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The following documents are included in the packet for the 
Judicial Law Committee on October 9, 2019: 

1) Amended Agenda 

2) Minutes from 09/11/19  

3) Correspondence  

4) Register in Probate Job Description 

5) Resolution Realting to Creating Full-time Communications Office 
Position in the Sheriff’s Office 

6) Department Related Reports 

a. Clerk of Courts 

b. Circuit Court 

c. Emergency Management 

d. Sheriff’s Office 

7) Monthly Sheriff Reports 

 



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, Green Lake, WI  54941     www.co.green-lake.wi.us 

 

 

Judicial/Law Enforcement and Emergency Management Committee 
Meeting Notice 

Date: October 9, 2019  Time:  10:30 AM 
Green Lake County Government Center, 

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

Amended AGENDA* 
 
Committee  
Members 
 
Larry Jenkins, Chair 
Sue Wendt, Vice-Chair 
Peter Wallace 
Kathy Morris 
Keith Hess 
 
Lori Evans, Secretary 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Call to Order 
2. Certification of Open Meeting Law 
3. Pledge of Allegiance 
4. Minutes: 09/11/2019 
5. Public Comments 3 Min Limit 
6. Correspondence 

• *Berlin Boat Club 
• *Thank You for Welfare Check 

7. *Register in Probate Job Position 
8. *Resolutions 

• *Relating to Creating a Full-time Communications Officer 
Position in the Sheriff’s Office 

9. 2020 Budget 
10. Department Related Reports 

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

11. Monthly Sheriff Reports 
12. Expense & Revenue Monthly Reports 
13. Lexipol Policies and Procedures 
14. Future Meeting Dates:  

• Regular Meeting November 13, 2019, at 10:30AM 
15. Future Agenda items for action & discussion: 
16. 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  

September 11, 2019 
  

The regular Judicial/Law Enforcement and Emergency Management Committee meeting 
was called to order by Chairman Larry Jenkins at 10:30 a.m. on September 11, 2019 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:  Larry Jenkins – Chairman 
               Sue Wendt-Vice-Chairman 
          Peter Wallace     

   Keith Hess  
           Kathy Morris 
 
Others Present: 
Sheriff Mark Podoll             Coroner John Willett 
Lori Evans, Admin. Ass’t to Sheriff              Dawn Klockow – Corp. Counsel  
Gary Podoll – Emergency Management                     Chief Deputy Mark Putzke 
Amy Thoma – Clerk of Circuit Court          Tony Daley, Berlin Journal 
Mitzi Putzke-DA’s Office                  Deputy Matt Vande Kolk 
John Arenz               Taylor Harmsen 
Austin Baker 
                              
PLEDGE OF ALLEGIANCE 

 
       The Pledge of Allegiance was recited by the group. 

MINUTES 

Motion/Second (Hess/Wendt) to approve the minutes of the August 14, 2019 meeting as 
presented.   No negative votes.  Motion carried.  

PUBLIC COMMENTS 

None. 
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CORRESPONDENCE 

Thank you to Sheriff’s Office for tour and K-9 program from Taylor Pflum. 
Article – Missing woman found by Green Lake County Drone.  
2019 Green Lake County Jail Inspection report-No violations of Administrative Code. 
Donation from the Green Lake Campground to the K-9 unit and appreciation letter to the 
Sheriff’s Office for demonstrations performed. 

PRESENTATION OF CHALLENGE COINS 

Challenge Coins were presented to the following: 
Taylor Harmsen, Austin Baker and John Arenz for their assistance in a boat rescue on 
June 27, 2019, that potentially saved a man’s life.  
 
 

   CREDIT CARD APPROVAL REQUEST FOR COUNTY CORONER 
 
Coroner John Willett presented a Request for Credit Card Approval for himself as 
Coroner.   
Motion/Second (Hess/Wallace) to approve the Request for Credit Card Approval as 
presented.    No negative votes.  Motion carried. 
 

