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Judicial/Law Enforcement and Emergency Management Committee 

Meeting Notice 

Date: March 10, 2021  Time:  10:30 AM 

Green Lake County Government Center, 

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

Amended AGENDA* 

 

Committee  

Members 

 

Joe Gonyo, 

Chair 

Sue Wendt 

Gene Thom 

Don Lenz 

Ken Bates 

 

Lori Evans, 

Secretary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Call to Order 

2. Certification of Open Meeting Law 

3. Pledge of Allegiance 

4. Minutes: 02/10/21 

5. Correspondence 

6. Resolution 

 Relating to Eliminating the Administrative Assistant to the Sheriff 

position and creating a Third Front Office Clerk Position and 

eliminating a Detective Position and creating a Detective Sergeant 

position in the Green Lake County Sheriff’s Office 

7. Job Descriptions 

 Corrections Clerk 

 Patrol Sergeant 

 Chief Deputy 

8. Department Related Reports 

 Clerk of Courts 

 Circuit Court/Register in Probate 

 District Attorney 

 Coroner 

 Emergency Management 

 Sheriff’s Office 

9. Monthly Sheriff Reports 

10. Annual Reports 

 *Clerk of Courts 

 *DA 

 *Coroner 

 Sheriff’s Office 

11. Expense & Revenue Monthly Reports 

12. Budget Adjustment 

13. Line Item Transfers 

14. Future Meeting Dates:  

 Regular Meeting April 14, 2021, at 10:30AM 

15. Future Agenda items for action & discussion: 

16. Adjourn 
 

Due to the COVID-19 pandemic, this meeting will be conducted and available through in 

person attendance (6 ft. social distancing and face masks required) or audio/visual 

communication. Remote access can be obtained through the following link:   
 

Topic: Judicial Law Meeting 

Time: Mar 10, 2021 10:30 AM Central Time (US and Canada) 

Join Zoom Meeting 

https://zoom.us/j/92984941605?pwd=d3BiVC9XL253bW14c09TV25RSWpoUT09 
 

Meeting ID: 929 8494 1605 

Passcode: 739252 

Dial by your location 

        +1 301 715 8592 US (Washington DC) 

        +1 312 626 6799 US (Chicago) 

        +1 929 436 2866 US (New York)  

Meeting ID: 929 8494 1605 
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/
https://zoom.us/j/92984941605?pwd=d3BiVC9XL253bW14c09TV25RSWpoUT09
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JUDICIAL/LAW ENFORCEMENT AND 
EMERGENCY MANAGEMENT            
COMMITTEE  

FEBRUARY 10, 2021 
The regular Judicial/Law Enforcement and Emergency Management Committee meeting was called 

to order by Chairman Joe Gonyo at 10:30 a.m. on February 10, 2021 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:        Joe Gonyo – Chairman 

         Sue Wendt – Vice-Chair    

                     Don Lenz  

         Gene Thom 

Via Zoom     Ken Bates  

 

Others present in person:    Others present via Zoom: 

Sheriff Mark Podoll     Cathy Schmit – County Administrator 

Chief Deputy Matt Vande Kolk        Dawn Klockow, Corp. Counsel  

Harley Reabe, Co. Board Chairman   Lori Evans, Admin. Ass’t to Sheriff             

Dan and Jackie Berndt    Gary Podoll – Emergency Management 

       Andrew Christenson-District Attorney 

       Amy Thoma – Clerk of Courts 

Sara Radloff, Records Clerk – SO – ran zoom 

                           

PLEDGE OF ALLEGIANCE 
 

            The Pledge of Allegiance was recited by the group. 

MINUTES 

Motion/Second (Lenz/Wendt) to approve the minutes of the January 13, 2021 regular 
meeting presented.    No negative votes.  Motion carried.  
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CORRESPONDENCE 
 

Thank you from Terri Peterman for Sgt. Manning’s much appreciated assistance to her on a case. 
The Sheriff reported on a telephone thank you he received from an individual expressing her 
appreciation for the positive interaction she had with Sgt. Prachel when he stopped her recently. 

CHALLENGE COIN 

Dan Berndt was issued a Challenge Coin honoring him for his actions in a bus related 

incident that likely saved the lives of two children last November.  

            DEPARTMENT RELATED REPORTS  

Written reports were included in the packet from the Clerk of Circuit Court, Sheriff and 
Emergency Management.  They were reviewed and filed.  Amy Thoma, Clerk of Circuit 
Court and Sheriff Podoll added additional information regarding what happened in their 
offices since the last meeting.  Sheriff Podoll voiced his appreciation to County 
Administrator Cathy Schmit and County Board Chairman Harley Reabe for their help and 
support in recent projects at the Sheriff’s Office.  
   

           MONTHLY SHERIFF REPORTS  

Sheriff’s Office reports for January 2021 were included in the packet. There were no 
questions from the Committee on any of the reports. 

ANNUAL REPORTS 

 
Annual reports were included in the packet from Circuit Court/Register in Probate and 
Emergency Government.  The Judge and Emergency Management Director Gary Podoll 
explained their reports.  The reports will be forwarded to the County Board for review. 
 

           EXPENSE AND REVENUE MONTHLY REPORTS  

The January 2021 monthly expense and revenue reports were discussed and filed. 
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LINE ITEM TRANSFER 

 
The Sheriff’s Office included two Line Item Transfers in the packet.  One requesting funds 
be transferred from Juvenile Board to Jail Janitorial Supplies and Jail Capital Equipment.  
The other one requesting funds be transferred from the Fuel Account to the Uniforms, 
Telephone and Storage and Towing accounts.    
 
