachment (6) - Letter of Suspension Without Pay

1. Administrative information.

Date:

Name:

Position:

Department:

Date of hire/seniority:

2. You are hereby notified that you are being suspended without pay for the inclusive period
to

3. Reason for suspension without pay (attach additional sheets as required):

4. While on suspension without pay, you will not accrue salary or wages, seniority,

vacation, or sick leave credits. All other benefits remain in effect during the period of
suspension without pay.

5. You are expected to return to work at (time) on (date).

6. This disciplinary action is being imposed to impress upon you the importance of
complying with standards of conduct, behavior, and work performance. As your employer,
it is my sincere hope that this disciplinary action will facilitate your becoming a fully
productive employee on your return to work. Continued non-compliance with standards
of conduct, behavior and work performance could result in further and more serious
disciplinary action (such as demotion or termination). A copy of this letter will be filed in
your official County personnel file.

7. Appeal: You have the right to appeal this disciplinary action in accordance with County
policy.

Attachment (6) - Letter of Suspension Without Pay
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Signature of Immediate Supervisor

8. I have received a copy of this Letter of Suspension Without Pay as attested to by my
signature below. Providing my signature is merely an acknowledgment of this letter, not
an attestation of agreement with its contents.

Employee Signature and Date

8. Disposition.
Original to Personnel File

Copy to:

Union Representative (if applicable)
Supervisor

Immediate Supervisor Employee
Clerk’s Office

Administration Office

General-Aceounting Office

Attachment (6) - Letter of Suspension Without Pay
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Attachment (7) - Letter of Demotion

1. Administrative information.

Date:

Name:

Position:

Department:

Date of hire/seniority:

2. You are hereby notified that you are being demoted from your current job classification level
of
to job classification level effective on (date).
3. Reason for demotion (attach additional sheets as required):
4. This disciplinary action is being imposed to impress upon you the importance of complying

with standards of conduct, behavior and work performance. As your employer, it is my
sincere hope that this disciplinary action will facilitate your becoming a fully productive
employee again. Continued non- compliance with standards of conduct, behavior and work
performance could result in further and more serious disciplinary action (such as
termination). A copy of this letter will be filed in your official County personnel file.

Attachment (7) - Letter of Demotion
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5. Appeal: You have the right to appeal this disciplinary action in accordance with existing
County policy.

Signature of Immediate Supervisor

6. I have received a copy of this Letter of Demotion as attested to by my signature below.
Providing my signature is merely an acknowledgment of this letter, not attestation of
agreement with its contents.

Signature of Employee

7. Disposition.
Original to
Personnel File

Copy to:

Union Representative (if applicable)
Supervisor

Immediate Supervisor Employee
General-Accounting Office

Clerk’s Office

Administration Office

Attachment (7) - Letter of Demotion
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Attachment (8) - Letter of Termination

1. Administrative information.

Date:

Name:

Position:

Department:

Date of hire/seniority:

2. Your employment relationship with Wexford County is terminated effective (time)
on (day), (date).

3. The basis for this termination action is (attach additional sheets if required):

4. You are further advised that the fringe benefits associated with your employment with
Wexford County end effective at 12:00 midnight on with the exception of
health insurance which will end at midnight on (date).

5. Should you have any further questions regarding this matter, you may contact your
supervisor or at any time during the normal business day.

6. Appeal: You have the right to appeal this disciplinary action in accordance with existing
County policy.

Attachment (8) - Letter of Termination
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Signature of Immediate Supervisor

7. I have received a copy of this letter of termination as attested to by my signature below.
Providing my signature is merely an acknowledgment of this letter, not attestation of
agreement with its contents.

Signature of Employee

8. Disposition.
Original to
Personnel File

Copy to:

Union Representative (if applicable)
Supervisor

Immediate Supervisor Employee
General-Aceounting Office

Clerk’s Office

Administration Office

Attachment (8) - Letter of Termination
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Attachment (9) - Non-Union Letter of Appeal

1. Administrative information.

Date:

Name:

Position:

Department:

Date of hire/seniority:

2. I hereby appeal the below listed disciplinary action (attach a copy of the appropriate
letter; check the applicable space below):

Letter of Instruction. Suspension without pay.
Demotion. Termination.
3. I base my appeal on the following grounds (attach additional sheets as necessary):

Attachment (9) - Non-Union Letter of Appeal
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4. I understand the following time frames as they pertain to this appeal process:

a. Step 1 - Verbal Appeal:

1)

Appeal: An employee who wishes to appeal a disciplinary action will
first verbally discuss the issue with his/her supervisor within 5 calendar
days from the receipt of the letter outlining the disciplinary action.

2.) Answer: The supervisor will provide a verbal answer to the verbal appeal

within 5 calendar days of receiving the verbal appeal.
b. Step 2 - Written Appeal:

1.) Appeal: If the appeal at step 1 is not satisfactorily resolved at step 1, the
employee may submit a written appeal to the supervisor within 5
calendar days of receipt of the verbal answer.

2.)  Answer: Within 5 calendar days of receipt of the written appeal under

this step, the supervisor will convene a meeting with the employee, the
employee's immediate supervisor, the County Personnel Officer and the
Chairman of the standing Board of Commissioners Committee on Human
Resources. This meeting will be to review the written appeal. Within 5
calendar days of the conclusion of this meeting, the supervisor will
provide a written answer to the written appeal.

Signature of Employee

Attachment (9) - Non-Union Letter of Appeal
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Personnel Management
B-20.0 Personnel Records Management

County Board Approval: August 21, 1996; Amended XX, 2021
A General.

Per the authority provided to the County Board of Commissioners outlined in subparagraphs (p)
and (q) of MCL 46.11, the following offices are assigned the responsibility of maintaining the
official personnel records of the County:

Office Responsible For

: o OFF fFeial € : I L .
R

Clerk* Official individual personnel records for

employees assigned to the County Clerk’s
office (see note below).

Drain Commissioner* Official individual personnel records of the
Drain Commissioner (see note below).

Prosecutor* Official individual personnel records for
employees assigned to the Prosecutor's office
(see note below).

Register of Deeds™ Official individual personnel records for
employees assigned to the Register of Deeds'
office (see note below).

Sheriff* Official individual personnel records for
employees assigned to the Sheriff's Office
(including Road Patrol, Animal Control,
Dispatch, Corrections and service/support
personnel. See note below).

Treasurer® Official individual personnel records for
employees assigned to the County Treasurer's
office (see note below).

Circuit Court* Official individual personnel records for
employees assigned to the Circuit Court
organization (including Community
Corrections, Probation/Parole, Friend of the
Court and the Public Defender. See note below).

District Court* Official individual personnel records for
employees assigned to District Court (see note
below).

Personnel Management
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Probate Court* Official individual personnel records for

employees assigned to Probate Court (see note
below).

County Administrator Official County personnel records relating to

compensation and benefits.

Official individual personnel records for

Note:

employees assigned to all other County offices
and other aggregate official personnel records
(such as union contracts, claims, etc.).

There are a number of statutes that pertain to the management of official personnel
records by governmental units. Among these are:

1 The Michigan Employee Right to Know Act (MCLA 423.501 and MSA 17.62).
2 The Fair Labor Standards Act (FLSA).

3 The Civil Rights Act (Title VII).

4. The Age Discrimination in Employment Act (ADEA).

5 The Americans with Disabilities Act (ADA).

6 The Immigration Reform and Control Act (IRCA).

Offices outlined above that are indicated with an asterisk (*) are offices headed by
elected officials who have the prerogative to maintain the official individual personnel
records for the employees of their offices. This section summarizes the record keeping
requirements as presented in the aforementioned statutes in order to allow for uniform
record keeping across the spectrum of the County staff so as to preclude future litigation
against the County.

In the event that any office headed by an elected official wishes the County Administrator
to assume the official individual personnel records management functions for his/her
department, such an agreement can be made in writing between the Board Chair and the
elected official.

The bottom line is that the policy/procedure in this section has been written to protect the
County against litigation and the tenets of records management contained herein must be
adhered to by all personnel record managers to meet that purpose.

B. Recordkeeping Requirements.

1.

Mandatory items to be included in official personnel records.

Per State and Federal statute, the employer must include all of the following as part of the
official personnel records:

a. Employee identification data (to be kept in the individual employee’'s official
personnel file and in payroll records):
1) Full name.
2) Social Security number
3) Home address.
4) Date of birth (if under age 19).
5) Gender and occupation.
Personnel Management
B-20.0 Personnel Records Management 190

139



2Zb.

3-c.

4-d.

S5-e.

é-f.

Personnel Management

6) Time of day and day of week which the employee’'s work week begins.
Payroll data (to be kept in aggregate form; must be kept for 3 years):
1) Regular rate of pay.

2) Basis on which wages/salary is paid.

3) Amount and nature of each payment excluded from the regular rate.
4) Hours worked each day and total hours worked each week.

5) Total daily or weekly straight time earnings.

6) Total premium paid for overtime worked.

7 Total additions or deductions from pay each pay period.

8) Total wages paid each pay period.
9) Date of payment and pay period covered by the payment.

Certificates, agreements, plans, and notices pertaining to employees, (to be kept
in aggregate form; must be kept for 3 years) including:

1) Collective bargaining agreements.
2) Pension, thrift, profit-sharing plans, and other benefit programs in force.
3) Written summaries of oral agreements made with employees.

Supplementary basic records (kept in aggregate form; must be kept for 3 years):
1) All basic time and earning cards.

2) All payables or schedules of the employer which provide the piece rates
of other rates used in computing straight time earnings, wages, salary, or
overtime pay.

3) Records of additions to or deductions from wages paid.

The following documents must be kept in the individual employee’'s official
personnel record indefinitely:

1) Any document which identifies the employee and which is being, has
been, or may be used relative to that employee’'s qualifications,
promotion, transfer, additional compensation or disciplinary action (such
as a training certificate of completion, performance evaluation, etc.).

2) Any document concerning an occurrence or fact about an employee that
is also kept by an executive, administrative or professional employee in
his sole possession and not intended for access by others. Note: This type
of record may not be kept for more than 6 months after the date it was
first made or the date of the occurrence, whichever is sooner. (Examples
are: an incident report concerning the employee, etc.).

3) Any written statement by the employee expressing disagreement with
information in a document or record if an agreement cannot be reached
by the employer and employee regarding such information (such as a
performance evaluation, etc.).

The following records must be kept in the individual employee’'s official
personnel record for at least 1 year from the date of the action to which the record
relates:

B-20.0 Personnel Records Management 191
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1) Job applications and/or resumes.
2) Individual employment agreements.

3) Job orders submitted by the employer to an employment agency which
resulted in the hiring of the employee.

4) Test papers completed by the employee as part of the application
process.

5) Advertisements or notices pertaining to the position which the employee
was hired to fill.

6) Records of promotion, demotion, transfer, selection for transfer, layoff,
recall or discharge.

7) Employee benefit plan summaries (if different from the plan provided to
the aggregate County staff).

8) Results of physical examinations that are considered by the employer
relative to any personnel action pertaining to the employee.

Z2. Items that are not authorized to be retained in official personnel records. Per State and

Federal statute, the employer is prohibited from including any of the following in official
personnel records:

a.

&b.

9.

10-d.

H-e.

12-f.

Employee references supplied to the employer if the identity of the person
making the reference would be disclosed.

Staff planning materials relative to more than one employee (such as salary
increases, bonus plans, pro- motion plans, job assignments, etc.).

Medical reports and records made or obtained by the employer if these reports
are available to the employee from the doctor or medical facility involved.

Personal information about an individual other than the employee, disclosure of
which would constitute a clearly unwarranted invasion of the other person's
privacy.

Records relating to a criminal investigation of the employee.

Records kept separately regarding grievance investigations not used for purposes
specified above.

1+3-g.  Information about an employee’'s associations, political activities, publications

subscribed to or communications of the employee regarding non-employment
activities except where:

1) Such information is submitted in writing by the employee to the
employer or is authorized in writing by the employee to the employer to
be gathered and kept; or:

2) Such record documents activities that interfere with the performance of
the employee's duties or the duties of other employees during the
employee's working hours.

3) Note: If either of these exceptions are met, then this information must be
included in the employee's official personnel record.

C. Control of, access to and disclosure of information contained in official personnel records.

Disclosure of information contained in official personnel records is covered by State and Federal

Personnel Management
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statute.

1. MCL 46.11 provides the authority to the Board of Commissioners to establish rules and
regulations in reference to the management of the interest and business concerns of the
County. Accordingly, the following pertain to access to official County personnel records:

a. Access to any official County personnel record will be on a ““need to know™ ™
basis only.
1) County staff personnel requesting access to official County personnel

records will be required to certify their “need to know” in writing to the
record custodian who shall then determine the level of access to be granted.

2) External “third party” requests for access to official County personnel
records will be handled via the Freedom of Information Act (FOIA)
outlined elsewhere in this Manual.

