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The following documents are included in the packet for the 
Judicial Law Committee on May 11, 2016: 
 

1) Agenda 

2) Draft minutes from the 04/13/16 meeting 

3) Correspondence 

4) Child Support Specialist II Position 

5) Purchase Requests  

6) Sheriff’s Office Report 



JUDICIAL/LAW ENFORCEMENT AND 
EMERGENCY MANAGEMENT 

COMMITTEE 
 
 

Please note: Meeting area is accessible to the physically disabled.  Anyone planning to attend who needs visual or 
 audio assistance, should contact the County Clerk’s Office, 294-4005, not later than 3 days before date 0f the meeting. 
 

Green Lake County is an Equal Employment Opportunity Employer 
571 County Road A, PO Box 3188, Green Lake, WI  54941-3188  www.co.green-lake.wi.us 

 

 

Judicial/Law Enforcement and Emergency Management Committee 
Meeting Notice 

Date: May 11, 2016  Time:  4:30 PM 
Green Lake County Government Center, 

County Board Room, 571 County Rd A, Green Lake WI 
 

AGENDA 
 
Committee  
Members 
 
Michael Starshak, 
Chairman 
Larry Jenkins, Vice-
Chair 
Sue Wendt 
 
Lori Evans, Secretary 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Call to Order 
2. Certification of Open Meeting Law 
3. Pledge of Allegiance 
4. Agenda 
5. Minutes: 04/13/16 
6. Public Comments 3 Min Limit 
7. Correspondence 
8. Update Child Support Administrator 
9. Review Job Description/Fill Vacant Positions 

• Legal Clerk I/ Legal Clerk II 
• Child Support Specialist II 

10. Purchase Requests 
11. Resolutions/Ordinances 
12. Voluntary Unpaid Leave Request 
13. Department Related Reports 

• Child Support 
• Clerk of Courts 
• Circuit Court/Register in Probate 
• District Attorney 
• Coroner 
• Emergency Management 
• Sheriff’s Office 

14. Budget Adjustments/ New Accounts 
15. Monthly Sheriff Reports 
16. Expense & Revenue Monthly Reports 
17. Monthly Vouchers  
18. Consider motion to convene into closed session per: 

• Wis. Stat. section 19.85(1)(c) to consider employment, 
compensation or performance evaluation data of 
specific public employees over which the governmental 
body has jurisdiction or exercises responsibility.  The 
closed session is regarding interviews for Fulltime 
Female Corrections Officer. 

19. Reconvene to Open Session to take action, if appropriate, on 
matters discussed in Closed Session 

20. Lexipol 
21. Committee Discussion 

• Future Meeting. Dates: Regular Meeting June 8, 2016 at 4:30 pm 
• Future Agenda items for action & discussion: Adjourn 

Kindly arrange to be present, if unable to do so or if there are any changes, please notify Samantha at 4005. 

http://www.co.green-lake.wi.us/
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JUDICIAL/LAW ENFORCEMENT AND 
EMERGENCY M ANAGEMENT     

        COMMITTEE  

April 13, 2016 
  

The regular Judicial/Law Enforcement and Emergency Management Committee meeting 
was called to order by Chairman Gene Thom at 4:30 PM on April 13, 2016 in the 
County Board room of the Green Lake County Justice Center, 571 County Road A, 
Green Lake, WI.  The requirements of the open meeting law were certified as being met. 

Present:   Gene Thom – Chair  
                Sue Wendt – Vice Chair  
           Debra Schubert 
           Michael Starshak 
            
Others Present: 
  
Mitzi Putzke, DA’S Office    Joel Gerth, Corrections Administrator 
Mark Podoll, Sheriff    Judge Slate 
Lori Evans, Admin. Ass’t to Sheriff   Tony Daley, Berlin Journal   
Lynn Ryan, RR Coordinator   Amanda Thoma, Coroner 
Jeanne Theune - CS    Andrew Christenson, DA  
Marge Bostelmann, County Clerk  Marcia Kleiman, Former Child Support 
Joy Waterbury, County Board Member  Samantha Koscher, MCA/CSU applicant 
Jesica Walker, Applicant for CS position 
 
PLEDGE OF ALLEGIANCE 

 
       The Pledge of Allegiance was recited by the group. 