Motion/Second (Wendt/Thom) to approve both of the Line Item Transfers that were 
requested.  No negative votes.  Motion carried.  These will be forwarded to the Finance 
Committee.   

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 following Lexipol Policies or 
Procedures were presented at the meeting: 
 
300- Use of Force 
 

            FUTURE MEETING DATE AND AGENDA ITEMS 

The next regular meeting is set for March 10, 2021 at 10:30 a.m. in the County Board Room 
of the County Justice Center, 571 County Road A, Green Lake. 

 

            ADJOURN 

Meeting adjourned at 10:52 a.m. 
Respectfully submitted, Lori Evans, Administrative Assistant, Green Lake County Sheriff’s 
Office. 



RESOLUTION NUMBER     -2021 

Resolution relating to eliminating the Administrative Assistant to the Sheriff 

position and creating a Third Front Office Clerk Position and eliminating a 

Detective position and creating a Detective Sergeant position in the Green Lake 

County Sheriff’s Office 

The County Board of Supervisors of Green Lake County, Green Lake, Wisconsin, duly 

assembled at its regular meeting on this 20th day of April 2021, does resolve as follows: 

WHEREAS, later in 2021, the Administrative Assistant to the Sheriff will be retiring; and 1 

WHEREAS, a study of the current needs of the Green Lake County Sheriff’s Office and 2 
overall Sheriff’s Office operations revealed that streamlining several positions within the 3 
Sheriff’s Office would best fit the needs of the Department;  and  4 
 

Fiscal note is attached. 5 

Majority vote is needed to pass. 6 

 approved by Personnel  disapproved by Personnel 
 approved by Finance   disapproved by Finance 

 

Roll Call on Resolution No.       -2021  Submitted by Judicial/Law 
Enforcement & Emergency 
Management Committee 

 
 
Ayes      , Nays      , Absent    , Abstain      

  
 

        Joe Gonyo, Chair 
Passed and Adopted/Rejected this 20th   
day of April, 2021. 

  
 

        Sue Wendt 
 
 

  
 

County Board Chairman          Ken Bates 
 
 

  
 

ATTEST:  County Clerk     Don Lenz 
Approve as to Form: 

 
 

  
 

Corporation Counsel      Gene Thom 
 
 



 

WHEREAS, the Administrative Assistant vacancy creates an opportunity to modify the 7 

duties of the Front Office, Detective and Administrative staff; and 8 

WHEREAS, the Sheriff with input from his management team has determined that 9 

eliminating the Administrative Assistant position and reassigning those job 10 

responsibilities between different members of the Department creates efficiencies and 11 

cost savings; and 12 

WHEREAS, the Sheriff has determined that establishing a Sergeant of Detectives and a 13 

third Clerk position to assist in the reorganization of duties would ensure that the day-to-14 

day operations of the Department would run smoothly and effectively; and 15 

WHEREAS, the Sheriff has met with the County Administrator to discuss consolidation 16 

of duties; and 17 

WHEREAS, the County Administrator has approved the attached job descriptions. 18 

NOW THEREFORE BE IT RESOLVED, the Green Lake County Board of Supervisors 19 

does hereby approve the elimination of the Administrative Assistant position in the 20 

Sheriff’s Office effective August 15, 2021. 21 

BE IT FURTHER RESOLVED, that one Detective position shall be eliminated effective 22 

May 10, 2021.   23 

BE IT FURTHER RESOLVED, that a new Sergeant of Detectives position be created 24 

effective May 10, 2021, with a pay rate in conjunction with the WPPA union contract. 25 

BE IT FURTHER RESOLVED, that a third Front Office Clerk position be created 26 

effective April 21, 2021.  This position shall be placed in pay group 13.   27 

[Fiscal note is on the next page]  



 
FISCAL NOTE:  

 

Sgt Detective Increase 

05-10-21

 $        2.33 1219  $                   2,840.27  $                192  $         217.28  $             3,249.27 

CLERK formerly 

Admin. Asst.

Decrease 

08/15/21

 $       (9.27) 780  $                  (7,230.60)  $               (488)  $       (553.14)  $           (8,271.81)

Annual Savings (5,022.54)$        

Sgt Detective Increase  $        2.33 1950  $                   4,543.50  $                307  $         347.58  $             5,197.76 

CLERK formerly 

Admin. Asst.

Decrease  $       (9.27) 2080  $                (19,281.60)  $            (1,302)  $    (1,475.04)  $         (22,058.15)

Annual Savings (16,860.39)$     

 SOCIAL 

SECURITY 
 TOTAL            

Green Lake County Sheriff's Office Fiscal Impact Statement for Administrative Reorganization

RETIREMENTHOURS

 CHANGE 

IN RATE 

OF PAY 

EFFECT

2021 Partial Year EFFECT

 CHANGE 

IN RATE 

OF PAY 

HOURS  ANNUAL SALARY RETIREMENT
 SOCIAL 

SECURITY 
 TOTAL            

Subsequent Years-Full 

year
 ANNUAL SALARY 



GREEN LAKE COUNTY JOB DESCRIPTION 

  

TITLE:    CLERK 

 

DEPARTMENT:   GREEN LAKE COUNTY SHERIFF’S OFFICE 

 

LOCATION:   GOVERNMENT CENTER 

 

SUPERVISOR:   CHIEF DEPUTY  

 
 

SUMMARY:   
Under the general supervision of the Chief Deputy, provides support and clerical duties 
to the Sheriff’s Office, working a schedule in accordance with the needs of the Sheriff’s 
Office. 
 