2020 BUDGET 

Sheriff Podoll and Lori Evans presented the Sheriff’s Office 2020 Budget.  
 

 DEPARTMENT RELATED REPORTS  
 
Written reports were included in the packet from the Sheriff, Clerk of Circuit Court and 
Emergency Management.  They were reviewed and filed.  

        
The following gave some statistics and also reports regarding what happened in their 
offices since the last meeting.      

Amy Thoma Clerk of Courts 
   Coroner Willett  
   Mitzi Putzke – DA’s Office 
   Gary Podoll – Emergency Government 

Sheriff Mark Podoll 
 

 MONTHLY SHERIFF REPORTS  
 
The August 2019 monthly Sheriff’s reports were reviewed and filed. 
 
  

               EXPENSE AND REVENUE MONTHLY REPORTS  
 
The August 2019 monthly expense and revenue reports were reviewed and filed. 
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 BUDGET ADJUSTMENT  

 
Gary Podoll, Emergency Management Director presented a budget adjustment for a New 
State Hazmat Equipment Grant that he received in the sum of $7,476.00.  He needed to 
create both a revenue account and an expenditure account for the grant.   
 
Motion/Second (Hess/Wallace) to approve the Budget adjustment as presented.    No 
negative votes.  Motion carried 
 

                AMENDING AGENDAS  
 
 The Committee approved that the packets can be e-mailed out on Fridays.  If the agenda 
needs to be amended after that, if it’s not an emergency it can be done up to 24 hours 
before the meeting.  
 

             LEXIPOL  
 
Policies and procedures are created by the Sheriff and given to the Committee for input 
and review.  No motions are required to approve them.   The Chief Deputy presented the 
following Lexipol policies:  
464 – Homeless Persons 
 

 FUTURE MEETING DATE AND AGENDA ITEMS 
 
The next regular meeting is set for October 9, 2019 at 10:30 a.m. in the County Board 
Room of the County Justice Center, 571 County Road A, Green Lake.    
 

 ADJOURN 
 
Motion/Second (Hess/Wendt) to adjourn. All Ayes.  Motion carried. 
Meeting adjourned at 11:16 a.m.  
Respectfully submitted, 
Lori Evans, Administrative Assistant to the Sheriff 







TITLE: Register in Probate 

DEPARTMENT: Register in Probate 

LOCATION: Courthouse 

REPORTS TO: Judge 

GREEN LAKE COUNTY 
POSITION DESCRIPTION 

PURPOSE OF POSITION: Acts as a court official in the capacity of Probate Registrar, Register in 

Probate and Probate Court Commissioner as specified by Wisconsin statutes to ensure effective 

administration of the probate process, guardianships and civil mental commitments 

Perform the duties of the Clerk of Juvenile Court as specified by Wisconsin statutes as it relates to; 

adoptions, termination of parental rights, Juvenile delinquencies, children in need of protection or 

services (CHIPS) and juveniles in need of protection or services (JIPS) 

FUNDAMENTALJOB DUTIES AND RESPONSIBILITIES (illustrative, not inclusive) 
File and keep all papers properly deposited unless required to transmit such papers. 

• Keep a court record of every proceeding in the court under ch. 54 and 851 to 879 under 

its proper title, a brief statement of the nature of the proceeding and of all papers filed 

therein, with the date of filing and a reference to where minute records can be found so 

that the court record is a complete index or brief history of each proceeding from 

beginning to final disposition. 

Keep a minute record and enter tnerein a brief statement of all proceedings of the court 

under chs. 54 and 851 to 879 during its sessions, all motions made and by whom, all 

orders granted in open court or otherwise, and the names of all witnesses sworn or 

examined. 

• Keep an alphabetical index to the court record and the file containing the original 

documents or microfilm, optical disk, or electronic copies thereof. 

Perform any administrative duties as the judge directs. 

• Perform the duties of clerk of the court assigned to exercise jurisdiction under ch. 48 and 

938 

• If appointed deputy clerk under s 851 75, perform such duties as the clerk of circuit 

court directs. 