2:b.  Access to official County personnel records relating to compensation and

benefits will be adjudicated by the General Accounting Office.
3.c.  Access to individual official County personnel records/files will be adjudicated

by the respective record custodian as outlined above.
4:2. Section 6 of the Michigan Right to Know Act (MCLA 423.501) prohibits an employer

from divulging a disciplinary report, letter of reprimand or other disciplinary action
pertaining to an employee to a third party, to a party not a part of the employer's
organization or to a party who is not a labor organization representing that employee

without providing written notice to the employee.

a. Written notification of such action will be made by first class mail to the
employee’’s last known address (mailed on or before the day that the information
is divulged from the official personnel record).

5.b.  Exceptions to this requirement are:

1) The employee has specifically waived written notice as part of written,
signed employment application with another employer.

2) Disclosure is ordered in a legal action or arbitration.

3) The information is requested by a government agency (i.e.: the

Department of Labor or the Michigan Employment Security
Commission) as a result of a claim or complaint of an employee.

6:3. Section 9 of the Right to Know Act allows the employer to keep a separate file of
information pertaining to an employee and regarding any criminal investigation of the
employee. The employer must have reasonable cause to believe that the employee is
engaged in criminal activity which may result in damage to the employer’'s property or

disruption of the employer’'s business operations.

a. On completion of the investigation or after 2 years (whichever comes first) the
employer must notify the employee that such an investigation was conducted.

7b. If disciplinary action was not taken as a result of the investigation, the
investigative file must be destroyed.

8-c.  The only exception to this is when the employer is a criminal justice agency
which is involved in the investigation of alleged criminal activity or the violation
of an agency rule by the employee. (Example: this exception would apply to the

Sheriff’s Office or the Office of the Prosecutor.) In this exception, the employee

Personnel Management
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must be notified as outlined above but the file need not be destroyed.
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L.11.

Trent J Taylor Richard R. Doehring
Sheriff Undersheriff

December 21, 2020

Administrator Koch,

Wexford County Administrator’s Office
437 E. Division St
Cadillac, MI 49601

RE: Purchase Order

Summary;

Attached is a quote for in car cameras in the 2 newest patrol units that are being used currently without
cameras.

This equipment can be purchased with the funds in the 2020 budget line items as follows:

101-301-957.00 $5860.00

1015 Lincoln St. « Cadillac, Michigan 49601 - 231-779-9216 + FAX: 231-779-0218
www.wexfordsheriff.org 147



ADDRESS: PREPARED BY: QUOTE #:

PRO"VISION 8625-B Byron Commerce Dr. Angela Mathews MASQ16257

> it Byron Center, Ml 49315
Video Systems o
provisionusa.com PREPARED FOR: DATE:

800-576-1126 Wexford County Sheriff 12/21/2020

HD VIDEO SYSTEM QUOTE

Part # Qty Unit Price Ext. Price
1080p HD In-Car Video Two Camera Base KiT DVR-808LE2 2 $2,930 $5,860
Includes: Dash Camera, interior Camera, DVR, Lockable Cage, GPS Antenna,
128GB SD Card, 20ft & (2) 10ft Camera Cables, 15ft LAN Cable, Event Marker
Button, Wireless Microphone System, Wireless File Transfer Kit, Software &

Guides
Total $5,860

Optional Software Solutions:
(No Options)

SECURAMAX®VIDEO MANAGEMENT

SMX-SVRLE - SecuraMax Self-Hosted Software - $3500 MSRP: $7,450

Savings: $1,590
SMX-SVRL1 - SecuraMax Server License - 1 Year- $215/each
SMX-SVRL3 - SecuraMax Server License - 3 Year - $315/each

SMX-SVRL - SecuraMax Server License - 5 Year - $475/each

SMX-5YR-100 - SecuraMax 100GB Cloud Storage - 5 Year
Plan

Monthly Fee per Device: $43
PV DASHBOARD®FLEET MANAGEMENT

Please contact me if | can be of furtherassistance.

60 Month Installment Purchase Option (per unit/month)$ N/A
Above Option with Installation (per unit/month) $ N/A

Lease price based on total product purchase divided by the total number of

General Terms: PRO-VISION®, Inc. ships allorders UPS Ground. Serviceor carrier change will result in additional charges. Shipping & Handling notincluded unless specified. Quoteis valid for 30 days. Purchase
price is USD and FOB Byron Center, Ml. Product Invoice Net 30 Day Terms or 2.0% Discount Net 10 Day Terms. (excludes installation and SecuraMax Server). Terms and Discounts do not apply to leases or
creditcard payments. 50% Deposit Required for Installation. Final Installation/Seivice Payment is due on Receipt of Invoice. Product to beinstalled by PRO-VISION® and ServiceDeposit must be paid for prior
to scheduling of install/service work. Minimum Service Deposit Required for Service Work. Install rates based on a single location with minimum access of 12 hr/days, 7 days/ week. Additional fees may apply if
installation location does not comply with our defined service facility requirements. Past dueinvoices will be subject to a 1.5% per month Finance Charge. No technical support or warranty claims will be
provided for any past due account. All transactions are subject to final PRO-VISION® Management Approval.

Leasing: Instaliment Purchase Option Application must be submitted for final management approval. Rates are subject to change without notice until application is approved. Shipping & Handlingis not
included in quoted Installment Purchase Option Rates. Shipping & Handling will beincluded in Installment Purchase Option Application. A $360.00 document fee and one advance payment equal to the total
monthlyrateis required with approved final Installment PurchaseOption Documents.

SecuraMax®: Plan Price per Month Based on Service Contract for the specified length with autopay discount. Service Contract and End User License Agreement (EULA) required. Additional terms specified in
Service Contract and EULA. Hardwareusing SecuraMax must bepaid for prior to deployment. Protection Plan Claims Subject to Deductible.

12/21/20 CONFIDENTIAL

148



L.12.

N Trent J Taylor Richard R. Doehring
faas=a o= g

Sheriff Undersheriff

December 17, 2020

Administrator Koch,

Wexford County Administrator’s Office
437 E. Division St
Cadillac, M1 49601

RE: Purchase Order

Summary;

Attached is a quote for needed repair and upgrade to the external kennels located at the Wexford
County Animal Shelter.

Unfortunately, we have been working on this project for approximately 6 months in attempts to get
builders to submit bids for this project. We continued to get delayed due to lack of interest in this
project from builders.

On December 16, 2020 | did receive a quote from a local builder who is willing to proceed with this
project. Due to the upcoming winter season this is a project that needs to moved forward rather quickly.

I am asking for approval to move forward with the quote/bid for the listed project from Anderson
builders. The funds are available in the Animal Control Budget.

1015 Lincoln St. » Cadillac, Michigan 49601 - 231-779-9216 « FAX: 231-779-0218 149
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Anderson Builders

6183 E. 32 Rd

Cadillac Ml 49601

Phone: 231-775-9974
andersontomj@hotmail.com
License #2101116527

12/16/2020

Wexford County Animal Shelter
1406 6Th ave
Cadillac Mi. 49601

Re: Roof over exterior animal kennels:

Remove existing temp structure

Add new steel roof approx 17'x40' ( 2 separate structures, north and south)
Proper supporting structure both ends and center support if required

All poles to ground to be steel

Roof support structure to be wood frame

Roof covering to be pole structure steel

Fascia perimeter to be aluminum or vinyl covered for a finished look

Total Labor and Materials: $18,500.00

Proposal may be considered void if not accepted in 30 days.
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Payments to be made as follows: 50% down remainder due upon completion.

Visa and Mastercard accepted

Contractor signature Date
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L.13.

BOARD OF COMMISSIONERS AGENDA ITEM

FROM: Finance Committee
FOR MEETING DATE:  January 6, 2021
SUBJECT: TelNet Proposals / Addendum

SUMMARY OF ITEM TO BE PRESENTED:

In August, the Board of Commissioners approved an agreement with Abilita. They were
hired to review Wexford County’s telecommunications expenses in hopes of cost
reduction and improved service. Abilita is recommending that the County shift from
AT&T to Telnet for both local and long distance service at the Courthouse and the Lake
Street building. It is anticipated that this change will reduce the Courthouse and Lake
Street phone bills by more than $1,000 per month. The Sheriff’s Office and Jail is already
using Telnet.

Two proposals are attached; approval of these will add the Courthouse and Lake Street to
the existing Telnet account.

Also attached is a usage report from Windemuller for the month of November. Using this
data, Abilita is also recommending approval of the attached addendum. If approved, the
addendum will allow the reduction of talk paths by 50% if it is determined that such a
reduction is in the County’s best interest. A reduction of talk paths will be considered
after the move to Telnet is implemented and sufficient data is obtained.

RECOMMENDATION:

The Finance Committee suggests the full board approve the proposal and addendum.
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TelNet Worldwide
31700 Research Park Drive
Madison Heights, M1 48071

TELNET
TelNet Proposal

TelNet Worldwide Quote Prepared for Wexford County Courthouse Term: 36Months

Prepared on: December 2, 2020 Expires on: March 2, 2021
Payment terms: Net 20

Quote Prepared for: Quote Prepared by:
John Heileman

437 East Division Street TelNet Worldwide

Cadillac, M| Customer Account Manager

49601
P: (248) 485-1156
jheileman@tel netww.com

PRODUCT UNIT PRICE QTY Monthly Total  Non Recurring Total
PRI Voice Gateway (Adtran) (Subscription)

$29.50 1 $29.50 $0.00

Voice Gateway - Setup Fee $0.00 1 $0.00 $0.00
PRI Channel $8.50 23 $195.50 $0.00
Telephone Number $0.25 50 $12.50 $0.00
Domestic LD Metered Rate Plan $0.00 23 $0.00 $0.00
Subtotal: 98 $237.50 $0.00

MONTHLY TOTAL: NON RECURRING TOTAL:
$237.50 $0.00

Quote for: Q-45613
Prepared on: Dec 2, 2020 Page 1 of 2
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TELNET

Rateswill only apply to the services that have been purchased

TelNet Worldwide
31700 Research Park Drive
Madison Heights, M1 48071

IP PRI Call Plan L ocal Intralata | Interstate | Intrastate Toll Free Intl
Unlimited Nationwide Calling 0.00 0.00 0.00 0.00 0.022 Market Rate
International Calling 0.00 0.00 0.00 0.00 0.00 Market Rate
Domestic LD Rate Plan 0.00 0.00 0.019 0.019 0.022 Market Rate
Quote for: Q-45613
Prepared on: Dec 2, 2020 Page 2 of 2
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TelNet Worldwide
31700 Research Park Drive
Madison Heights, M1 48071

TELNET
TelNet Proposal

TelNet Worldwide Quote Prepared for WEXFORD COUNTY (401 North L ake Street) Term: 36Months

Prepared on: December 2, 2020 Expires on: March 2, 2021
Payment terms: Net 20

Quote Prepared for: Quote Prepared by:
John Heileman

401 North Lake Street TelNet Worldwide

Cadillac, M| Customer Account Manager

49601
P: (248) 485-1156
jheileman@tel netww.com

PRODUCT UNIT PRICE QTY Monthly Total  Non Recurring Total
PRI Voice Gateway (Adtran) (Subscription)

$29.50 1 $29.50 $0.00

Voice Gateway - Setup Fee $0.00 1 $0.00 $0.00
PRI Channel $8.50 14 $119.01 $0.00
Telephone Number $0.25 25 $6.25 $0.00
Domestic LD Metered Rate Plan $0.00 14 $0.00 $0.00
Subtotal: 55 $154.76 $0.00

MONTHLY TOTAL: NON RECURRING TOTAL:
$154.76 $0.00

Quote for: Q-45615
Prepared on: Dec 2, 2020 Page 1 of 2
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TELNET

Rateswill only apply to the services that have been purchased

TelNet Worldwide
31700 Research Park Drive
Madison Heights, M1 48071

IP PRI Call Plan L ocal Intralata | Interstate | Intrastate Toll Free Intl
Unlimited Nationwide Calling 0.00 0.00 0.00 0.00 0.022 Market Rate
International Calling 0.00 0.00 0.00 0.00 0.00 Market Rate
Domestic LD Rate Plan 0.00 0.00 0.019 0.019 0.022 Market Rate
Quote for: Q-45615
Prepared on: Dec 2, 2020 Page 2 of 2
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WINDEMULLER

Partners in your success

Wexford County Mitel Trunk Group
Usage Report
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Trunk Activity by Day for the Month of November

Listed below you will find the trunk activity information for each workday of this month, with each trunk group in

separate data sections.
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11/02/2020
Starting Date: 11/2/2020 12:00:00AM Ending Date: 11/2/2020 11:59:53PM