DUTIES AND RESPONSIBILITIES: 

 Analyzes and assures that complete and proper information is entered into the  

Public Safety Software System.   

 Transcribes officer reports resulting from citizen calls for service; tracks case 

progress and dispositions; prepares required legal documentation for violations of 

the law to insure proper progression through the criminal justice system. 

 Responsible for processing State required driver’s license violation paperwork. 

 Prepares for department audits by collecting appropriate data, maintaining and 

retrieval of documents. 

 Disperses and accounts for release of records. 

 Advises the public on the scope of jurisdiction of the department; suggests 

alternatives or other resources available to resolve problems. 

 Exercises sound judgment in analyzing and preparing Civil Process for Deputies to 

serve and return to the Court system; bills, maintains and balances Civil Process 

accounts. 

 Schedules, attends and prepares proper legal documentation for Sheriff’s sales; files 

proper paperwork with the Court system. 

 Performs and is responsible for a wide variety of computer applications. 

 Generates monthly and annual State and local reports; maintains departmental filing 

systems. 

 Maintains current alarm records; orders supplies. 

 Pays bills, creates invoices, receipts payments, and orders supplies using the 

County Financial System.  

 Maintains and annually posts the Sheriff’s Office Fee Schedule. 



 Assists in the development of departmental policies and procedures. 

 Uses sound judgment in evaluating, planning and organizing and assists in 

implementing projects and programs to aid in the efficient operation of the 

Department.  

 Organizes, prepares agendas, collects correspondence for, attends, participates in 

and takes minutes for Judicial/Law Enforcement Committee meetings. 

 Compiles statistics. 

 Posts public notices. 

 Assists with Departmental Volunteer Program.  

 Distributes mail and packages to Sheriff’s Office related entities. 

 Prepares necessary paperwork for Court. 

 Assists with TraCS program. 

 Assists other local Law Enforcement Agencies with RMS program and processing 

issues. 

 Maintains a high degree of confidentiality in all aspects of job functions. 

 Interacts daily with the public and other employees. 

 Performs other duties as assigned. 

 
 
SKILLS AND ABILITIES: 

 Must have thorough knowledge in the use of modern principles, methods, practices, 

and equipment relating to legal records management.    

 Thorough knowledge of State and local laws; ability and skill to apply these 

regulations and make decisions in accordance with same, as appropriate.   

 Skill and proficiency in all aspects of computer software programs utilized by the 

Sheriff’s Office. 

 Ability to act confidentially, performing assignments with accuracy, patience, tact, 

integrity, use of good discretion and courtesy; ability to exercise good judgment. 

 Ability to retain and follow instructions closely; ability to read, write, add, and 

subtract.     

 Knowledge of acceptable accounting procedures; skilled in data processing. 

 Ability to operate a personal computer and other office equipment proficiently with 

ability to type at least 40 wpm.    

 Knowledge of civil and criminal law.  Ability to meet department standards of 

physical condition. 

 Skill in the use of general office equipment to include items such as computer, 

printer, calculator, copy machine, fax machine, scanner, telephone, tape recorder 

and transcriber.  



 Ability to establish and maintain effective working relationships with various officials, 

agencies, and co-workers; ability to communicate effectively orally and in writing in 

English. 

 Ability to react quickly, efficiently and calmly in an emergency situation and adopt an 

effective course of action. 

 
QUALIFICATIONS:  

EDUCATION: High school diploma or equivalent. Post high school education preferred.   

  

EXPERIENCE / JOB KNOWLEDGE:  Minimum of one year experience in a position 

requiring independent judgment or any combination of education and experience that 

provides equivalent knowledge, skills, and abilities is required. Visual acuity must be 

correctable to 20/20.  Must obtain CPR, AED and TIME certifications and retain them for 

term of employment.   Experience in the use of Microsoft Word and Excel required. 

 

WORKING CONDITIONS: 

PHYSICAL DEMANDS:  About 95% of the time is spent sitting, using near and far 

vision, hearing, talking, and using medium fingering for typing and data entry.  Standing, 

kneeling, walking, stooping, and crouching are performed about 5% of the time.  Other 

actions may be required in unusual or non-regular situations. The Department reserves 

the right to assess the medical and physical fitness of each employee’s ability to fully 

perform the expected duties of the position. 

 

ENVIRONMENTAL DEMANDS:   Over 100% of the time is spent inside and will involve 

contact with other workers, and the general public. 

 
 

This is a public service position, and employee is required to be courteous, cooperative and respectful at 

all times with the public and clients; also establishes and maintains a courteous and cooperative and 

respectful working relationship with other employees, supervisors and public officials. 

 

This position description has been prepared to assist in defining job responsibilities, physical demands, 

working conditions and needed 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. 

 

January 2018; March 2021 

 

  



GREEN LAKE COUNTY JOB DESCRIPTION 

 

TITLE:    DETECTIVE SERGEANT  

 

DEPARTMENT:   GREEN LAKE COUNTY SHERIFF’S OFFICE 

 

LOCATION:   GOVERNMENT CENTER 

 

SUPERVISOR:   SHERIFF 

 
SUMMARY:   
Under direction of the Sheriff and/or Chief Deputy, supervises and directs the activities 
of the Sheriff’s Office, primarily the Detective Division, provides shift supervision, 
develops and implements policies and procedures and responds to incidents and 
emergencies working a schedule in accordance with the needs of the Sheriff’s Office, 
working a schedule in accordance with the needs of the Sheriff’s Office. 
 