Submit a monthly report to the department of health services of the deadlines for filing 

claims against estates set under s. 859.01 during that month in the register's county. The 

report shall be filed in a form and manner that may be prescribed by the department of 

health services. 

• Annually submit to the chief judge of the Judicial administrative district the statement 

required under s 55.18 (5) regarding the completion of annual reviews of protective 

placement orders under s. 55.18 (1) 

Make orders for hearings when the Judge is away from the county seat or unable to 

discharge duties or when given authority in writing by the judge and an application is 



made to the court in a proceeding under chs. 54 and 851 to 879 requiring notice of 
hearing 

Certify copies of papers, records and judicial proceedings 

Administer any oath required by law. 

Shall have the duties and powers of a circuit court commissioner assigned to assist in 

probate matters and shall act in that capacity when designated to do so by the Judge. 

To accept or deny the petition for administration, sign orders, and grant domiciliary 

letters; to admit and order uncontested wills to probate; to grant domiciliary letters to 

estate administrators and issue letters of trust in cases where the will establishes a trust; 

Oversees financial operations, inc·1uding billings, collections of statutory and court 

ordered financial obligations and monitoring collection efforts. 

Submit an annual report to the Supervisors of Green Lake County 

Perform the duties of the Judicial Assistant as needed. 

As a Department Head deal with the County Board and its committees. 

Prepare and administer the annual budget for the office of Register in Probate and 

Probate Registrar. 

Supervise all Deputy Register in Probate and Probate Registrars, including part-time or 

temporary employees of the office, in the performance of their duties, work schedules 

and discipline. 

PHYSICAL DEMANDS OF ESSENTIAL FUNCTIONS: 

Approximately 90% of the time is spent sitting, using near and far vision, hearing, talking and 

low to medium fingering for typing and data entry. Standing, walking, kneeling, stooping and 

crouching are performed about 10% of the time. Other actions may be required in unusual or 

non-regular situations. Most work is performed in a sedentary position. Ability to function 

primarily in situations encountered in a normal office setting. 

WORKING CONDITIONS 95% 9-9-%of the time will be inside in a climate controlled building and 

will involve contact with Green Lake County employees, attorneys, physicians and the general 

public. 5% ±%of the time could be spent attending training sessions. 

Work hours may vary depending upon the Court's calendar. 

EQUIPMENT USED WHILE PERFORMING ESSENTIAL FUNCTIONS: General office 

equ·1pment to include personal computer and printer, calculator, copy machine, fax machine, 

dictation equipment and telephone. 

ESSENTIAL SKILLS & ABILITIES 
• Detailed knowledge of legal case management principles and standards; working 

knowledge of laws, regulations and procedures applicable to all types of court cases. 

Ability to make discretionary, independent decisions under stressful circumstances. 

• To show initiative and the ability to work independently without supervision 

• The ability to prioritize duties based upon time limitations, emergency procedures and 

complexity of cases. 
• Ability to clerk numerous hearings and effectively complete model record keeping. 

Possess excellent writing, listening, and communication skills. 



Ability to establish and maintain effective worki11g relationships with va1-ious officials, 

agencies, media and individuals that work with the department; ability to communicate 

effectively with attorneys and the general public, both orally and in writing 

Ability to maintain a high level of discretion, confidentiality and integrity 

Knowledge of accounting principles and maintenance of accurate fi11ancial records for 

court-ordered fees and payment plans, as well as the filing of judgments and tax 

intercepts for the collection of delinquent fees 

Prepare reports to State/Vital Statistics Department on adoptions and termination of 

parental rights; prepare Annual Report of Actual Costs annually for the Director of State 

Courts; prepare quarterly reports for the State Public Defender's office 

Ability to; independently prepare correspondence; use a variety of computer programs 

and word processing software; 

Ability to type. 

Ability and willingness to assist the public in genealogy inquiries/searches 

Learn and fully utilize the capabilities of the CCAP software. 