Inbound Outbound Total
Average Average Average
Courthouse PRI Oty Duration Duration City Duration Duration Gty Duration Duration
Courthouse PRI 179 5:49:45 0:01:57 0 0:00:00 0:00:00 179 5:49:45 0:01:57
Courthouse PRI 86 4:17:20 0:02:59 0 0:00:00 0:00:00 86 4:17:20 0:02:59
Courthouse PRI 74 2:41:08 0:02:10 0 0:00:00 0:00:00 T4 2:41:08 0:02:10
Courthouse PRI 35 13947 0:02:51 0 0:00:00 0:00:00 35 13947 0:02:51
Courthouse PRI 22 0:41:20 0:01:52 0 0:00:00 0:00:00 22 0:41:20 0:01:52
Courthouse PRI 12 0:18:22 0:01:31 0 0:00:00 0:00:00 12 0:18:22 0:01:31
Courthouse PRI 2 0:06:19 0:03:09 0 0:00:00 0:00:00 2 0:06:19 0:03:09
Courthouse PRI 3 0:04:34 0:01:31 0 0:00:00 0:00:00 3 0:04:34 0:01:31
Courthouse PRI 1 0:03:12 0:03:12 0 0:00:00 0:00:00 1 0:03:12 0:03:12
Courthouse PRI 1 0:03:42 0:03:42 0 0:00:00 0:00:00 1 0:0342 0:03:42
Courthouse PRI 0 0-00:00 0:00:00 5 0:08:17 0:01:39 5 0:08:17 0:01:39
Courthouse PRI 0 0:00:00 0:00:00 21 0:29:20 0:01:23 21 0:29:20 0:01:23
Courthouse PRI 0 0-00-00 0:00:00 78 2:38:28 0:02:01 78 2:38:28 0:02:01
Total 415 15:45:29 0:02:16 104 3:16:05 0:01:53 319 19:01:34 0:02:11

Inbound Outbound Total
Average Average Average
Jail PRI ity Duration Duration Oty Duration Duration Qty Duration Duration
P01 112 32913 0:01:52 0 0:00:00 0:00:00 112 32913 0:01:52
PO2 45 1:18:49 0:01:45 0 0:00:00 0:00:00 45 1:18:49 0:01:45
P03 " 0:26:31 0:02:24 0 0:00:00 0:00:00 " 0:26:31 0-02:24
PO4 4 0:11:30 0:02:52 0 0:00:00 0:00:00 4 0:11:30 0:02:52
P05 1 0:02:06 0:02:06 0 0:00:00 0:00:00 1 0:02:06 0:02:06
P21 0 0-00-00 0:00:00 1 0:00:23 0:00:23 1 0:00:23 0:00:23
P22 0 0:00:00 0:00:00 10 0:35:50 0:03:35 10 0:35:50 0:03:35
P23 0 0:00:00 0:00:00 59 2:29:08 0:02:31 59 2:29:08 0:02:3
Total 173 5:28:09 0:01:53 70 3:05:1 0:02:38 243 8:33:30 0:02:06

Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration Qty Duration Duration Qty Duration Duration
LKS1 97 3:21:05 0:02:04 0 0:00:00 0:00:00 97 3:21:06 0:02:04
LKS1 (19) 0 0:00-00 0:00:00 3 1:21:05 0:27-01 3 1:21:05 0:27:01
LKS1 (2) 40 1:30:32 0:02:15 0 0:00:00 0:00:00 40 1:30:32 0:02:15
LKS1 (20) 0 0:00:00 0:00:00 3 1:23:35 0:27:53 3 12339 0:27:53
LKS1 (21) 0 0:00:00 0:00:00 7 2:08:10 0:18:18 7 2:08:10 0:18:18
LKS1 (22) 0 0:00-00 0:00:00 14 2:41:20 0:11:3 14 2:41:20 0113
LKS1 (23) 0 0:00:00 0:00:00 52 3:15:54 0:03:46 h2 3:15:54 0:03:46
LKS1 (3) 12 0:15:08 0:01:15 0 0:00:00 0:00:00 12 0:15:08 0:01:15
LKST (4) 3 0:03:52 0:01:17 0 0:00:00 0:00:00 3 0:03:52 0:01:17
Total 152 5:10:37 0:02:02 [ 10:50:08 0:08:13 23 16:00:45 0:04:09
Grand Total 740 26:24:15 0:02:08 253 17:11:34 0:04:04 993 43:35:49 0:02:38



11/03/2020

Starting Date: 11/3/2020 12:00:00AM Ending Date: 11/3/2020 11:59:59PM

Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration Duration Oty Duration Duration Qty Duration Duration
Courthouse PRI 236 5-:49:52 0:01:28 0 0:00:00 0:00:00 236 5:49:52 0:01:28
Courthouse PRI 124 3:39:53 0:01:46 0 0:00:00 0:00:00 124 3:39:53 0:01:46
Courthouse PRI 56 2:50:10 0:03:02 0 0:00:00 0:00:00 56 2:50:10 0:03:02
Courthouse PRI 29 1:10:40 0:02:26 0 0:00:00 0:00:00 29 1:10:40 0:02:26
Courthouse PRI 17 0:31:04 0:01:49 0 0:00:00 0:00:00 17 0:31:04 0:01:49
Courthouse PRI T 0:11:15 0:01:36 0 0:00:00 0:00:00 T 0:11:15 0:01:36
Courthouse PRI 2 0:01:03 0:00:31 0 0:00:00 0:00:00 2 0:01:03 0:00:31
Courthouse PRI 1 0:00:28 0:00:28 0 0-00:00 0:00:00 1 0:00:28 0:00:28
Courthouse PRI 1 0:00:20 0:00:20 0 0:00:00 0:00:00 1 0:00:20 0:00:20
Courthouse PRI 1] 0:00:00 0:00:00 5 0:03:32 0:00:42 5 0:03:32 0:00:42
Courthouse PRI 0 0:00:00 0:00:00 32 0-49:12 0:01:32 32 0:49:12 0:01:32
Courthouse PRI 0 0:00:00 0:00:00 79 2:22:58 0:01:48 79 2:22:58 0:01:48
Total 473 14:14:45 0:01:48 116 3:15:42 0:01:41 589 17:30:27 0:01:47
Inbound Outbound Total
Average Average Average
Jail PRI Qty Duration Duration Qty Duration Duration oty Duration Duration
P01 M 3-55:03 0:02:07 0 0-00:00 0:00:00 m 3:55:03 0:02:07
POz 28 0:45:19 0:01:37 0 0-00:00 0:00:00 28 0:45:19 0:01:37
PO3 4 0:07:06 0:01:46 0 0:00:00 0:00:00 4 0:07:06 0:01:46
PO4 2 0:01:44 0:00:52 0 0:00:00 0:00:00 2 0:01:44 0:00:52
P22 0 0:00:00 0:00:00 2 0-06:44 0:03:22 2 0:06:44 0:03:22
P23 0 0:00:00 0:00:00 39 1:28:07 0:02:15 39 1:28:07 0:02:15
Total 145 4:49:12 0:01:59 41 1:34:51 0:02:18 186 6:24:03 0:02:03
Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration Gty Duration Duration Qty Duration Duration
LK31 7 2:54:45 0:02:16 0 0:00-00 0:00-00 77 2:54:45 0:02:16
LKS1 (2) 23 1:08:50 0:02:59 0 0:00:00 0:00:00 23 1:08:50 0:02:59
LKS1 (20) 0 0:00:00 0:00:00 1 0:03:10 0:03:10 1 0:03:10 0:03:10
LKS1 (21) 0 0:00:00 0:00:00 8 0:08:08 0:01:01 8 0:08:08 0:01:01
LKS1 (22) 0 0-00:00 0:00:00 15 1:31:35 0:06:06 15 1:31:35 0:06:06
LKS1 (23) 0 0:00:00 0:00:00 34 2:31:03 0:04:26 34 2:31:03 0:04:26
LKS1 (3} 15 0:29:22 0:01:57 0 0:00:00 0:00:00 15 0:29:22 0:01:57
LKS1 (4) 2 0:00:54 0:00:27 0 0-00:00 0:00:00 2 0:00:54 0:00:27
Total 17 4:33:51 0:02:20 58 4:13:56 0:04:22 175 B:47:47 0:03:00
Grand Total 735 23:37:48 0:01:55 215 9:04:29 0:02:31 950 32:42:17 0:02:03
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11/04/2020

Starting Date: 11/4/2020 12:00:00AM Ending Date: 11/4/2020 11:59:59PM

Inbound Outbound Total
Average Average Average
Courthouse PRI City Duration Duration ity Duration Duration Gty Duration Duration
Courthouse PRI 182 5:16:19 0:01:44 0 0-00:00 0:00:00 182 5:16:19 0:01:44
Courthouse PRI 93 3:48:43 0:02:27 0 0:00:00 0:00:00 93 3:48:43 0:02:27
Courthouse PRI 54 2:32:13 0:02:49 0 0:00:00 0:00:00 54 2:32:13 0:02:49
Courthouse PRI 22 0:53:48 0:02:26 0 0:00:00 0:00:00 22 0:53:48 0:02:26
Courthouse PRI 6 0:30:37 0-05:06 0 0-00:00 0:00:00 6 0:30:37 0:05:06
Courthouse PRI 4 0:04:23 0:01:05 0 0:00:00 0:00:00 4 0:04:23 0:01:05
Courthouse PRI 2 0:01:12 0:00:36 0 0:00:00 0:00:00 2 0:01:12 0:00:36
Courthouse PRI 1 0:00:33 0:00:33 0 0-00:00 0:00:00 1 0:00:33 0:00:33
Courthouse PRI 0 0:00:00 0:00:00 5 0-07:52 0:01:34 5 0:07:52 0:01:34
Courthouse PRI o] 0:00:00 0:00:00 27 1:44:50 0:03:52 2T 1:44:50 0:03:62
Courthouse PRI 0 0:00:00 0:00:00 67 3:36:32 0:03:13 67 3:36:32 0:03:13
Total 364 13:07:48 0:02:09 99 5:29:14 0:03:19 463 18:37:02 0:02:24

Inbound Cutbound Total
Average Average Average
Jail PRI Gty Duration Duration Qty Duration Duration Gty Duration Duration
P01 79 22354 0:01-49 0 0:00:00 0:00:00 79 2:2354 0:01:49
P02 13 0:26:34 0:02:02 0 0:00:00 0:00:00 13 0:26:34 0:02:02
PO2 1 0:01:20 0:01:20 0 0:00:00 0:00:00 1 0:01:20 0:01:20
P21 0 0:00:00 0:00:00 2 0:02:07 0:01:03 2 0:02:07 0:01:02
P22 0 0:00:00 0:00:00 5 0:29:06 0:05:49 5 0:29:06 0:05:49
P23 0 0:00:00 0:00:00 44 1:51:33 0:02:32 44 1:51:33 0:02:32
Total 93 2:51:48 0:01:50 51 2:22:46 0:02:47 144 5:14:34 0:02:11

Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration Gty Duration Duration Oty Duration Diuration
LKS1 73 25703 0:02:25 0 0:00:00 0:00:00 73 2:57:03 0:02:25
LKS1 (2) 25 1:26:28 0:03:27 0 0:00:00 0:00:00 25 1:26:28 0:03:27
LKS1 (22) 0 0:00:00 0:00:00 12 0:22:23 0:01:51 12 0:22:23 0:01:51
LKS31 (23) 0 0-00:00 0:00:00 36 2:41:57 0:04:29 36 2:41:57 0-04:29
LKS1 (3) 1 0:32:25 0:02:56 0 0:00:00 0:00:00 " 0:32:25 0:02:56
LKS1 (4) 2 0:06:30 0:03:15 0 0:00:00 0:00:00 2 0:06:30 0:03:15
Total 111 5:02:26 0:02:43 48 3:04:20 0:03:50 159 8:06:46 0:03:03

e
Grand Total 568 21:02:02 0:02:13 198 10:56:20 0:03:18 766 31:58:22 0:02:30
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11/05/2020