DUTIES AND RESPONSIBILITIES:  (Illustrative and not inclusive) 

 Assumes all duties of a Deputy Sheriff and Detective. 

 Supervises assigned staff; oversees shift operations; assists in employee training 

Assists in preparation of the monthly schedule to ensure proper manpower 

coverage; monitors and approves vacations, attendance and divisional training. 

 Reviews Detectives reports and ensures submission of reports in a timely and 

accurate fashion; submits State and department reports as required. 

 Dictates detailed reports of arrests and investigations according to Department 

policy; appears as witness in court, provides clear and accurate testimony. 

 Assists in preparing and updating division policy and procedures for review. 

 Assists in preparing and administering the division budget, ensuring adherence to its 

guidelines, makes recommendations as appropriate. 

 Supervises and performs periodic inspections of Detective related equipment and 

supplies.  

 Oversees the Evidence Room and the Evidence Custodian.  Acts as the alternate 

Evidence Custodian. 

 Oversees the management of technological and software needs related to the 

Detective division. Including the oversight of Leads on line, Financial  Software, 

Background check and Investigative Software.  

 Oversees the operation of the Detective Field Training Program, prepares and 

maintains training records.   

 Oversees the Computer Forensics, ICAC, Drone, Video Training Programs, and 

CWDTF, maintaining appropriate records. 



 Coordinates department activities and services with other divisions, the health office, 

courts, attorneys and other agencies; makes presentations and reports to various 

community businesses, educational, governmental and civic groups; implements 

career shadow and intern programs. 

 Oversees all issues relating to the storage sheds. 

 Assumes command at crime and accident scenes, other incidents or disturbances 

requiring police intervention; advises personnel on enforcement action. 

 Prepares news releases; handles public relations activities as directed. 

 Counsels employees in their division, provides corrective action and refers 

employees in their division for disciplinary action. 

 Assigns cases to Detectives. 

 Oversees the Detective Schedule. 

 Oversees the recruitment background check process.  

 Serves as the Sheriff’s Office Infectious Control Officer. 

 In the absence of the Sheriff and Chief Deputy serves as the Incident Commander 

(ICS) at emergency events. 

 Performs any others duties as may be assigned. 

 
SKILLS AND ABILITIES: 

 Ability to establish and maintain effective working relationships with various officials, 

agencies, co-workers and the general public on a daily basis in a positive manner. 

 Ability to communicate effectively orally and in writing in English.  

 Ability to understand, retain and follow written oral instruction in English. 

 Thorough knowledge of the operations and requirements of a Sheriff’s Office to 

ensure efficient and effective operation at all times. 

 Ability to react quickly, efficiently and calmly in an emergency situation and adopt an 

effective course of action. 

 Ability to maintain a high level of confidentiality in all aspects of job functions. 

 Working knowledge of County and Sheriff’s Office rules, policies and procedures 

with the ability and skill to apply them to various situations and to ensure that 

subordinates know and follow the same. 

 Ability to comprehend and interpret a variety of documents including booking 

reports, Court judgments, incident and other reports, legal documents, State statutes 

and various policy manuals. 

 Ability to prepare a variety of documents including training, incident, crime reports, 

schedules and attendance records. 

 Ability to utilize basic math skills. 

 Ability to assign, supervise and review the work of others; ability and skill to make 

recommendations regarding the selection, discipline and discharge of employees. 



 Knowledge of state, felony, misdemeanor, forfeiture, ordinance and other laws and 

regulations. 

 Ability to satisfactorily use the equipment required to perform the essential functions 

of this job as listed above. 

 Ability to meet department standards of physical condition. 

 Skill in the use of Police vehicles, department issued firearms, bullet resistant vest, 

handcuffs, radar, police radio, siren, emergency lights, OC spray, fire extinguisher, 

Taser, office equipment to include computer and software, PBT, telephone, cuff belt, 

ankle restraints, recording devices, flash and spot light, car opening tools, pry bar, 

flares, traffic cones, first aid kit, bio-hazard kit, MDC, TIME System and all other 

software programs used by the Sheriff’s Office, printer, baton, CPR mask and AED. 

May be required to carry and answer an assigned cell phone and be subject to call-

out.   

 
 

QUALIFICATIONS:  

EDUCATION:  High school graduate or equivalent.  60 college credits required.     

Criminal Justice degree preferred.  Five years of experience as a Detective. 

  

EXPERIENCE / JOB KNOWLEDGE:  Wisconsin Law Enforcement Standards Board 

(LESB) certification, plus four or more year’s full-time equivalent experience as a sworn 

Law Enforcement Officer is required.  Civil or military law enforcement work or any 

equivalent combination of education or experience which provides the necessary 

knowledge, skills and abilities. Must qualify annually or as required by LESB Unified 

Tactical Concepts. Must obtain CPR/AED and TIME certification within the probationary 

period and retain said certifications for term in position; must possess and maintain a 

valid Wisconsin driver’s license.  Visual acuity must be correctable to 20/20;  

 

WORKING CONDITIONS: 

PHYSICAL DEMANDS:  Approximately 75% 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 occurs approximately 25% of the 

time; other actions may be required in unusual or non-regular situations. 

 

ENVIRONMENTAL DEMANDS:   Over 75% of the time is spent either inside a climate 

controlled building or vehicle.  Approximately 25% of the time may be spent outside in 

possible adverse weather conditions, including but not limited to extreme cold, heat, 

rain, sleet, snow, wind and noise.  It may be necessary to traverse uneven or hilly 

terrain while in the field.  
 