   
AGENDA 
 
Motion/Second (Schubert/Starshak) to approve the amended agenda.  All Ayes.   
Motion carried. 
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MINUTES 

Motion/Second (Wendt/Starshak) to approve the minutes of the March 9, 2016 
Judicial/Law Enforcement meeting and the March 21, 2016 combined Judicial/Law 
Enforcement and Personnel Committee meeting  as presented.  All Ayes.  Motion 
carried. 

PUBLIC COMMENTS 

None 
 

   CORRESPONDENCE 
 
Thank you from Corrections Sgt. Adam Quade to Ed Schuh and the FRI staff for their 
assistance with the new inmate handbooks.  They were helpful, quick and did a great 
job. 
Thank you from Adam Spitler, Mental Health Case Manager to the law enforcement 
officers in our County for the positive interactions he has seen between the officers and 
his clients.  He has seen better long term outcomes due to the officers caring and the 
professionalism they have shown, along with going the extra mile to help keeping them 
safe. 

 UPDATE CHILD SUPPORT ADMINISTRATOR 
 
Jeanne Theune reported there has been no movement on the filling of this position.  
Supervisor Schubert asked that Supervisor Wendt, as the Personnel representative for 
this committee stimulate action on this matter. 
 

               DISCUSS STAFFING IN CHILD SUPPORT OFFICE 
  
Job descriptions for the Child Support Specialist, Child Support Specialist II, Child 
Support Specialist III, and Child Support Administrator and Resolution numbers 53-80, 
5-90, 35-90, 51-90 were included in the packet and Resolution number 63-94 was 
distributed at the meeting by Clerk Bostelmann.  There is no Child Support III position 
at this time.  It was agreed that this job description be kept active for now.  Clerk 
Bostelmann  felt that the resolutions did not indicate the number of employees that could 
be in each position in Child Support, therefore she feels they could have two Child 
Support I’s or two Child Support II’s or one of each.  The Committee would like to have 
the Child Support Interim Department Head review the Child Support II job description 
and bring it back to the Committee for review.  
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   REVIEW OF JOB DESCRIPTION/FILL VACANT POSITIONS   
 
Nothing at this time. 
 

    
               PURCHASE REQUESTS 

 
Request from the Sheriff’s Office for the purchase of 4 radars to replace outdated units.  
This purchase is anticipated to be 38% funded by a BOTS grant.    Bids:  Laser 
Technology for $2,450.00 each.  State Bid.  Account number 16-100-09-52150-810-
003.   
 
Request from the Sheriff’s Office for the purchase of 2 I-Phones for the Sergeants in 
Patrol.  Their phones are very old and need to be replaced.  The new phones will have 
texting and e-mail capabilities and will not cost any more on the monthly cell phone bill 
than the ones they currently have.  Purchase price for the phones is 1 cent from US 
Cellular.   
 
Motion/Second (Schubert/Wendt) to approve the purchases as presented.  All Ayes 
Motion carried. 

        
 TRAINING REQUESTS 
 

None   
 

 RESOLUTIONS/ORDINANCES 
        
      None 
 
 VOLUNTARY UNPAID LEAVE REQUESTS 
 
       None  
 
 DEPARTMENT RELATED COMMENTS 

 
Child Support:   Jeanne Theune stated that she went to the State Directors Dialogue last 
week.  It was very informative.  The State Director is not happy that we are still 
understaffed after all this time.  He offered to send up an intern to help us out and assist 
in training new staff at no cost to the County.  Jeanne was also given a Certificate of 
Excellence for the Child Support Office performance in 2015 which she displayed to the 
Committee.  She also advised the committee that Green Lake County was third in the 
Country for Child Support collections and eleventh in the Country for collections on 
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arrearages.   The committee praised her and her office on the outstanding 
accomplishments.   
 
Clerk of Courts:   No Appearance 
 
Circuit Court/Register in Probate:   The Judge reported that the technician was back to 
do a little tweaking on the courtroom video recording system that was included in the 
original bid, there were no extra costs incurred. 
 
District Attorney:   All is going well; he is looking forward to being fully staffed. 
 