Starting Date: 11/5/2020 12:00:00AM Ending Date: 11/5/2020 11:59:59PM
Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration Duration Qty Duration Duration Qty Duration Duration
Courthouse PRI 162 4:57:40 0:01:50 0 0:00:00 0:00:00 162 4:57:40 0:01:50
Courthouse PRI 81 3:01:59 0:02:14 0 0:00:00 0:00:00 81 3:01:59 0:02:14
Courthouse PRI 47 1:19:25 0:01:41 0 0:00:00 0:00:00 47 1:1925 0:01:41
Courthouse PRI 22 0:29:35 0:01:20 0 0:00-00 0:00:00 22 0:29:35 0:01:20
Courthouse PRI 5 0:22:00 0:04:24 0 0:00:00 0:00:00 5 0:22:00 0:04:24
Courthouse PRI 1 0:00:27 0:00:27 0 0:00:00 0:00:00 1 0:00:27 0:00:27
Courthouse PRI 1 0:00:21 0:00:21 0 0-00:00 0:00:00 1 0:00:21 0:00:21
Courthouse PRI 1 0:00:25 0:00:25 0 0:00:00 0:00:00 1 0:00:25 0:00:25
Courthouse PRI 1 0:00:22 0:00:22 0 0:00:00 0:00:00 1 0:00:22 0:00:22
Courthouse PRI 0 0:00:00 0:00:00 2 0:02:15 0:01-07 2 0:02:15 0:01:07
Courthouse PRI 0 0:00:00 0:00:00 5 0:07:10 0:01:26 L 0:07:10 0:01:26
Courthouse PRI 0 0:00:00 0:00:00 17 1:17:55 0:04:35 17 1:17:55 0:04:35
Courthouse PRI 0 0:00:00 0:00:00 h2 2:51:46 0:03:18 52 2:51:46 0:03:18
Total 321 10:12:14 0:01:54 76 4:19:06 0:03:24 397 14:31:20 0:02:11
Inbound Outbound Total
Average Average Average
Jail PRI Oty Duration Duration Qty Duration Duration Qty Duration Duration
P01 97 3:46:55 0:02:20 0 0:00:00 0:00:00 97 3:46:55 0:02:20
Po2 40 1:32:54 0:02:19 0 0:00:00 0:00:00 40 132:54 0:02:19
PO3 9 0:35:01 0:03:53 0 0:00:00 0:00:00 9 0:35:01 0:03:53
PO4 4 0:04:40 0:01:10 0 0:00:00 0:00:00 4 0:04:40 0:01:10
P21 0 0:00:00 0:00:00 14 0:21:39 0:01:32 14 0:21:39 0:01:32
P22 0 0:00:00 0:00:00 7 2:19:51 0:19:58 7 2:19:51 0:19:58
P23 0 0:00:00 0:00:00 35 3:35:29 0:06:09 35 33529 0:06:09
Total 150 5:59:30 0:02:23 56 6:16:59 0:06:43 206 12:16:29 0:03:34
Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration Oty Duration Duration Oty Duration Duration
LKS1 98 31221 0:01:57 0 0:00:00 0:00:00 98 31221 0:01:57
LKS1 (2) 25 0:45:38 0:01:49 0 0:00:00 0:00:00 25 0:45:38 0:01:49
LKS1 (20) 1] 0:00:00 0:00:00 1 0:23:12 0:23:12 1 0:23:12 0:23:12
LKS1 (21) 0 0:00:00 0:00:00 6 0:10:54 0:01:49 6 0:10:54 0:01:49
LKS1 (22) 1] 0:00:00 0:00:00 12 2:00:13 0:10:01 12 2:00:13 0:10:01
LKS1 (23) 0 0:00:00 0:00:00 29 3:03:00 0:06:18 29 3:03:00 0:06:18
LKS1 (3) ] 0:13:56 0:02:19 0 0:00:00 0:00:00 6 0:13:56 0:02:19
LKS1 (4) 2 0:03:43 0:01:51 0 0:00:00 0:00:00 2 0:03:43 0:01:51
Total 131 4:15:38 0:01:57 48 5:37:19 0:07:01 179 9:52:57 0:03:18
Grand Total 602 20:27:22 0:02:02 180 16:13:24 0:05:24 782 36:40:46 0:02:48
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11/06/2020

Starting Date: 11/6/2020 12:00:00AM Ending Date: 11/6/2020 11:59:59PM

Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration Duration oty Duration  Duration Qty Duration Duration
Courthouse PRI 172 4:54-49 0:01:42 0 0:00:00 0:00-00 172 4:54-49 0:01:42
Courthouse PRI 84 3:19:28 0:02:22 0 0:00:00 0:00:00 84 3:19:28 0:02:22
Courthouse PRI 43 1:46:35 0:02:28 0 0:00:00 0:00:00 43 1:46:35 0:02:28
Courthouse PRI 20 0:24:22 0:01:13 0 0:00:00 0:00:00 20 0:24:22 0:01:13
Courthouse PRI 8 0:11:01 0:01:22 0 0:00:00 0:00:00 8 0:11:01 0:01:22
Courthouse PRI 4 0:01:36 0:00:23 0 0:00:00 0:00:00 4 0:01:35 0:00:23
Courthouse PRI 4 0:01:02 0:00:15 0 0:00-00 0:00:00 4 0:01:02 0:00:15
Courthouse PRI 4 0:01:18 0:00:19 0 0:00:00 0:00:00 4 0:01:18 0:00:19
Courthouse PRI 1 0-00:21 0:00:21 0 0:00:00 0:00:00 1 0:00:21 0:00:21
Courthouse PRI 1 0:00:39 0:00:39 0 0:00:00 0:00:00 1 0:00:39 0:00:39
Courthouse PRI 1 0:00:29 0:00:29 0 0:00:00 0:00:00 1 0:00:29 0:00:29
Courthouse PRI 1 0:00:36 0:00:36 0 0:00:00 0:00:00 1 0:00:36 0:00:36
Courthouse PRI 1 0-00:44 0:00:44 0 0:00:00 0:00:00 1 0:00:44 0:00:44
Courthouse PRI 1 0:00:58 0:00:58 0 0:00:00 0:00:00 1 0:00:58 0:00:58
Courthouse PRI 1 0:00:37 0:00:37 0 0:00:00 0:00:00 1 0:00:37 0:00:37
Courthouse PRI 0 0:00-00 0:00:00 2 0-08:27 0:04:13 2 0:08:27 0:04:13
Courthouse PRI i 0-00:00 0:00:00 5 0:08:54 0:01:46 5 0:08:54 0:01:46
Courthouse PRI 0 0:00:00 0:00:00 37 1:15:24 0:02:02 37 1:15:34 0:02:02
Courthouse PRI ] 0:00:00 0:00:00 74 3:09:40 0:02:33 T4 3:09:40 0:02:33
Total 346 10:44:34 0:01:51 118 4:42:35 0:02:23 464 15:27:09 0:01:59

Inbound Outbound Total
Average Average Average
Jail PRI Oty Duration Duration Gty Duration Duration Gty Duration Duration
PO1 94 2:59:47 0:01:54 0 0:00:00 0:00:00 94 2:59:47 0:01:54
P02 19 0:36:39 0:01:55 0 0:00:00 0:00:00 19 0:36:39 0:01:55
P03 3 0:05:48 0:01:56 0 0:00:00 0:00:00 3 0:05:48 0:01:56
p22 0 0:00:00 0:00:00 10 0:11:58 0:01:11 10 0:11:58 0:01:1
P23 0 0:00:00 0:00:00 35 1:49:04 0:03:06 35 1:49:04 0:03:086
Total 116 3:42:14 0:01:54 45 2:01:02 0:02:41 161 5:43:16 0:02:07

Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration Qty Duration Duration Qty Duration Duration
LKS1 73 2:23:00 0:01:57 0 0:00:00 0:00:00 73 2:23:00 0:01:57
LKS1 (2) 18 0:47:29 0:02:38 0 0:00:00 0:00:00 18 0:47:29 0:02:38
LKS1 (22) 0 0:00:00 0:00:00 4 0:11:47 0:02:56 4 0:11:47 0:02:56
LKS1 (23) 0 0:00:00 0:00:00 i7 1:12:28 0:04:15 17 1:12;28 0:04:15
LKS1 (3) B 0:08:16 0:01:22 0 0:00:00 0:00:00 6 0:08:16 0:01:22
Total 97 3:18:45 0:02:02 21 1:24:15 0:04:00 118 4:43:00 0:02:23

e _____________________________________________________ _____________________:
Grand Total 559 17:45:33 0:01:54 184 8:07:52  0:02:39 743 25:53:25 0:02:05

162



11/09/2020

Stariing Date: 11/%/2020 12:00:00AM

Ending Date: 11/9/2020 11:59:59PM

163

Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration  Duration Qty Duration  Duration aty Duration  Duration
Courthouse PRI 162 55413 0:02:11 0 0:00:00 0:00:00 162 5:54:13 0:02:1
Courthouse PRI 13 4:22:01 0:02:19 0 0:00:00 0:00-00 13 4:22-01 0:02:19
Courthouse PRI 76 2:59:25 0:02:21 0 0:00:00 0:00:00 76 2:59:25 0:02:21
Courthouse PRI 34 221:22 0:04:09 0 0:00:00 0:00:00 34 22122 0:04:09
Courthouse PRI 23 1:02:21 0:02:42 0 0:00:00 0:00:00 23 1:02:21 0:02:42
Courthouse PRI 8 0:18:57 0:02:22 0 0:00:00 0:00:00 8 0:18:57 0:02:22
Courthouse PRI 5 0:15:20 0:03:04 0 0:00:00 0:00:00 5 0:15:20 0:03:04
Courthouse PRI 3 0:08:01 0:02:40 0 0-00-:00 0:00:00 3 0:08:01 0:02:40
Courthouse PRI 1 0:00:30 0:00:30 0 0:00-00 0:00:00 1 0:00:30 0:00:30
Courthouse PRI 1 0:00:35 0:00:35 0 0:00:00 0:00:00 1 0:00:35 0:00:35
Courthouse PRI 1 0:00:24 0:00:24 0 0:00:00 0:00:00 1 0:00:24 0:00:24
Courthouse PRI 1 0:00:22 0:00:22 0 0-00:00 0:00:00 1 0:00:22 0:00:22
Courthouse PRI 1 0:00:24 0:00:24 0 0:00:00 0:00:00 1 0:00:24 0:00:24
Courthouse PRI 0 0:00:00 0:00:00 2 0:02:37 0:01:18 2 0:02:37 0:01:18
Courthouse PRI 0 0:00:00 0:00:00 3 0:06:45 0:02:15 3 0:06:45 0:02:15
Courthouse PRI 0 0:00:00 0:00:00 9 0:29:30 0:03:16 9 0:29:30 0:03:16
Courthouse PRI 0 0:00:00 0:00-00 27 0:58:40 0:02-10 27 0:58:40 0:02:10
Courthouse PRI 0 0:00:00 0:00:00 Lk 3:09:44 0:02:40 71 3:09:44 0:02:40
Total 429 17:23:55 0:02:26 112 4:47:16 0:02:33 541 22:11:11 0:02:27

Inbound Outbound Total
Average Average Average
Jail PRI Qty Duration Duration Qty Duration Duration Qty Duration Duration
PO1 118 4:11:39 0:02:07 0 0:00:00 0:00:00 118 4:11:39 0:02:07
PO2 41 1:06:21 0:01:37 0 0:00:00 0:00:00 41 1:06:21 0:01:37
P03 15 0:26:29 0:01:45 0 0:00:00 0:00:00 15 0:26:29 0:01:45
P04 1 0:00:45 0:00:45 0 0:00:00 0:00:00 1 0:00:45 0:00:45
P22 0 0:00:00 0:00:00 9 0:37:19 0:04:08 9 0:37:19 0:04:08
P23 0 0:00:00 0:00:00 56 2:52:36 0:03:04 56 2:52:36 0:03:04
Total 175 5:45:14 0:01:58 65 3:29:55 0:03:13 240 9:15:09 0:02:18

Inbound Outhound Total
Average Average Average
Lake Street Qty Duration Duration Qty Duration Duration Qty Duration Duration
LKS1 92 3:28:27 0:02:15 0 0:00:00 0:00:00 92 3:28:27 0:02:15
LKS1 (18) 0 0:00:00 0:00:00 2 0:01:42 0:00:51 2 0:01:42 0:00:51
LKS1 (19) 0 0:00:00 0:00:00 1 0:06:16 0:06:16 1 0:06:16 0:06:16
LKS1 (2} 42 2:23:24 0:03:24 0 0:00:00 0:00:00 42 2:23:24 0:03:24
LKS1 (20) 0 0:00:00 0:00:00 2 0:04:49 0:02:24 2 0:04:49 0:02:24
LKS1 (21) 0 0:00:00 0:00:00 16 0:33:07 0:02:04 16 0:33:07 0:02:04
LKS1 (22) 0 0:00:00 0:00:00 23 1:563:39 0:04:56 23 1:53:39 0:04:56
LKS1 (23) 0 0:00:00 0:00:00 55 3:49:29 0:04:10 55 3:49:29 0:04:10
LKS1 (3) 20 0:39:03 0:01:57 0 0:00:00 0:00:00 20 0:39:03 0:01:57
LKS1 (4) B 0:32:13 0:05:22 0 0:00:00 0:00:00 6 0:32:13 0:05:22
LKS1 (5) 1 0:02:21 0:02:21 0 0:00:00 0:00:00 1 0:02:21 0:02:21
Total 161 7:05:28 0:02:38 29 6:29:02 0:03:55 260 13:34:30 0:03:07
Grand Total 765 30:14:37 0:02:22 276 14:46:13 0:03:12 1,041 45:00:50 0:02:35