This is a public service position, and employee is required to be courteous, cooperative and respectful at 

all times with the public and clients; also establishes and maintains a courteous and cooperative and 

respectful working relationship with other employees, supervisors and public officials. 

 

This position description has been prepared to assist in defining job responsibilities, physical demands, 

working conditions and needed 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. 

 

Green Lake County provides equal employment opportunities (EEO) to all employees and applicants for 

employment without regard to race, color, religion, sex, national origin, age, disability, or genetics. In 

addition to federal law requirements, Green Lake County complies with applicable state and local laws 

governing nondiscrimination in employment in every location in which the Green Lake County has 

facilities. This policy applies to all terms and conditions of employment.  

 

 

 November 17, 2020; March 2021 

 



GREEN LAKE COUNTY JOB DESCRIPTION 
  
TITLE:    CLERK – CORRECTIONS DIVISION 
 
DEPARTMENT:   GREEN LAKE COUNTY SHERIFF’S OFFICE 
 
LOCATION:   GOVERNMENT CENTER 
 
SUPERVISOR:   CORRECTIONS ADMINISTRATOR 

 
 
SUMMARY:   
Under the general supervision of Corrections Administrator, provides support and 
clerical duties to the Corrections Division of the Sheriff’s Office, working a schedule in 
accordance with the needs of the Sheriff’s Office. 
 
DUTIES AND RESPONSIBILITIES: 
• Analyzes and assures that complete and proper information is entered into the  

Public Safety Software System.   
• Transcribes and or analyzes Correction Officer reports as needed for correctness 

and accuracy 
• Prepares for Corrections Division billing and audits by collecting appropriate data, 

maintaining and retrieval of documents. 
• Maintains and balances Inmate accounts, makes deposits, issues checks, receives 

and disburses bond payments, maintains and reconciles TRIP accounts. 
• Schedules inmate visitation 
• Performs and is responsible for a wide variety of computer applications. 
• Generates monthly and annual State and local reports; maintains Correctional 

Division filing systems. 
• Coordinates inmate programs and visitation. 
• Orders supplies and equipment. 
• Maintains a high degree of confidentiality in all aspects of job functions. 
• Interacts daily with the public, other employees, and the inmate population. 
• For the Corrections Division, pays bills, creates invoices and orders supplies using 

the County Financial Software System   
• Verifies and processes valid inmate medical bills. 
• Oversees the Becky Young Award (Recidivism Reduction Program.  Pays invoices, 

reconciles reports, sends invoices and prepares for annual audit. 
• Performs other duties as assigned. 

 
 
SKILLS AND ABILITIES: 
• Must have thorough knowledge in the use of modern principles, methods, practices, 

and equipment relating to Corrections records management.    
• Thorough knowledge of State and local laws; ability and skill to apply these 

regulations and make decisions in accordance with same, as appropriate.   



• Skill and proficiency in all aspects of computer software programs utilized by the 
Sheriff’s Office. 

• Ability to act confidentially, performing assignments with accuracy, patience, tact, 
integrity, use of good discretion and courtesy; ability to exercise good judgment. 

• Ability to retain and follow instructions closely; ability to read, write, add, and 
subtract.     

• Knowledge of acceptable accounting procedures; skilled in data processing. 
• Ability to operate a personal computer and other office equipment proficiently with 

ability to type at least 40 wpm.    
• Knowledge of civil and criminal law.  Ability to meet department standards of 

physical condition. 
• Skill in the use of general office equipment to include items such as computer, 

printer, calculator, copy machine, fax machine, scanner, telephone, tape recorder 
and transcriber  

• Ability to establish and maintain effective working relationships with various officials, 
agencies, and co-workers; ability to communicate effectively orally and in writing in 
English 

• Ability to react quickly, efficiently and calmly in an emergency situation and adopt an 
effective course of action. 

 
QUALIFICATIONS:  
EDUCATION: High school diploma or equivalent. Post high school education preferred.   
  
EXPERIENCE / JOB KNOWLEDGE:  Minimum of one year experience in a position 
requiring independent judgment or any combination of education and experience that 
provides equivalent knowledge, skills, and abilities is required. Visual acuity must be 
correctable to 20/20.  Must obtain CPR, AED and TIME certifications and retain them for 
term of employment.   Experience in the use of Microsoft Word and Excel required. 
 
WORKING CONDITIONS: 
PHYSICAL DEMANDS:  About 95% of the time is spent sitting, using near and far 
vision, hearing, talking, and using medium fingering for typing and data entry.  Standing, 
kneeling, walking, stooping, and crouching are performed about 5% of the time.  Other 
actions may be required in unusual or non-regular situations. The Department reserves 
the right to assess the medical and physical fitness of each employee’s ability to fully 
perform the expected duties of the position. 
 
ENVIRONMENTAL DEMANDS:   About 95% of the time is spent inside and will involve 
contact with other workers, and the general public. Approximately 5% of the time is 
spent at other locations working on outside programs. 
 
This is a public service position, and employee is required to be courteous, cooperative and respectful at 
all times with the public and clients; also establishes and maintains a courteous and cooperative and 
respectful working relationship with other employees, supervisors and public officials. 
 



This position description has been prepared to assist in defining job responsibilities, physical demands, 
working conditions and needed 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. 
 