Coroner’s Office:  Amanda Thoma apologized for not being able to attend last month’s 
meeting.  She was at a training seminar regarding the Sandy Hook School disaster.  
Which was a very eye opening experience and gave her a lot of insight as to what it 
takes to manage a disaster of that magnitude.  She will be participating in the Markesan 
District Schools mock disaster next week, urging students not to text and drive nor drink 
and drive.  The week after next she will be attending the WCMA meeting for which she 
is the First Vice President of the organization. They will be discussing the Columbine 
shooting and synthetic marijuana.  She is developing a policy regarding removing 
prescriptions from the homes of the deceased.  She will be making up bags with cards 
attached to them explaining to family members as to how to dispose of the meds of the 
deceased.  
 
Emergency Management:  No Appearance 
 
Sheriff’s Office:   CA Gerth reported that the jail was very short staffed.  There are 2 out 
with surgeries; one is just back on light duty.  One full-time and one part-time 
Corrections Officer have just resigned and one Corrections Officer will be out on 
maternity leave starting in August.  It will be very challenging for the next few months. 
 
Lynn Ryan, Recidivism Reduction Program Coordinator presented a breakdown of 
comments inmates in the program made upon their release.  There were many positive 
remarks.  She also distributed a few sample questions of the GED tests that the inmates 
are required to pass in order to obtain their GED’s.  The Committee was very 
appreciative of her presentation. 
 
Sheriff Podoll reported that the K-9’s are being used regularly by the various 
municipalities in the County.  They are utilized almost every night shift they are on.  He 
noted that Deputy Prachel in 2015 was one of the top ten performers out of over 100 in 
the state as a Drug Recognition Expert.  We are also in the top ten in the state in VINE, 
which is notification of an inmates release from jail to victims in the case. 
The Sheriff shared that we had a missing person 2 weeks ago outside of Green Lake.  
Our K-9 Roky tracked him to a building, but then lost the scent.  The DNR night vision 
helicopter was brought in, but didn’t find anything, however during that time another 
call came in a few miles away of someone pounding on doors and windows.  Our officer 
and the helicopter responded and the helicopter picked up on someone knocking on a 
door.  It turned out to be our officer checking the home.  So the night vision does work. 
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We did find the missing person via a tip as a result of the CodeRed program.   
Winnebago County K-9 trained with the SWAT team recently and that went well.  There 
were 12 slide-offs in Friday night’s spring snow storm, none with injuries.   
The Sheriff stated that the SWAT truck is no longer dependable.  It is the old ambulance.  
He will be bringing information regarding replacement to a future meeting.  
Emergency Management is working diligently on the Railroad Plan.  They had a final 
meeting Monday night with the Town of Kingston and will be meeting with the Amish 
community later this week.  Everything is going well and everyone is very appreciative 
of the efforts that are being put forth. 
Sheriff Podoll presented plaques on behalf of himself and Chief Deputy Putzke to 
retiring Chairman Thom and Supervisor Schubert for their many years of fine service on 
the Judicial/Law Enforcement Committee.  He expressed his appreciation for the support 
and help both have given to his office, the County, and their constituents.   
 

 UCR Report 
 
Supervisor Starshak commented on the good summary the UCR report made regarding 
crime in Green Lake County.  It was informative and easy to read.  He asked that it be 
given to the entire County Board.  
 

               BUDGET ADJUSTMENTS/NEW ACCOUNTS 
            
None 
 

 MONTHLY SHERIFF REPORTS  
 
The monthly Sheriff’s reports were approved as presented.    
 

               EXPENSE AND REVENUE MONTHLY REPORTS  
 
The monthly Expense and Revenue reports were approved as presented.     
 

 MONTHLY VOUCHERS 
 

The committee reviewed and signed the monthly claims for payment dated April 13, 
2016 for the following offices in the following amounts:  
       
Clerk of Circuit Court:  $        5,874.92 
District Attorney:              $          683.18 
Coroner:    $        2,220.00 
Emergency Management   $             0 
Judge-Circuit Court:         $       5,916.22    
Child Support:    $       1,383.11         
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Sheriff’s Office:              $     69,907.13 
  
Motion/Second (Schubert/Wendt) to approve all of the above claims.  All Ayes.  Motion 
carried. 
The committee reviewed and signed the monthly claim for the payment dated April 13, 
2016 for the following office in the following amount:  
Clerk of Courts:   $             45.00    (For Sue Wendt) 
 
Motion/Second (Schubert/Starshak) to approve the claim for Sue Wendt.  Three Ayes, 
Wendt-Abstained.  Motion carried. 
 