11/10/2020

Starting Date: 11/10/2020 12:00:00AM

Ending Date: 11/10/2020 11:59:59PM

Inbound Outhound Total
Average Average Average
Courthouse PRI Qty Duration Duration Qty Duration  Duration aty Duration Duration
Courthouse PRI 188 5:53:45 0:01:52 0 0:00:00 0:00:00 188 5:53:45 0:01:52
Courthouse PRI 103 3:53:08 0:02:15 0 0:00:00 0:00:00 103 3:53:08 0:02:15
Courthouse PRI 62 2:20:55 0:02:16 0 0:00:00 0:00:00 62 2:20:55 0:02:16
Courthouse PRI 32 1:28:09 0:02:45 0 0:00:00 0:00:00 32 1:28:09 0:02:45
Courthouse PRI 24 0:56:07 0:02:20 0 0:00:00 0:00:00 24 0:56:07 0:02:20
Courthouse PRI 12 0:13:00 0:01:05 0 0:00:00 0:00:00 12 0:13:00 0:01:05
Courthouse PRI 4 0:16:01 0:04:00 0 0:00:00 0:00:00 4 0:16:01 0:04:00
Courthouse PRI 3 0:03:30 0:01:10 0 0:00:00 0:00:00 3 0:03:30 0:01:10
Courthouse PRI 2 0:03:04 0:01:32 0 0:00:00 0:00:00 2 0:03:04 0:01:32
Courthouse PRI 2 0:05:12 0:02:36 0 0:00:00 0:00:00 2 0:05:12 0:02:36
Courthouse PRI 1 0:00:20 0:00:20 0 0:00:00 0:00:00 1 0:00:20 0:00:20
Courthouse PRI 0 0:00:00 0:00:00 1 0:02:34 0:02:34 1 0:02:34 0:02:34
Courthouse PRI 0 0:00:00 0:00:00 12 0:26:47 0:02:13 12 0:26:47 0:02:13
Courthouse PRI 0 0:00:00 0:00:00 35 1:29:16 0:02:33 35 1:29:16 0:02:33
Courthouse PRI 0 0:00:00 0:00:00 73 3:46:05 0:02:05 73 346:05 0:03:05
Total 433 15:13:M1 0:02:06 121 5:44:42 0:02:50 554 20:57:53 0:02:16

Inbound Outhound Total
Average Average Average
Jail PRI City Duration Duration Oty Duration Duration City Duration Duration
P01 93 3:06:36 0:02:00 0 0:00:00 0:00:00 93 306:36 0:02:00
P02 30 1:05:27 0:02:10 0 0:00:00 0:00:00 30 1:05:27 0:02:10
P03 T 0:17:48 0:02:32 0 0:00:00 0:00:00 T 0:17:48 0:02:32
P21 0 0:00:00 0:00:00 10 0:17:05 0:01:42 10 0:17:05 0:01:42
P22 0 0:00:00 0:00:00 6 1:38:16 0:16:22 6 1:38:16 0:16:22
P23 0 0:00:00 0:00:00 49 22131 0:02:43 49 213N 0:02:43
Total 130 4:29:51 0:02:04 65 4:08:32 0:03:49 195 8:38:23 0:02:39

Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration Qty Duration  Duration Qty Duration Duration
LKS1 91 3:03:30 0:02:00 0 0:00:00 0:00:00 91 3:03:30 0:02:00
LKS1 (19) 0 0:00:00 0:00:00 1 0:03:01 0:03:01 1 0:03:01 0:03:0
LKS1 {2) 26 1:20:12 0:03:05 0 0:00:00 0:00:00 26 1:20:12 0:03:05
LKS1 (20) 0 0:00:00 0:00:00 2 0:03:01 0:01:30 2 0:03:01 0:01:30
LKS1 (21) 0 0:00:00 0:00:00 i 0:17:38 0:03:31 5 0:17:38 0:03:31
LKS1 (22) 0 0:00:00 0:00:00 9 2:03:41 0:13:44 9 2:03:41 0:13:44
LKS1(23) 0 0-00:00 0:00:00 30 3:30:12 0:07-00 30 3:30:12 0:07-00
LKS1(3) 10 0:09:58 0:00:59 0 0:00:00 0:00:00 10 0:09:58 0:00:59
Total 127 4:33:40 0:02:09 47 5:57:33 0:07:26 174 10:31:13 0:03:37
Grand Total 690 24:16:42 0:02:06 233 15:50:47 0:04:04 923 40:07:29 0:02:36

164



11/11/2020

Starting Date: 11/11/2020 12:00:00AM

Ending Date: 11/11/2020 11:59:59PM

Inbound Qutbound Total
Average Average Average
Courthouse PRI Qty Duration  Duration aty Duration  Duration Qty Duration  Duration
Courthouse PRI 288 2:32:40 0:00:31 0 0:00:00 0:00:00 288 2:32:40 0:00:31
Courthouse PRI 71 0:38:32 0:00:32 0 0:00-00 0:00:00 71 0:38:32 0:00:32
Courthouse PRI 12 0:07:33 0:00-37 0 0:00:00 0:00:00 12 0:07-32 0:00:37
Courthouse PRI 6 0:02:27 0:00:24 0 0:00:00 0:00:00 6 0:02:27 0:00:24
Courthouse PRI 3 0:02:33 0:00:51 0 0:00:00 0:00:00 3 0:02:33 0:00:51
Courthouse PRI 2 0:00:50 0:00:25 0 0:00-00 0:00:00 2 0:00:50 0:00:25
Courthouse PRI 1 0:00:31 0:00:31 0 0:00:00 0:00:00 1 0:00:31 0:00:31
Courthouse PRI 1 0:00:12 0:00:12 0 0:00:00 0:00:00 1 0:00:12 0:00:12
Courthouse PRI 1 0-00:07 0:00:07 0 0:00:00 0:00:00 1 0:00:07 0:00:07
Courthouse PRI 0 0:00:00 0:00:00 4 0:07:35 0:01:53 4 0:07:35 0:01:53
Total 385 3:25:25 0:00:32 4 0:07:35 0:01:53 389 3:33:00 0:00:32
Inbound Outbound Total
Average Average Average
Jail PRI Oty Duration Duration Qty Duration Duration Oty Duration Duration
P01 66 1:22:44 0:01:15 0 0:00:00 0:00:00 66 1:22:44 0:01:15
P02 3 0:05:01 0:01:40 0 0:00:00 0:00:00 3 0:05:01 0:01:40
P22 ] 0:00:00 0:00:00 1 0:01:11 0:01:11 1 0:01:1 0:01:11
P23 0 0:00:00 0:00:00 23 1:28:33 0:03:51 23 1:28:33 0:03:51
Total 69 1:27:45 0:01:16 24 1:29:44 0:03:44 93 2:57:29 0:01:54
Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration Qty Duration Duration Gty Duration Duration
LKS1 109 1:13:19 0:00:40 0 0:00:00 0:00:00 109 1:13:19 0:00:40
LKS1 (2) 16 0:16:24 0:01:01 0 0:00:00 0:00:00 16 0:16:24 0:01:01
LKS1 (23) 0 0:00:00 0:00:00 3 0:01:45 0:00:35 3 0:01:45 0:00:35
LKS1(3) 4 0:03:46 0:00:56 0 0:00:00 0:00:00 4 0:03:46 0:00:56
Total 129 1:33:29 0:00:43 3 0:01:45 0:00:35 132 1:35:14 0:00:43

165



11/12/2020

Starting Date: 11/12/2020 12:00:00AM

Ending Date: 11/12/2020 11:59:58PM

166

Inbound Outbound Total
Average Average Average
Courthouse PRI Oty Duration Duration Oty Duration Duration Oty Duration Duration
Courthouse PRI 170 5:45:23 0:02:01 0 0:00:00 0:00:00 170 5:45:23 0:02:01
Courthouse PRI 108 4:19:49 0:02:24 0 0:00:00 0:00:00 108 4:19:49 0:02:24
Courthouse PRI 66 2:30:09 0:02:16 0 0:00:00 0:00:00 66 2:30:09 0:02:16
Courthouse PRI 46 1:20:14 0:01:44 0 0:00:00 0:00:00 46 1:20:14 0:01:44
Courthouse PRI 27 1:05:40 0:02:25 0 0:00:00 0:00:00 27 1:05:40 0:02:25
Courthouse PRI 9 0:10:24 0:01:09 0 0:00:00 0:00:00 9 0:10:24 0:01:09
Courthouse PRI LY 0:07:42 0:01:32 0 0:00:00 0:00:00 5 0:07-42 0:01:32
Courthouse PRI 1 0:00:27 0:00:27 0 0:00:00 0:00:00 1 0:00:27 0:00:27
Courthouse PRI 0 0:00:00 0:00:00 10 0:16:58 0:01:41 10 0:16:58 0:01:41
Courthouse PRI 0 0:00:00 0:00:00 28 0:54:05 0:01:55 28 0:54:05 0:01:55
Courthouse PRI 0 0:00:00 0:00:00 69 2:43:00 0:02:21 69 2:43:00 0:02:21
Total 432 15:19:48 0:02:07 107 3:54:03 0:02:11 539 19:13:51 0:02:08
Inbound Outbound Total
Average Average Average
Jail PRI Qty Duration Duration Oty Duration Duration Qty Duration Duration
PO 89 3:43:16 0:02:30 0 0:00:00 0:00:00 89 34316 0:02:30
PO2 26 0:50:49 0:01:57 0 0:00:00 0:00:00 26 0:50:49 0:01:57
PO3 6 0:08:41 0:01:26 0 0:00:00 0:00:00 6 0:08:41 0:01:26
P22 0 0:00:00 0:00:00 4 0:06:04 0:01:31 4 0:06:04 0:01:31
P23 0 0:00:00 0:00:00 42 1:37:53 0:02:19 42 137563 0:02:19
Total 121 4:42:46 0:02:20 46 1:43:57 0:02:15 167 6:26:43 0:02:18
Inbound Outhound Total
Average Average Average
Lake Street Gty Duration Duration ity Duration Duration Qty Duration Duration
LKS1 92 3:36:28 0:02:21 0 0-00:00 0:00:00 92 3:36:28 0:02:21
LKS1 (2) 46 1:53:08 0:02:27 0 0:00-:00 0:00:00 46 1:53:08 0:02:27
LKS1 (20) 0 0:00:00 0:00:00 4 0:14:57 0:03:44 4 0:14.57 0:03:44
LKS1 (21) 0 0:00:00 0:00:00 6 1:14:53 0:12:28 6 1:14;53 0:12:28
LKS1 (22) 0 0:00:00 0:00:00 13 1:33:01 0:07-09 13 13301 0:07-09
LKS1 (23) 0 0:00:00 0:00-00 51 2:48:17 0:03:17 51 2:48:17 0:03:7
LKS1 (3) 15 0:20:08 0:01:20 0 0:00:00 0:00:00 15 0:20:08 0:01:20
LKS1 (4) 1 0:02:44 0:02:44 0 0:00:00 0:00:00 1 0:02-44 0:02:44
Total 154 5:52:28 0:02:17 74 5:51:08 0:04:44 228 11:43:36 0:03:05
Grand Total 707 25:55:02 0:02:11 227 11:29:08 0:03:02 934 37:24:10 0:02:24



11/13/2020

Starting Date: 11/13/2020 12:00:00AM

Ending Date: 11/13/2020 11:53:59PM

167

Inbound Outbound Total
Average Ayerage Average
Courthouse PRI Qty Duration Duration Qty Duration Duration Qty Duration Duration
Courthouse PRI 150 42217 0:01:44 0 0-00:00 0:00:00 150 42217 0:01:44
Courthouse PRI 67 2:35:56 0:02:19 0 0:00:00 0:00:00 67 2:35:56 0:02:19
Courthouse PRI M 1:13:37 0:02:09 0 0:00:00 0:00:00 34 11337 0:02:09
Courthouse PRI 13 0:36:09 0:02:46 0 0-00:00 0:00:00 13 0:36:09 0:02:46
Courthouse PRI 4 0:05:21 0:01:20 0 0-00:00 0:00:00 4 0:05:21 0:01:20
Courthouse PRI 3 0:04:1 0:01:23 0 0:00:00 0:00:00 3 0:04:11 0:01:23
Courthouse PRI 1 0:07:10 0:07:10 0 0:00:00 0:00:00 1 0:07:10 0:07:10
Courthouse PRI 0 0:00:00 0:00:00 1 0:00:20 0:00:20 1 0:00:20 0:00:20
Courthouse PRI 0 0:00:00 0:00:00 3 0:10:05 0:03:21 3 0:10:05 0:03:21
Courthouse PRI 0 0:00:00 0:00:00 9 0:51:22 0:05:42 9 0:51:22 0:05:42
Courthouse PRI 0 0:00:00 0:00:00 32 0:57:27 0:01:47 32 0:5727 0:01:47
Courthouse PRI 0 0:00:00 0:00:00 759 2:41:44 0:02:02 79 2:41:44 0:02:02
Total 272 9:04:41 0:02:00 124 4:40:58 0:02:15 396 13:45:39 0:02:05
Inbound Outbound Total
Average Average Average
Jail PRI Oty Duration Duration Gity Duration Duration Oty Duration Duration
P01 114 32439 0:01:47 0 0:00:00 0:00:00 114 32439 0:01:47
P02 M 0:57:40 0:01:41 0 0:00:00 0:00:00 34 0:57:40 0:01:41
P03 B 0:14:01 0:01:45 0 0:00:00 0:00:00 B 0:14:01 0:01:45
P21 0 0:00:00 0-00:00 2 0:02:16 0:01:08 2 0:02:16 0:01:08
p22 0 0:00:00 0:00:00 14 1:08:35 0:04:53 14 1:08:35 0:04:53
P23 0 0:00:00 0:00:00 32 3:56:18 0:07:23 32 3:56:18 0:07:23
Total 156 4:36:20 0:01:46 48 5:07:09 0:06:23 204 9:43:29 0:02:51
Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration Oty Duration  Duration Qty Duration Duration
LKS1 69 2:43:35 0:02:22 0 0:00:00 0:00:00 69 2:43:35 0:02:22
LKS1(2) 14 0:36:40 0:02:37 0 0:00:00 0:00:00 14 0:36:40 0:02:37
LKS1 (21) 0 0:00:00 0:00:00 2 0:08:12 0:04:06 2 0:08:12 0:04:06
LKS1 (22) 0 0:00:00 0:00:00 4 0:10:36 0:02:39 4 0:10:36 0:02:39
LKS1 (23) 0 0:00:00 0:00:00 33 1:42:03 0:03:05 33 1:42:03 0:03:05
LKS1 (3) 5 0:05:29 0:01:05 0 0:00:00 0:00:00 5 0:05:29 0:01:05
LKS1 (4) 1 0:00:39 0:00:39 0 0:00:00 0:00:00 1 0:00:39 0:00:39
Total 89 3:26:23 0:02:19 39 2:00:51 0:03:05 128 52714 0:02:33
Grand Total 517 17:07:24 0:01:59 211 11:48:58 0:03:21 728 28:56:22 0:02:23