March 2017; March 2021 



GREEN LAKE COUNTY JOB DESCRIPTION 
 
TITLE:    SERGEANT OF PATROL SERGEANT 
 
DEPARTMENT:   GREEN LAKE COUNTY SHERIFF’S OFFICE 
 
LOCATION:   GOVERNMENT CENTER 
 
SUPERVISOR:   SHERIFF 

 
SUMMARY:   
Under direction of the Sheriff and/or Chief Deputy, supervises and directs the activities 
of the Sheriff’s Office, primarily the Patrol Division, provides shift supervision, develops 
and implements policies and procedures and responds to incidents and emergencies 
working a schedule in accordance with the needs of the Sheriff’s Office, working a 
schedule in accordance with the needs of the Sheriff’s Office. 
 
DUTIES AND RESPONSIBILITIES:  (Illustrative and not inclusive) 
• Assumes all duties of a Deputy Sheriff 
• Supervises assigned staff; oversees shift operations; trains employees. assists in 

employee training programs. 
• Assists in preparation of the monthly schedule to ensure proper manpower 

coverage; monitors and approves vacations, attendance and divisional training. 
• Reviews deputies’ reports, to include criminal, civil and traffic related matters and 

ensures submission of reports in a timely and accurate fashion; submits State and 
department reports as requirerequired.  Manages cases for follow-up on traffic patrol 
requested and house check cases.d. 

• Dictates detailed reports of arrests and investigations according to Department 
policy; appears as witness in court, provides clear and accurate testimony. 

• Assists in preparing and updating division policy and procedures for review. 
• Assists in preparing and administering the division budget, ensuring adherence to its 

guidelines, makes recommendations as appropriate. 
• Supervises and performs periodic inspections of one-to-one vehicles, intensive use 

vehicles and other equipment such as weapons and patrol related equipment , and 
equipment room; and garage supplies.   Mmakes request for up-dated vehicles, 
authorizes repairs and arranges for squad up-fitting and tear-down. 

• Oversees updates and changes to division related forms; oversees forms and office 
supplies stock.. 

• Oversees the Boat, ATV, and Snowmobile for readiness; oversees the status and 
operation of the fleet of vehicles and fleet manager program and the K-9 Program. . 

• Oversees the management of technological and software needs related to the patrol 
division. Including the oversight of Radar Certification, Body Cam/Squad Video 
System, TIME Certification, Badger TRACS, MACH and other MDC software, as 
well as the Departmental When to Work software, and the 10-33 program.. 
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• Oversees the operation of the Patrol /Detective Field Training Program; attends 
cadre’ meetings as required; maintains records and/or prepares records for these 
activities; oversees Youth Education Programs, Firearms, DAAT, CTU and EVOC 
programs, maintaining appropriate records. 
•  

• Coordinates department activities and services with other divisions, the health office, 
courts, attorneys and other agencies; makes presentations and reports to various 
community businesses, educational, governmental and civic groups; implements 
career shadow and intern programs. 

• Assumes command at crime and accident scenes, other incidents or disturbances 
requiring police intervention; advises personnel on enforcement action. 

• Reviews squad/body camera videos, makes copies of the videos as requested 
following open records guidelines.  

• Coordinates the Departmental Volunteer, Ride-along, Job Shadow and Intern 
programs.  

• Assists in coordinating transports. 
• Prepares news releases; handles public relations activities as directed. 
• Counseels employees in their division , provides corrective action and refers 

employees in their division for disciplinary action. 
• Acts in the capacity of Records Management System Administrator for the entire 

County-wide Law Enforcement and Emergency Response entities.  
• In the absence of the Sheriff and Chief Deputy serves as the Incident Command 

(ICS) at emergency events. 
• Provides oversight of the Green Lake County Law Enforcement Standards Board 

roster, certifications, instructor status and ACADIS training documentation. 
•  
• Performs any others duties as may be assigned. 
 
SKILLS AND ABILITIES: 
• Ability to establish and maintain effective working relationships with various officials, 

agencies, co-workers and the general public on a daily basis in a positive manner. 
• Ability to communicate effectively orally and in writing in English.  
• Ability to understand, retain and follow written oral instruction in English. 
• Thorough knowledge of the operations and requirements of a Sheriff’s Office to 

ensure efficient and effective operation at all times. 
• Ability to react quickly, efficiently and calmly in an emergency situation and adopt an 

effective course of action. 
• Ability to maintain a high level of confidentiality in all aspects of job functions. 
• Working knowledge of County and Sheriff’s Office rules, policies and procedures 

with the ability and skill to apply them to various situations and to ensure that 
subordinates know and follow the same. 

• Ability to comprehend and interpret a variety of documents including booking 
reports, Court judgments, incident and other reports, legal documents, State statutes 
and various policy manuals. 

• Ability to prepare a variety of documents including training, incident, crime reports, 
schedules and attendance records. 
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• Ability to utilize basic math skills 
• Ability to assign, supervise and review the work of others; ability and skill to make 

recommendations regarding the selection, discipline and discharge of employees. 
• Knowledge of state, felony, misdemeanor, forfeiture, ordinance and other laws and 

regulations. 
• Ability to satisfactorily use the equipment required to perform the essential functions 

of this job as listed above. 
• Ability to meet department standards of physical condition. 
• Skill in the use of Police vehicles, department issued firearms, bullet resistant vest, 

handcuffs, radar, police radio, siren, emergency lights, OC spray, fire extinguisher, 
Taser, office equipment to include computer and software, PBT, telephone, cuff belt, 
ankle restraints, recording devices, flash and spot light, car opening tools, pry bar, 
flares, traffic cones, first aid kit, bio-hazard kit, MDC, TIME System and all other 
software programs used by the Sheriff’s Office, printer, baton, CPR mask and AED. 
May be required to carry and answer an assigned cell phone and be subject to call-
out.   
 