             CLOSED SESSION 

Motion/second (Starshak/Wendt) to move into closed session per ss. 19.85(1); (c) 
Considering employment, promotion, compensation or performance evaluation data of 
any public employee over which the governmental body has jurisdiction or exercises 
responsibility.   This closed session is regarding interviews for Child Support Specialist 
I, Part-time Corrections – Master Control Aide, Paralegal/Office Manager, exit interview 
for a Child Support employee and to review closed session minutes.     Roll call vote:   
Schubert – Aye, Starshak-Aye, Thom-Aye, Wendt-Aye. Four Ayes.  No Nays.  Motion 
carried. Moved into closed session at 5:09 p.m. 
 
 

      Open Session  

Motion/second (Schubert/Wendt) to move into open session.  Roll call vote:   Schubert 
– Aye, Starshak-Aye, Thom-Aye, Wendt-Aye. Four Ayes.  No Nays.  Motion carried. 
Moved into open session at 5:50 p.m. 
Findings from closed session were as follows: 
 
Motion/second (Starshak/Wendt) to approve the minutes from the March 9, 2016 closed 
session meeting.   All Ayes.  Motion carried.  
 
Motion/second (Schubert/Starshak) to approve Mitzi Putzke as Paralegal/Office 
Manager in the District Attorney’s Office.  All Ayes.  Motion carried.  
 
Motion/second (Schubert/Starshak) to approve Jesica Walker as Child Support 
Specialist I in the Child Support Office.  All Ayes.  Motion carried.  
 
Motion/second (Schubert/Wendt) to approve hiring Samantha Koscher as Master 
Control Aide in the Sheriff’s Office.  All Ayes.  Motion carried.  
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                     LEXIPOL 

None 
 

 COMMITTEE DISCUSSION  
        
       None 
        
       FUTURE MEETING DATE AND AGENDA ITEMS 

       The next meeting is set for May 11, 2016 at 4:30 p.m. in the County Board   
       Room of the County Justice Center, 571 County Road A, Green Lake.   

 
 ADJOURN 

Motion/Second (Schubert/Starshak) to adjourn.  All Ayes.  Motion carried.      Meeting 
adjourned at 5:54 p.m. 
Respectfully submitted, 
Lori Evans, Committee Secretary, Administrative Assistant to the Sheriff 















        GREEN LAKE COUNTY CHILD SUPPORT AGENCY 
Updated April 28, 2016 

 
 
TITLE:      CHILD SUPPORT SPECIALIST  II 
 
DEPARTMENT/UNIT:   CHILD SUPPORT AGENCY 
 
LOCATION:     GREEN LAKE COUNTY JUSTICE CENTER 
 
REPORTS TO:     CHILD SUPPORT ADMINISTRATOR 
 
PURPOSE OF POSITION:  TO ASSIST THE CHILD SUPPORT ADMINISTRATOR IN 

MANAGEMENT OF THE CHILD SUPPORT PROGRAM 
 
 
FUNDAMENTAL JOB DUTIES AND RESPONSIBILITIES: 
 
Telephone - Answer & log telephone calls in writing and in the KIDS computer system     
 
Locate -  Location of absent parent(s) 

                         Employment of absent parent(s) 
                         Information gathering in preparation for court activities 
                         Information gathering activities regarding income 
                          Information gathering activities regarding health insurance 
                          Information gathering using agencies /courts in other states 

 
Initiate -  Review information received from IV-A regarding new cases and 

   updates to existing cases, and do the necessary work involved.   
   Send required information to new customers/payers 
 

Establishment - Establish child support orders and health insurance orders 
by negotiating out of court settlements with attorneys and clients or through court action.   

 
Review - Review and adjust existing child support and health insurance orders, as required by law   

 
Enforcement   - Enforce child support orders obtained between the parties or  

ordered by the court / family court commissioner. 
 
Fiscal - Analyzes KIDS system financial records for accuracy.  Identify errors in allocation, 

distribution, and disbursement of child support payments and takes appropriate corrective 
action.   

 
Data entry -  Case Management and fiscal 

1. Court order entry 
2. Health Insurance order entry 
3. Health insurance information entry 

 
 
 
 



 
Possess an in-depth comprehensive knowledge of the KIDS computer system and other county and state 
computer systems, including the Internet.   
 