11/16/2020

Starting Date: 11/16/2020 12:00:00AM

Ending Date: 1116/2020 11:59:56PM

168

Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration Duration Oty Duration Duration Oty Duration Duration
Courthouse PRI 154 6:33:29 0:02:33 0 0:00:00 0:00:00 154 6:33.29 0:02:33
Courthouse PRI 118 4:00:43 0:02:02 0 0:00:00 0:00:00 118 4:00:43 0:02:02
Courthouse PRI 70 3:24:33 0:02:55 0 0:00:00 0:00:00 70 3:24:33 0:02:55
Courthouse PRI 50 2:02:43 0:02:27 0 0:00:00 0:00:00 50 2:02:43 0:02:27
Courthouse PRI 22 0:58:58 0:02:40 0 0:00:00 0:00:00 22 0:58:58 0:02:40
Courthouse PRI 13 0:23:02 0:01:46 0 0:00:00 0:00:00 13 0:23:02 0:01:46
Courthouse PRI 7 0:14:26 0:02:03 0 0:00:00 0:00:00 T 0:14:35 0:02:03
Courthouse PRI 4 0:05:03 0:01:15 0 0:00:00 0:00:00 4 0:05:03 0:01:15
Courthouse PRI 1 0:00:27 0:00:27 0 0:00:00 0:00:00 1 0:00:27 0:00:27
Courthouse PRI 1 0:00:18 0:00:18 0 0:00:00 0:00:00 1 0:00:18 0:00:18
Courthouse PRI 1 0-00:29 0-00:29 0 0:00:00 0:00:00 1 0:00:29 0:00:29
Courthouse PRI 0 0:00:00 0:00:00 1 0:03:27 0:03:27 1 0:03:27 0:03:27
Courthouse PRI 0 0:00:00 0:00:00 2 0:05:12 0:02:36 2 0:05:12 0:02:36
Courthouse PRI 0 0:00:00 0:00:00 9 0:10:51 0:01:12 9 0:10:51 0:01:12
Courthouse PRI 0 0:00:00 0-00:00 23 1:10:48 0:03:04 23 1:10:48 0:03:04
Courthouse PRI 0 0:00:00 0:00:00 84 2:47:51 0:01:59 84 2:47-51 0:01:59
Total 441 17:44:10 0:02:24 119 4:18:09 0:02:10 560 22:02:19 0:02:21

Inbound Outbound Total
Average Average Average
Jail PRI Qty Duration Duration Qty Duration Duration Qty Duration Duration
P01 95 2:41:29 D:01:41 0 0:00:00 0:00:00 95 2:41:29 0:01:41
P02 21 0:44:02 D:02:05 0 0:00:00 0:00:00 21 0:44:02 0:02:05
P03 4 0:06:52 0:01:43 0 0:00:00 0:00:00 4 0:06:52 D:01:43
P04 3 0:08:01 0:02:40 0 0:00:00 0:00:00 3 0:08:01 0:02:40
P22 0 0:00:00 0:00:00 1 0:15:07 0:15:07 1 0:15:07 0:15:07
P23 0 0:00:00 0:00:00 30 2:00:58 0:04:01 30 2:00:58 0:04:01
Total 123 3:40:24 0:01:47 k3| 2:16:05 0:04:23 154 5:56:29 0:02:18

Inbound Outbound Total
Average Average Average
Lake Street Oty Duration Duration ity Duration Duration Qty Duration Duration
LKS1 63 3:52:54 0:03:41 0 0:00:00 0:00:00 63 3:52:54 D:03:41
LKS1 (2) 36 2:23:33 0:03:59 0 0:00:00 0:00:00 36 2:23:33 D:03:59
LKS1 (20) 0 0:00:00 0:00:00 1 0:01:14 0:01:14 1 0:01:14 0:01:14
LKS1(21) 0 0:00:00 0:00:00 3 1:04:43 0:21:34 3 1:04:43 0:21:34
LKS1 (22) 0 0:00:00 0:00:00 3 0:53:23 0:17:47 3 0:53:23 01747
LKS1 (23) 0 0:00:00 0:00:00 34 1:20:38 0:02:22 34 1:20:38 0:02:22
LKS1 (3) 17 0:59:06 0:03:28 0 0:00:00 0:00:00 17 0:59:06 0:03:28
LKS1 (4) 6 0:22:42 0:03:47 0 0:00:00 0:00:00 6 0:22:42 0:03:47
LKS1 (5) 2 0:01:37 0:00:48 0 0:00:00 0:00:00 2 0:01:37 0:00:48
Total 124 7:39:52 0:03:42 4 3:19:58 0:04:52 165 10:59:50 0:03:59
Grand Total 688 29:04:26 0:02:32 191 9:54:12 0:03:06 879 38:58:38 0:02:39



11/17/2020

Starting Date: 11/17/2020 12:00:00AM

Ending Date: 11/17/2020 11:59:50PM

169

Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration Duration oty Duration Duration Qty Duration Duration
Courthouse PRI 144 5:10:58 0:02:09 0 0:00:00 0:00:00 144 5:10:58 0:02:09
Courthouse PRI 90 4:02:38 0:02:41 0 0:00:00 0:00-00 90 4:02:38 0:02:41
Courthouse PRI 57 2:43:54 0:02:52 0 0:00:00 0:00:00 57 2:43:54 0:02:52
Courthouse PRI 32 1:26:07 0:02:41 0 0:00-00 0:00:00 32 1:26:07 0-02:41
Courthouse PRI 21 0:29:57 0:01:25 0 0:00:00 0:00:00 21 0:29:57 0:01:25
Courthouse PRI T 0:06:43 0:00:57 0 0:00:00 0:00:00 T 0:06:43 0:00:57
Courthouse PRI 3 0:02:19 0:00:46 0 0:-00:00 0:00:00 3 0:02:19 0:00:46
Courthouse PRI 2 0:01:31 0:00:45 0 0:00:00 0:00:00 2 0:01:31 0:00:45
Courthouse PRI 1 0:00:35 0:00:35 0 0:00:00 0:00:00 1 0:00:35 0:00:35
Courthouse PRI 0 0:00:00 0:00:00 1 0:02:23 0:02:23 1 0:02:23 0:02:23
Courthouse PRI 0 0:00:00 0:00:00 2 0:00:20 0:00:10 2 0:00:20 0:00:10
Courthouse PRI 0 0:00:00 0:00:00 7 0:14:49 0:02:07 T 0:14:49 0:02:07
Courthouse PRI 1] 0:00:00 0:00:00 18 0:42:13 0:02:20 18 0:42:13 0:02:20
Courthouse PRI i] 0:00:00 0:00:00 35 4:22-01 0:07:29 35 4:22-01 0:07-29
Courthouse PRI 0 0:00:00 0:00:00 48 5:03:19 0:06:19 48 5:03:19 0:06:19
Total 3a7 14:04:42 0:02:21 11 10:25:05 0:05:37 468 24:29:47 0:03:08

Inbound Outbound Total
Average Average Average
Jail PRI Oty Duration Duration Cty Duration Duration Oty Duration Duration
PO1 67 3:08:19 0:02:48 0 0:00:00 0:00:00 67 3:08:19 0:02:48
P02 23 1:04:20 0:02:47 0 0:00:00 0:00:00 23 1:04:20 0:02:47
PO3 T 0:20:35 0:02:56 0 0:00:00 0:00:00 T 0:20:35 0:02:56
P04 1 0:03:38 0:03:38 0 0:00:00 0:00:00 1 0:03.38 0:03:38
P21 i] 0:00:00 0:00:00 3 0:04:10 0:01:23 3 0:04:10 0:01:23
P22 0 0:00:00 0:00:00 15 0:24:06 0:01:36 15 0:24:06 0:01:36
P23 0 0:00:00 0:00:00 64 2:26:45 0:02:17 B4 2:26:45 0:02:17
Total 98 4:36:52 0:02:49 B2 2:55:01 0:02:08 180 7:31:53 0:02:30

Inbound Outhound Total
Average Average Average
Lake Street Oty Duration Duration Qty Duration Duration Qty Duration Duration
LKS1 72 3:48:52 0:03:10 0 0:00:00 0:00:00 T2 34852 0:03:10
LKS1 (2) K3 1:21:56 0:02:38 0 0:00:00 0:00:00 3 1:21:56 0:02:38
LKS1 (22) 0 0:00:00 0:00:00 8 1:03:30 0:07:56 8 1:03:30 0:07-56
LKS1 (23) 0 0:00:00 0:00:00 43 2:38:35 0:03:41 43 2:38:35 0:03:41
LK31 (3) a8 0:19:49 0:02:28 0 0:00:00 0:00:00 & 0:19:49 0:02:28
LKS1 (4) 3 0:03:36 0:01:12 0 0:00:00 0:00:00 3 0:03:36 0:01:12
Total 114 5:34:13 0:02:55 5 3:42:05 0:04:21 165 9:16:18 0:03:22
Grand Total 569 24:15:47 0:02:33 244 17:02: 11 0:04:11 813 41:17:58 0:03:02



11/18/2020

170

Starting Date: 11/18/2020 12:00:00AM Ending Date: 11182020 11:59:59PM

Inbound Outbound Total
Average Average Average
Courthouse PRI ity Duration Duration Gty Duration Duration City Duration Duration
Courthouse PRI 148 5:16:10 0:02:08 0 0:00-00 0:00:00 148 5:16:10 0:02:08
Courthouse PRI 90 3:44:58 0:02:29 0 0:00:00 0:00:00 20 34458 0:02:29
Courthouse PRI 57 2:33:06 0:02:41 0 0:00:00 0:00:00 57 2:33:06 0:02:41
Courthouse PRI 26 1:43:58 0:03:59 0 0:00:00 0:00:00 26 1:43:58 0:03:59
Courthouse PRI 18 0:35:22 0:01:57 0 0:00-:00 0:00:00 18 0:35:22 0:01:57
Courthouse PRI 6 0:05:41 0:00-56 0 0:00:00 0:00:00 6 0:05:41 0:00:56
Courthouse PRI 2 0:06:38 0:03:19 0 0:00:00 0:00:00 2 0:06:38 0:03:19
Courthouse PRI 1 0:00:24 0:00:24 0 0:00:00 0:00:00 1 0:00:24 0:00:24
Courthouse PRI 1 0:00:29 0:00:29 0 0:00:00 0:00:00 1 0:00:29 0:00:29
Courthouse PRI 1 0:01:02 0:01:02 0 0:00:00 0:00:00 1 0:01:02 0:01:02
Courthouse PRI 1 0:00:10 0:00:10 0 0:00:00 0:00:00 1 0:00:10 0:00:10
Courthouse PRI 1 0:00:23 0:00:23 0 0:00:00 0:00:00 1 0:00:23 0:00:23
Courthouse PRI 1 0:00:15 0:00:15 0 0:00:00 0:00:00 1 0:00:15 0:00:15
Courthouse PRI 1 0:00:23 0:00:23 0 0:00:00 0:00:00 1 0:00:23 0:00:23
Courthouse PRI 1] 0:00:00 0:00:00 2 0:01:27 0:00:43 2 0:01:27 0:00:43
Courthouse PRI 0 0:00:00 0:00:00 T 0:20:54 0:02:59 7 0:20:54 0:02:59
Courthouse PRI 0 0:00:00 0:00:00 29 1:07:35 0:02:19 29 1:07:35 0:02:19
Courthouse PRI 0 0:00:00 0:00-00 53 2:22:01 0:02:40 53 2:22-01 0:02:40
Courthouse PRI 1] 0:00:00 0:00-00 17 7:01:3T7 0:24:48 17 T:01:37 0:24:48
Total 354 14:08:59 0:02:23 108 10:53:34 0:06:03 462 25:02:33 0:03:15