 
 

 
QUALIFICATIONS:  
EDUCATION:  High school graduate or equivalent.  60 college credits required.     
Criminal Justice degree preferred.   
  
EXPERIENCE / JOB KNOWLEDGE:  Wisconsin Law Enforcement Standards Board 
(LESB) certification, plus four or more year’s full-time equivalent experience as a sworn 
Law Enforcement Officer is required.  Civil or military law enforcement work or any 
equivalent combination of education or experience which provides the necessary 
knowledge, skills and abilities. Must qualify annually or as required by LESB Unified 
Tactical Concepts. Must obtain CPR/AED and TIME certification within the probationary 
period and retain said certifications for term in position; must possess and maintain a 
valid Wisconsin driver’s license.  Visual acuity must be correctable to 20/20;  
 
WORKING CONDITIONS: 
PHYSICAL DEMANDS:  Approximately 75% 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 occurs approximately 25% of the 
time; other actions may be required in unusual or non-regular situations. 
 
ENVIRONMENTAL DEMANDS:   Over 75% of the time is spent either inside a climate 
controlled building or vehicle.  Approximately 25% of the time may be spent outside in 
possible adverse weather conditions, including but not limited to extreme cold, heat, 



rain, sleet, snow, wind and noise.  It may be necessary to traverse uneven or hilly 
terrain while in the field.  
 
This is a public service position, and employee is required to be courteous, cooperative and respectful at 
all times with the public and clients; also establishes and maintains a courteous and cooperative and 
respectful working relationship with other employees, supervisors and public officials. 
 
This position description has been prepared to assist in defining job responsibilities, physical demands, 
working conditions and needed 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. 
 
Green Lake County provides equal employment opportunities (EEO) to all employees and applicants for 
employment without regard to race, color, religion, sex, national origin, age, disability, or genetics. In 
addition to federal law requirements, Green Lake County complies with applicable state and local laws 
governing nondiscrimination in employment in every location in which the Green Lake County has 
facilities. This policy applies to all terms and conditions of employment.  

 
 
 November 17, 2020; March 2021 



GREEN LAKE COUNTY JOB DESCRIPTION 
 
TITLE:    CHIEF DEPUTY 
 
DEPARTMENT:   GREEN LAKE COUNTY SHERIFF’S OFFICE 
 
LOCATION:   GOVERNMENT CENTER 
 
SUPERVISOR:   SHERIFF 

 
SUMMARY:   
Under the supervision of the Sheriff, serves as the Chief Administrative Officer of the 
Sheriff’s Office in policy and personnel matters, working a schedule in accordance with the 
needs of the Sheriff’s Office. In the absence of the Sheriff, oversees the operations of the 
Sheriff’s Office.  Acts as the Sheriff in his/her absence.   
 
DUTIES AND RESPONSIBILITIES:  (ILLUSTRATIVE AND NOT INCLUSIVE) 
 
 
• Supervises and assists in the planning and direction of all office activities, evaluates 

operations, recommends and implements improvements. 
• Prepares for and attends meetings for Crime-Stoppers, Overdose Fatality Review, and 

Chief’s Meetings addresses outcomes from those meetings. 
• As required, serves on various Committees and Boards such as the Green Lake County 

Traffic Safety Commission, and County Loss Control Committee, provides appropriate 
information as requested.,  

• and serves as the Sheriff’s Office Infectious Control Officer.   
• Provides oversight of the Green Lake County Sheriff’s Office Law Enforcement 

Standards Board roster, certifications, instructor status and ACADIS training 
documentation.  

• Oversees the Departmental grant program, Assists in the development of the Sheriff’s 
Office budget, Pprepares  applications for grants, . 

• and manages those awarded.  
• Serves as the Sheriff’s Office Public Information Officer. 
• Provides oversight of e-mails, all recording systems and social media.. 
• Acts as liaison between other Law Enforcement, Emergency Response  and other 

government agencies and the public 
• Acts as the primary resource contact for human resources related issues such as hiring, 

step increases and promotions for all departmental personnel. 
•  
• Oversees the administration of employee discipline; investigates and provides responses 

to employee grievances and complaints. 
• Guides, advises and directs staff in the performance of their job duties.  
• Creates and maintains confidential correspondence, statistics and legal documents. 
• Acts as the Custodian of Records for the Department. 
• Oversees all Departmental supervisory staff.  
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• Supervises Front Office Clerical Staff, conducts their performance evaluations, oversees 
their discipline and approves/denies leave requests and overtime. 

• Plans, coordinates, assigns, monitors and reviews work flow and work activities in the 
Front Office Clerical Division. 

• Assists in preparing ordinances and resolutions including fiscal impact notes. 
• Plans and prepares for new programs. 
• Assists in the development, monitoring and administration of the complex departmental 

operating budget and capital outlay program which includes overseeing of purchasing 
and contracting activities, using resourcefulness in decreasing expenses and enhancing 
revenue resources  

•  
• Coordinates safety and law-enforcement efforts with other agencies both locally and 

regionally. 
• Assists in all internal personnel matters ranging from interviewing to termination. 
• Conducts performance evaluations of all direct subordinates and reviews performance 

evaluations of all supervisory staff. 
• Prepares and, in the absence of the Sheriff, presents reports about the Sheriff’s Office to 

the County Board, the Committee of Jurisdiction and the public. 
• Assists in office purchasing and contracting activities involving capital outlays and 

professional services, responsible for equipment and assets of the Sheriff’s Office. 
• Addresses all Departmental citizen complaints and internal affairs cases. 
• Oversees the creation and modification and enforces Creates, modifies, and enforces all 

organizational Sheriff’s Office policies. 
• Oversees various computer related drives in the Sheriff’s Office. 
• Supervises the Department’s Chaplain Program.  
•  
• In the absence of the Sheriff, serves as the Critical Incident Commander  (ICS) at 

emergency events. 
• Performs other related duties as assigned. 