Preparation of legal documents, including stipulations, orders, interstate forms and documents, motions, 
affidavits, orders to show cause, service of process documents and income withholding documents, using the 
KIDS computer system.   
 
Independently draft contempt pick-up warrants and commitment orders.    
 
Suspend Drivers’, Recreational and Professional Licenses, as appropriate.   
 
Seize bank accounts, when appropriate.     
 
Attend civil court hearings to assist Corporation Counsel, as needed. 
 
Testify at criminal hearings/trials, as needed. 
 
Fiscal, employment, and health insurance information gathering activities to assist in preparation for court 
 
Establish working relationships with other County and State agencies, such as the IV-A Department,  Probation 
Officers, Social Workers, Sheriff’s Department, Clerk of Court, Circuit Court, District Attorney and private 
attorneys.   
 
Provide health insurance information to customers.   
 
Retrieve and work daily reports.   
 
Monitor paternity judgments for Vital Statistics purposes. 
 
Verification of employment upon receipt of information 
 
Investigate reports of missing payments 
 
Reconciliation of child support accounts. 
 
Calculate and prepare arrearage affidavits.   
 
Receipt and forward over-the-counter and mail-in child support payments. 
 
Prepare and forward Housing Authority income verification requests. 
 
Prepare and provide child support account statements, upon request. 
 
Prepare vouchers. 
 
Order and maintain office supplies. 
 
Create and maintain Excel spreadsheets as needed.   
 
Perform DNA Paternity testing and complete all necessary paperwork, as needed.   
Scan all documents into the Laserfiche imaging system, as appropriate.    



 
General Filing.    

 
Provide information to general public.  
 
Attend ongoing, job-related continuing education training classes.   Read and understand all child support 
related materials provided by the State and Federal Governments.   
 
Assist the State of Wisconsin Bureau of Child Support with projects, upon request.   
 
Minimal supervision and assignment of work to the Child Support Specialist.   
 
 
 
PHYSICAL DEMANDS OF THE ESSENTIAL FUNCTIONS:  About 50% of the time is spent typing or 
keying on the computer while sitting; approximately 20% of the time is spent talking while seated or standing; 
approximately 20% of the time is spent listening while seated or standing; 5% of the time is spent reaching, 
stooping, kneeling, crouching, and lifting/carrying objects up to 10 pounds; 5% of the time is spent reading, 
writing, or visually observing.   
 
WORKING CONDITIONS WHILE PERFORMING ESSENTIAL FUNCTIONS:     
100% of the child support work is done indoors.  About 30% of the time, situations could develop where there 
may be verbal conflict with a customer either over the telephone or at the counter.  There may be approximately 
a 1% chance of physical attack or injury from persons visiting the office or outside the office.   
 
EQUIPMENT USED TO PERFORM ESSENTIAL FUNCTIONS:  Telephone, copy machine, calculator, 
typewriter, personal computer and printer, fax machine, instant camera, and automobile 
 
QUALIFICATIONS NEEDED (EDUCATION SKILLS):  High School diploma plus three years’ experience 
as a Child Support Specialist.  Must be proficient in the use of the KIDS child support computer system.  A 
minimum of 5 years of experience in increasingly responsible positions involving family law, investigation and 
dealing with the public.   
 
ESSENTIAL SKILLS:   A thorough knowledge of modern office practices and procedures; ability to obtain 
information through use of interview techniques; knowledge of child support laws as they pertain to collections, 
court procedures, public assistance rules and regulations; ability to establish and maintain effective working 
relationships; skill in debt investigation and collection; ability to relate to people from varied backgrounds; 
ability to obtain cooperation from others in situations of conflicting goals or values; skill in dealing tactfully, 
objectively, and effectively with responsible parties in the collection of debts; ability to evaluate information 
and exercise judgment to make recommendations and decisions according to office policy;  knowledge of legal 
terminology and business math and English; considerable knowledge and skill in computer operation; ability to 
educate others in the use of  specific computer software 
 
This position description has been prepared to assist in defining job responsibilities, physical demands, working 
conditions, and necessary skills.  It is not intended as a complete list of job duties, responsibilities, and/or 
essential functions.  This description is not intended to limit or modify the rights of any supervisor to assign, 
direct, and control the work of employees under supervision.  The county retains and reserves any and all rights 
to change, modify, amend, add to or delete, from any section of this document as it deems, in its’ judgment, to 
be proper. 
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