Inbound Outhound Total
Average Average Average
Jail PRI Qty Duration Duration Gty Duration Duration Gty Duration Duration
PO1 M 3:07:09 0:02:22 0 0:00:00 0:00:00 79 3:.07:09 0:02:22
PD2 26 1:04:33 0:02:28 0 0:00:00 0:00:00 26 1:04:33 0:02:28
P03 3 0:05:17 0:01:45 0 0:00:00 0:00:00 3 0:05:17 0:01:45
P22 0 0:00:00 0:00:00 9 0:37:04 0:04.07 9 0:37:04 0:04:07
P23 0 0:00:00 0:00-00 ir 2:11:29 0:03:33 37 211:29 0:03:33
Total 108 4:16:59 0:02:22 46 2:48:33 0:03:39 154 T:05:32 0:02:45

Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration Oty Duration Duration Qty Duration Duration
LKS1 63 2:39:07 0:02:31 0 0:00:00 0:00:00 63 2:39:07 0:02:31
LKS1(2) 21 1:28:44 0:04:13 0 0:00:00 0:00:00 i 1:28:44 0:04:13
LKS1 (21) 0 0:00:00 0:00:00 1 0:00:53 0:00:53 1 0:00:53 0:00:53
LKS1 (22) 0 0:00:00 0:00:00 5 0:05:37 0:01:07 5 0:05-37 0:01:07
LKS1 (23) 0 0:00:00 0:00:00 28 1:30:57 0:03:14 28 1:30:57 0:03:14
LKS1 (3) 8 0:30:13 0:03:46 0 0:00:00 0:00:00 8 0:30:13 0:03:46
LKS1 (4) 1 0:01:07 0:01:07 0 0:00:00 0:00:00 1 0:01:07 0:01:07
Total 93 4:39:11 0:03:00 34 1:37:27 0:02:51 127 6:16:38 0:02:57
Grand Total 555 23:05:09 0:02:29 188 15:19:34 0:04:53 743 38:24:43 0:03:06



11/19/2020

Starting Date: 11/18/2020 12:00:00AM

Ending Date: 1171972020 11:59:59PM

171

Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration  Duration Qty Duration  Duration Oty Duration Duration
Courthouse PRI 113 B6:12:24 0:03:17 0 0:00:00 0:00:00 113 6:12:24 0:03:17
Courthouse FRI 98 34757 0:02:19 0 0:00:00 0:00:00 98 34757 0:02:19
Courthouse PRI 49 33755 0:04:26 0 0:00:00 0:00:00 49 33765 0:04:26
Courthouse PRI 3 156112 0:03:18 0 0:00:00 0:00:00 34 1:51:12 0:03:16
Courthouse PRI 17 0:35:59 0:02:07 0 0:00:00 0:00:00 17 0:35:59 0:02:07
Courthouse PRI T 0:09:37 0:01:22 0 0:00:00 0:00:00 7 0:09:37 0:01:22
Courthouse PRI 2 0:06:58 0:03:29 0 0:00:00 0:00:00 2 0:06:58 0:03:29
Courthouse PRI 1 0:01:26 0:01:26 0 0:00:00 0:00:00 1 0:01:26 0:01:26
Courthouse PRI 1 0:00:23 0:00:23 0 0:00-00 0:00:00 1 0:00:23 0:00:23
Courthouse PRI 0 0:00:00 0:00:00 3 0:27:35 0:09:11 3 0:27:35 0:09:11
Courthouse PRI 0 0:00:00 0:00:00 9 1:11:156 0:07:55 9 1:11:15 0:07:55
Courthouse PRI 0 0:00:00 0:00:00 28 1:30:57 0:03:14 28 1:30:57 0:03:14
Courthouse PRI 0 0:00:00 0:00:00 74 3:22:34 0:02:44 74 3:22:34 0:02:44
Total 322 16:23:51 0:03:03 114 6:32:21 0:03:26 436 22:56:12 0:03:09
Inbound Outbound Total
Average Average Average
Jail PRI Qty Duration Duration Oty Duration Duration Oty Duration Duration
P01 B6 3:30:37 0:02:26 0 0:00:00 0:00:00 B6 3:30:37 0:02:26
PO2 23 0:53:12 0:02:25 0 0:00:00 0:00:00 22 0:53:12 0:02:25
P03 3 0:17:26 0:05:48 0 0:00:00 0:00:00 3 0:17:26 0:05:48
P21 0 0:00:00 0:00:00 2 0:06:16 0:03:08 2 0:06:18 0:03:08
P22 ] 0:00:00 0:00:00 1 1:17:41 0:07:03 1 1:17:41 0:07:03
P23 0 0:00:00 0:00:00 53 3:08:36 0:03:33 53 3:08:36 0:03:33
Total 11 4:41:15 0:02:32 66 4:32:33 0:04:07 177 9:13:48 0:03:07
Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration oty Duration Duration Qty Duration Duration
LKS31 62 3:05:26 0:02:59 0 0:00:00 0:00:00 62 3:05:26 0:02:59
LKS1 (2) 27 2:33:50 0:05:41 0 0:00:00 0:00:00 27 2:33:50 0:05:41
LKS1 (21) 0 0:00:00 0:00:00 3 0:02:06 0:00:42 3 0:02:06 0:00:42
LKS1 (22) 0 0:00:00 0:00:00 4 1:15:03 0:18:45 4 1:15:03 0:18:45
LKS1 (23) 0 0:00:00 0:00:00 27 1:55:16 0:04:16 27 1:55:16 0:04:16
LKS1 (3) 19 0:31:27 0:01:39 0 D:00:00 0:00:00 19 0:31:27 0:01:39
LK31 (4) 5 0:06:31 0:01:05 0 0:00:00 0:00:00 6 0:06:31 0:01:05
Total 114 6:17:14 0:03:18 34 3:12:25 0:05:39 148 9:29:39 0:03:50
Grand Total 547 27:22:20 0:03:00 214 14:17:19 0:04:00 761 41:39:39 0:03:17



11/20/2020

Starting Date: 11/20/2020 12:00:00AM

Ending Date: 11/20/2020 11:59:59FPM

172

Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration Duration Qty Duration Duration Oty Duration Duration
Courthouse PRI 160 5:18:18 0:01:59 0 0:00:00 0:00:00 160 5:18:18 0:01:59
Courthouse PRI 88 3:59:03 0:02:42 0 0:00:00 0:00:00 88 3:59:03 0:02:42
Courthouse PRI 69 2:26:33 0:02:07 0 0:00:00 0:00:00 69 2:26:33 0:02:07
Courthouse PRI 24 0:58:33 0:02:26 0 0-00:00 0:00:00 24 0:58:33 0:02:26
Courthouse PRI 10 0:20:10 0:02:01 0 0:00:00 0:00:00 10 0:20:10 0:02:01
Courthouse PRI 3 0:04:06 0:01:22 0 0:00:00 0:00:00 3 0:04-06 0-01:22
Courthouse PRI 1 0:00:44 0:00:44 0 0:00:00 0:00:00 1 0:00:44 0:00:44
Courthouse PRI 1 0:00:17 0:00:17 0 0:00:00 0:00:00 1 0:00:147 0:00:17
Courthouse PRI 0 0:00:00 0:00:00 3 0:05:53 0:01:57 3 0:05:53 0:01:57
Courthouse PRI 0 0-00:00 0-00:00 22 1:14:34 0:03:23 22 1:14:34 0:03:23
Courthouse PRI 0 0:00:00 0:00:00 62 2:54:12 0:02:48 62 2:54:12 0:02:48
Total 356 13:07:44 0:02:12 87 4:14:39 0:02:55 443 17:22:23 0:02:21
Inbound Outhound Total
Average Average Average
Jail PRI Oty Duration Duration Qty Duration Duration Oty Duration Duration
P01 95 3:57:09 0-02:29 0 0:00:00 0:00:00 95 3:57:09 0:02:29
P02 26 12728 0:03:21 0 0:00:00 0:00:00 26 1:27:26 0:03:21
PO3 5 0:08:41 0:01:44 0 0:00:00 0:00:00 5 0:08:41 0:01:44
P21 0 0:00:00 0:00:00 1 0:01:10 0:01:10 1 0:01:10 0:01:10
P22 0 0-00:00 0-00:00 10 0:18:27 0:01:50 10 0:18:27 0:01:50
P23 0 0:00:00 0:00:00 33 1:58:54 0:03:36 33 1:58:54 0:03:36
Total 126 5:33:16 0:02:38 44 2:18: 31 0:03:08 170 7:51:47 0:02:46
Inbound Outbound Total
Average Average Average
Lake Street Gty Duration Duration Gty Duration Duration City Duration Duration
LKS1 73 30107 0:02:28 0 0:00:00 0:00:00 73 3:01:07 0:02:28
LKS1(2) 33 0:49:40 0:01:30 0 0:00:00 0:00:00 33 0:49:40 0:01:30
LKS1 (21) 0 0:00:00 0:00:00 2 0:03:56 0:01:58 2 0:03:56 0:01:58
LKS1 {22) 0 0-00-00 0:00:00 9 1:09:17 0:07:41 9 1:09:17 0:07:41
LKS1 (23) 0 0:00:00 0:00:00 33 2:54:24 0:05:17 33 2:54:24 0:05:17
LKS1(3) 6 0:08:49 0:01:28 0 0:00:00 0:00:00 6 0:08:49 0:01:28
LKS1 (4) 2 0:02:43 0:01:21 0 0:00:00 0:00:00 2 0:02:42 0:01:21
Total 114 4:02:19 0:02:07 44 4:07:37 0:05:37 158 8:09:56 0:03:06
Grand Total 596 22:43:19 0:02:7 175 10:40:47 0:03:39 im 33:24:06 0:02:35



11/23/2020

Starting Date: 11/23/2020 12:00:00AM

Ending Date: 11/23/2020 11:59:55PM

173

Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration Duration Qty Duration  Duration Qty Duration Duration
Courthouse PRI 186 6:06:31 0:01:58 0 0:00:00 0:00:00 186 6:06:31 0:01:58
Courthouse PRI 106 4:59:05 0:02:49 0 0:00:00 0:00:00 106 4:59:05 0:02:49
Courthouse PRI 75 32537 0:02:44 0 0:00:00 0:00:00 75 3:25:37 0:02:44
Courthouse PRI 52 2:08:55 0:02:28 0 0:00:00 0:00:00 52 2:08:55 0:02:28
Courthouse PRI 24 0:52:13 0:02:10 0 0:00:00 0:00:00 24 0:52:13 0:02:10
Courthouse PRI 10 0:26:23 0:-02:38 0 0:00:00 0:00:00 10 0:26:23 0:02:38
Courthouse PRI B 0:15:07 0:02:31 0 0:00:00 0:00:00 6 0:15:07 0:02:31
Courthouse PRI 4 0:03:54 0:00:58 0 0:00:00 0:00:00 4 0:03:54 0:00:58
Courthouse PRI 1 0:00:23 0:00:23 0 0-00:00 0:00:00 1 0:00:23 0:00:23
Courthouse PRI 0 0:00:00 0:00:00 3 0:05:10 0:01:43 3 0:05:10 0:01:43
Courthouse PRI 0 0:00:00 0:00:00 15 0:40:06 0:02-40 15 0:40:06 0:02:40
Courthouse PRI 0 0:00:00 0:00:00 11 15323 0:02:45 41 1:53:23 0:02:45
Courthouse PRI 0 0:00:00 0:00:00 76 3:41:52 0:02:55 76 34152 0:02:55
Total 464 18:18:08 0:02:22 135 6:20:31 0:02:49 599 24:38:39 0:02:28
Inbound Outbound Total
Average Average Average
Jail PRI Oty Duration Duration City Duration Duration Oty Duration Duration
PO1 90 3:44:14 0:02:29 0 0:00:00 0:00:00 90 3:44:14 0:02:29
P02 27 1:08:26 0:02:32 0 0:00:00 0-:00:00 27 1:08:26 0:02:32
P03 1 0:27:36 0:02:30 0 0:00:00 0:00:00 1 0:27:36 0:02:30
P22 0 0:00:00 0:00:00 " 0:24:24 0:02:13 1" 0:24:24 0:02:13
P23 0 0:00:00 0:00:00 B4 3:23:31 0:02:25 84 3:23:31 0:02:25
Total 128 5:20:16 0:02:30 95 3:47:55 0:02:23 223 9:08:11 0:02:27
Inbound Outbound Total
Average Average Average
Lake Street Gty Duration Duration Qty Duration Duration Qty Duration Duration
LKS1 90 3:46:52 0:02:31 0 0:00:00 0-00:00 90 3:46:52 0:02:31
LKS1 (19) 0 0:00:00 0:00:00 2 0:03:21 0:01:40 2 0:03:21 0:01:40
LKS1 (2) 41 1:51:08 0:02:42 0 0:00:00 0:00:00 41 1:51:08 0:02:42
LKS1 (20) 0 0:00:00 0:00:00 12 0:39:38 0:03:18 12 0:39:38 0:03:18
LKS1 (21) 0 0:00:00 0:00:00 1" 1:24:22 0:07:40 1 1:24:22 0:07:40
LKS1 (22) 0 0:00:00 0:00:00 3 2:20:32 0:04:32 3 2:20:32 0:04:32
LKS1 (23) 0 0:00:00 0:00:00 48 3:49:06 0:04:46 48 3:49:06 0:04:46
LKS1 (3) 12 0:25:36 0:02:08 0 0:00:00 0-00:00 12 0:25:36 0:02:08
LKS1 (4) 3 0:07:52 0:02:37 0 0:00:00 0:00:00 3 0:07:52 0:02:37
Total 146 6:11:28 0:02:32 104 8:16:59 0:04:46 250 14:28:27 0:03:28
Grand Total 738 29:49:52 0:02:25 334 18:25:25 0:03:18 1,072 48:15:17 0:02:42