Ability to train the Judicial Assistant and handle the duties when necessary 

QUALIFICATIONS REQUIRED: Graduation from high school, with any combination of education, 

skill and experience that provides the necessary knowledge, skills and abilities, as determined by 

the Circuit Court Judge. 

This position description has been prepared to ass;st in def;n1ng Job respons1b:!1t1es, phys,cai demands, working 

cond1t1ons and needed skills. it 1s not intended as a complete list of Job duties, responsibi:1ties and/or essential 

functions. The County retains and reser\es any arid all r1gn:s to change, modify, amend, add to or delete from any 

sections of this document as it deems 1n its judgment to be proper. 

September 2019 













Green Lake County Clerk of Circuit Court 
571 County Road A, Green Lake, WI  54941     920-294-4142 

 
 

AMY S. THOMA 

Clerk of Circuit Court                        October 2, 2019 

 
 
 
Judicial/Law Enforcement Committee 
571 County Road A 
Green Lake, WI  54941 
 
RE: Department Update 
 
Dear Committee Members: 
 
I will be unable to attend the meeting on October 9th as I will be attending the Clerk of Circuit 
Court conference.   
 
My office has been busy printing and mailing out approximately 1,700 juror qualification 
questionnaires for the 2020 jury year.  Each of the returned questionnaire are then manually 
entered into the system, with the exception of the few that are returned electronically.  We will be 
sending a second mailing to those who have not completed the questionnaire in the next couple 
weeks. 
 

 
NUMBER OF CASES FILED SINCE SEPTEMER 4, 2019 

 

 
Case Type 

 

 
 

Criminal Felony 8 
Criminal Misdemeanor            7 

Criminal Traffic           14 

Traffic 117 

Forfeiture 13 

Juvenile Ordinance 1 

Civil 12 

Complex Forfeiture 0 

Small Claims 27 

Family 5 

Paternity 1 

 
 
If you should have any questions, please do not hesitate to contact me. 
 
Very truly yours, 
 

 Amy S. Thoma 
 
Amy S. Thoma 
Clerk of Circuit Court 
 
AST 



MARKT. SLATE 
Cirmit Court }11r(~e 

Green Lake County Circuit Court 

571 County Road A, Green Lake, WI 54941 (920) 294-4044 

October 3, 2019 

Honorable Chairman Larry Jenkins 
Judicial/ Law Enforcement and Emergency Management Committee 
Green Lake County Courthouse 
Green Lake, WI 54941 

RE: Register in Probate 

Dear Chair Jenkins: 

This letter is to inform you that the current Register in Probate, Samantha Gerth, will be 
resigning from her position effective October 11, 2019. I will be accepting applications for the 
position in the near future and hopefully will have somebody in the position prior to the end of this 
year. 

Because of this I would ask that his matter be placed on the next Judicial/Law Enforcement 
and Emergency Management Committee agenda so we can discuss the following issues: 

1. I will be making some minor modifications to the job description and attached is a copy 
of those changes. The parts that were deleted were crossed out and those that are 
underlined were added. 

2. Amy Thoma, the Clerk of Court, has agreed to assume the responsibilities of the 
Register in Probate until a new one is hired. She has done this previously. During that 
period of time she had received a weekly stipend which was the difference between 
the Register in Probate and Judicial Assistant payment. That comes to approximately 
$5.46 an hour or $218.40 per week. I would ask that this be approved during the period 
of time when she is the acting Register in Probate. 

3. Prior to hiring the current Register in Probate there was a full time Register in Probate 
and full time Judicial Assistant. When Mrs. Gerth was appointed to the position of 
Register in Probate the Judicial Assistant position was not filled. However, I think it is 
worth noting that depending on what occurs in the future we may have to discuss 
whether or not the Judicial Assistant position needs to be filled. 

Other than the resignation of the current Register in Probate, all things are running 
smoothly in the court system and as always should you have any questions or concerns please 
do not hesitate to contact me. 

Very truly yours, 

MTS/scg 
cc: County Administrator-Cathy Schmit 
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