11/24/2020

Starting Date: 11/24/2020 12:00:00AM

Ending Date: 11/24/2020 11:59:59PM

174

Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration Duration Qty Duration Duration Oty Duration Duration
Courthouse PRI 163 5:54:28 0:02:10 0 0:00:00 0:00:00 163 55426 0:02:10
Courthouse PRI 103 3:59:38 0:02:19 0 0:00:00 0:00:00 103 3:59:38 0:02:19
Courthouse PRI 49 2:44:27 0:03:21 0 0:00:00 0:00:00 49 2:44:27 0:03:21
Courthouse PRI 35 12716 0:02:29 0 0:00:00 0:00:00 35 12716 0:02:29
Courthouse PRI 19 0:48:12 0:02:32 0 0:00:00 0:00:00 19 0:48:12 0:02:32
Courthouse PRI 1 0:23:49 0:02:09 0 0:00:00 0:00:00 T 0:23:49 0:02:09
Courthouse PRI 4 0:10:59 0:02:44 0 0:00:00 0:00:00 4 0:10:59 0:02:44
Courthouse PRI 1 0:00:22 0:00:22 0 0:00:00 0:00:00 1 0:00:22 0-00:22
Courthouse PRI 0 0:00:00 0:00:00 3 0:06:06 0:02:02 3 0:06:06 0:02:02
Courthouse PRI 0 0:00:00 0:00:00 T 0:08:12 0:01:10 T 0:08:12 0:01:10
Courthouse PRI 0 0:00:00 0:00:00 12 1:02:34 0:05:12 12 1:02:34 0:05:12
Courthouse PRI 0 0:00:00 0:00:00 41 1:24:34 0:02:03 41 1:24:34 0:02:03
Courthouse PRI 0 0:00:00 0:00:00 81 4:22:10 0:03:14 81 4:22:10 0:03:14
Total 385 15:29:09 0:02:24 144 7:03:36 0:02:56 529 22:32:45 0:02:33
Inbound Outbound Total
Average Average Average
Jail PRI Oty Duration Duration City Duration Duration Gty Duration Duration
P01 83 3:59:46 0:02:53 0 0:00:00 0:00:00 83 3:59:46 0:02:53
P02 30 1:12:02 0:02:24 0 0:00:00 0:00:00 30 1:12:02 0:02:24
P03 B 0:08:59 0:01:29 0 0:00:00 0:00:00 6 0:08:59 0:01:29
P22 0 0:00:00 0:00-:00 T 0:28:28 0:04:04 T 0:28:28 0:04-04
P23 0 0:00:00 0:00-00 44 2:17:19 0:03-07 44 21719 0:03:07
Total 119 5:20:47 0:02:41 51 2:45:47 0:03:15 170 B:06:34 0:02:51
Inbound Outbound Total
Average Average Average
Lake Street Qty Duration Duration Qty Duration  Duration Qty Duration Duration
LKS1 75 2:43:27 0:02:10 0 0:00:00 0:00:00 75 2:43:22 0:02:10
LKS1 (19) 0 0:00:00 0:00:00 1 0:01:17 0:01:17 1 0:01:17 0:01:17
LKS1 (2) 24 1:01:01 0:02:32 0 0:00:00 0:00:00 24 1:01:0 0:02:32
LKS1 (20) 0 0:00:00 0:00:00 4 0:13:20 0:03:20 4 0:13:20 0:03:20
LKS1{21) 0 0-00:00 0:00:00 16 0:53:24 0:03:20 16 0:53:24 0:03:20
LKS1 (22) 0 0:00:00 0:00:00 8 2:09:24 0:16:10 8 2:09:24 0:16:10
LKS1 (23) 0 0:00:00 0:00:00 29 3:39:1 0:07:33 29 3:39:01 0:07:33
LKS1 (3) 5 0:05:39 0:01:07 0 0-00:00 0:00:00 5 0:05:39 0:01:07
Total 104 3:50:02 0:02:12 58 6:56:26 0:07:10 162 10:46:28 0:03:59
Grand Total 608 24:39:58 0:02:26 253 16:45:49 0:03:58 861 41:25:47 0:02:53



11/25/2020

Starting Date: 11/25/2020 12:00:00AM

Ending Date: 11/25/2020 11:55:58PM
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Inbound Outbound Total
Average Average Average
Courthouse PRI Qty Duration Duration Qty Duration  Duration Gty Duration  Duration
Courthouse PRI 94 2:44:59 0:01:45 0 0-00:00 0:00:00 94 2:44:59 0:01:45
Courthouse PRI 54 1:44:21 0:01:55 0 0:00:00 0:00:00 54 1:44:21 0:01:55
Courthouse PRI 32 0:54:34 0:01:42 0 0:00:00 0:00:00 32 0:54:34 0:01:42
Courthouse PRI 17 0-:44:13 0:02:36 0 0:00:00 0:00:00 17 0:44:13 0:02:36
Courthouse PRI 7 0:08:45 0:01:15 0 0:00:00 0:00:00 7 0:08:45 0:01:15
Courthouse PRI 3 0:03:58 0:01:19 0 0:00:00 0:00:00 3 0:03:58 0:01:19
Courthouse PRI 1 0:00:26 0:00:26 0 0:00:00 0:00:00 1 0:00:26 0:00:26
Courthouse PRI 1 0:00:22 0:00:22 0 0:00:00 0:00:00 1 0:00:22 0:00:22
Courthouse PRI 0 0:00:00 0:00:00 1 0:00:38 0:00:38 1 0:00:38 0:00:36
Courthouse PRI 0 0:00:00 0:00:00 5 0:03:44 0:00:44 5 0:03:44 0:00:44
Courthouse PRI 0 0:00:00 0:00:00 17 0:37:49 0:02:13 17 0:37:49 0:02:13
Courthouse PRI 0 0:00-00 0:00:00 34 1-06:01 0:01:56 34 1:06:M 0:01:56
Total 209 6:21:38 0:01:49 57 1:48:10 0:01:53 266 8:09:48 0:01:50
Inbound Outbound Total
Average Average Average
Jail PRI Qty Duration Duration Qty Duration  Duration Qty Dwuration  Duration
PO1 37 2:07:01 0:03:25 0 0:00:00 0:00:00 37 2:07:01 0:03:25
P02 13 D:35:54 0:02:45 0 0:00:00 0:00:00 13 0:35:54 0:02:45
P03 3 0:20:13 0:06:44 0 0:00:00 0:00:00 3 0:20:13 0:06:44
P04 3 0:06:33 0:02:11 0 0:00:00 0:00:00 3 0:06:33 0:02:11
P05 1 0:00:21 0:00:21 0 0:00:00 0:00:00 1 0:00:21 0:00:21
P21 0 0:00:00 0:00:00 1 0:00:53 0:00:53 1 0:00:53 0:00:53
P22 0 0:00:00 0:00:00 2 D:42:56 0:21:28 2 0:42:58 0:21:28
P23 0 0:00:00 0:00:00 17 0:37:00 0:02:10 17 0:37:00 0:02:10
Total a7 3:10:02 0:03:20 20 1:20:49 0:04:02 ir 4:30:51 0:03:31
Inbound Outbound Total
Average Average Average
Lake Street Qty Duration  Duration Qty Duration  Duration Qty Duration  Duration
LKS1 32 1:17:47 0:02:25 0 0:00:00 0:00:00 32 1:17:47 0:02:25
LKS1 (2) B 0:13:29 0:01:41 0 0:00:00 0:00:00 8 0:13:29 0:01:41
LKS1 (21) 0 0:00:00 0:00:00 2 0:19:39 0:09:49 2 0:19:39 0:09:49
LKS1 (22) 0 0:00:00 0:00:00 1 0:20:51 0:20:51 1 0:20:51 0:20:51
LKS1 (23) 0 0:00:00 0:00:00 14 0:47:13 0:03:22 14 0:47:13 0:03:22
LKS1 (3) 1 0:01:43 0:01:43 0 0:00:00 0:00:00 1 0:01:43 0:01:43
Total 41 1:32:59 0:02:16 17 1:27:43 0:05:09 58 3:00:42 0:03:06
Grand Total 307 11:04:39 0:02:09 94 4:36:42 0:02:56 401 15:41:21 0:02:20



The graphs below show trunk usage for your 3 sites for the past 30 days.

This graph represents trunk occupancy on the Courthouse PRI trunk group for the past 30 days. High
trunk utilization has not been an issue, never exceeding 60%.
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This graph represents trunk occupancy on the Jail PRI trunk group for the past 30 days. High trunk
utilization has not been an issue, never exceeding 40%.
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This graph represents trunk occupancy on the Lake Street PRI trunk group for the past 30 days. High
trunk utilization has not been an issue, never exceeding 40%.
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Thank you for the opportunity to serve you.
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TELNET

Wexford County

Customer is eligible to disconnect no more than 50% of the contracted services from contract
executed in December 2020 and not will owe TelNet any termination fees for those services. Any
additional services remaining or not associated with this contract will be subjected to standard
termination fees. The following Termination Fees per applicable services: one hundred (100)
percent of the monthly recurring charge (MRC) times the remaining number of months of the
contract period for the contracted services. In the event the customer would like to end the
contracted services they would need to notify TelNet in writing, with a formal disconnect request,
sentto accountchanges@telnetww.com. All TelNet provided equipment must be returned
within 30 days of cancellation or the customer will be billed for the equipment.

Locations:
Account # 61314 Wexford County Jail 1015 Lincoln St, Cadillac, Ml, 49601

Wexford County Courthouse 437 East Division Street Cadillac, Ml 49601
Wexford County 401 North Lake Street Cadillac, Ml 49601)

Customer: Wexford County

By:

Print Name:

Title:

Date:

TelNet Worldwide

By:

Print Name: Lisa Kott
Title: Product Support Specialist
Date: 12/07/2020
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Administrator’s Report to the BOC For the meeting of January 6, 2021

Completed Projects/Tasks

FOIA Requests: The Administration Office received 10 new Freedom of Information requests
between December 12 and December 30.

New Employees: No new employees have started working at the County since the December 16
Board of Commissioners meeting.

Health Insurance Open Enrollment: This mammoth task has been completed! Not exactly on time,
but close, which for 2020 is pretty darn good. The last person to turn in their health insurance form
shall remain nameless, but rest assured that we know who you are.

2020 Year End Budget Amendments: To keep our auditors and the State of Michigan happy, no
department’s total budgeted expenditures can be in the negative at the year. Early in 2021, wages
and benefits will be accrued to the end of 2020 (almost, but not quite, a full additional payroll), so |
spent the last few days projecting 81 different budgets. The necessary amendments were turned
over to the Treasurer, who reviewed and entered the data.

Current Projects/Tasks

Payroll: The Clerk’s Office is heroically taking on the job of payroll processing. They’ve had hands-
on training from BS&A and are ready to rock and roll come the first full January payroll. The
expectations are that this effort will save taxpayer money, improve workflow, and reduce errors.
There will undoubtedly be a bump or two along the way, but they will be our bumps and the Clerk
and her staff will be ready to smooth them flat.

2021 Project: One of the first things to tackle is getting the Board of Commissioner’s Room set up
to conduct remote meetings. Though using court facilities has worked out, it is obviously not an
ideal situation. The plan is that this will include wireless microphones and improved wireless access.

Additional Notes/Meetings

Historic Courthouse Windows: Just before Christmas, our Maintenance Supervisor received word
that the attic windows have been delivered. However, considering the weather and the fact that the
remaining windows have not yet been delivered due to continued COVID-related manufacturing
delays, it seems wisest to push installation to the spring of 2021 when all windows can be installed.

Closing the Door on 2020: It would be nice to slam that door, wouldn’t it? However, the
unfortunate reality is that many of the things we’re dealing with in 2020 will come along with us
into 2021. (Please know that | *hated* writing that sentence.) Pretty much every task we’ve
undertaken in the last ten months seems to be twice as hard and take twice as long.

But | have confidence that the Board of Commissioners, elected officials and department heads,
county employees, and the Wexford County residents we serve, will make it through to the other
side. One bright sunny day we’ll be able to say hello, shake hands, and sit down together.

Happy New Year,
Janet Koch, County Administrator
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