 
 

SKILLS AND ABILITIES: 
• Ability to establish and maintain effective working relationships with various officials, 

agencies, co-workers and the general public on a daily basis in a positive manner. 
• Ability to communicate effectively orally and in writing in English.  
• Ability to understand, retain and follow written oral instruction in English. 
• Thorough knowledge of the operations and requirements of a Sheriff’s Office to ensure 

efficient and effective operation at all times. 
• Ability to react quickly, efficiently and calmly in an emergency situation and adopt an 

effective course of action. 
• Ability to maintain a high level of confidentiality in all aspects of job functions. 
• Working knowledge of County and Sheriff’s Office rules, policies and procedures with the 

ability and skill to apply them to various situations and to ensure that subordinates know 
and follow the same. 

• Skill to ensure that subordinate personnel are effectively motivated, supervised, 
counseled and managed, that effective and consistent discipline is administered, that 
management rights are preserved, and that effective intradepartmental communication is 
maintained. 
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• Ability to apply effective problem-solving techniques such as conflict resolution. 
• Skill to ensure that long range plans for the Sheriff’s Office kept current and that these 

plans are implemented, as scheduled. 
• Knowledge of budget preparation, administration, purchasing and contracting practices.  
• Knowledge to ensure the department’s pursuit of effective budgetary revenue 

enhancements, as well as ability to ensure the anticipation of problems regarding 
budgets and resource allocation and, when not anticipated, handle and resolve issues in 
a timely manner. 

• Broad knowledge of civil and criminal law, effective law enforcement practices, citizen 
rights and community relations and skill in their application. 

• Ability to decide the time, place, and sequence of operations with a system or 
organizational framework, as well as the ability to oversee their execution.  

• Ability to ensure harmonious employee relations are maintained between management 
and bargaining-unit and non-bargaining unit employees,  

• Knowledge to ensure that emergency planning is coordinated with appropriate agencies. 
• Knowledge to make recommendations and takes active part in contract negotiations with 

departmental bargaining units. 
• Ability to meet Sheriff’s Office standards of physical condition. 
• Skill in the use of Police vehicles, departmental issued firearms, bullet resistant vest, 

handcuffs, radar, police radio, siren, emergency lights, OC spray, fire extinguisher, office 
equipment, computer and software, PBT, telephone, cuff belt, ankle restraints, Taser, 
recording devices, flashlight, spot light, car opening tools, pry bar, flares, traffic cones, 
first aid kit, bio-hazard kit, MDC, TIME System and all other software programs used by 
the Sheriff’s Office, printer, baton, CPR mask and AED. Required to carry and answer an 
assigned cell phone and be subject to call-out. 
 
 
 
 
 
 

QUALIFICATIONS:  
EDUCATION:  High School Diploma or equivalent.  Bachelor’s degree in criminal justice, 
criminal justice administration, public administration, business administration or a related 
field; Wisconsin Law Enforcement Board certification 
  
EXPERIENCE / JOB KNOWLEDGE:  seven or more years full time experience as a sworn 
Law Enforcement Officer, including supervisory experience OR any equivalent combination 
of education and experience that provides the necessary knowledge, skills and abilities. 
Must obtain CPR, AED, TIME System certifications retain said certifications for term in 
position; must qualify annually in DAAT, Firearms and EVOC.  Visual acuity must be 
correctable to 20/20.  Must possess and maintain a valid Wisconsin driver's License. 
 
WORKING CONDITIONS: 
PHYSICAL DEMANDS:  About 95% or more 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 done about 5% of the time.  Other actions 
may be required in unusual or non-regular situations.  Ability to perform most work from a 
sedentary position.  Ability to function primarily in situations encountered in a normal office 
setting.  However, may occasionally perform usual law-enforcement fieldwork under variable 
climatic conditions and may engage in citizen contact situations requiring physical strength, 
agility, and endurance. The Sheriff’s Office reserves the right to assess the medical and 
physical fitness of each employee’s ability to fully perform the expected duties of the 
position. 
Management’s assignment of essential functions is not designed to limit the manner in which duties may be 
accomplished.  Management shall comply with all applicable workplace laws and shall communicate with any 
employee with a disability to determine the availability of a reasonable accommodation(s) to allow the 
employee to perform the essential functions of the job. 
 

ENVIRONMENTAL DEMANDS:   Frequently works under distractions and time pressure.  
Occasionally works in adverse interpersonal situations.  Sometimes works in temperature 
variations, odors, toxic agents, violence, noise, disease, and/or dust and under unsafe and 
uncomfortable positions. 90% of the time will be inside a climate controlled building or 
vehicle.  10% of the time could be spent outside of the building while conducting transports 
or field work.  
 
This is a public service position, and employee is required to be courteous, cooperative and respectful at all 
times with the public and clients; also establishes and maintains a courteous and cooperative and respectful 
working relationship with other employees, supervisors and public officials. 
 
This position description has been prepared to assist in defining job responsibilities, physical demands, 
working conditions and needed 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. 
 
June 2019; March 2021 



GREEN LAKE COUNTY

OFFICE OF EMERGENCYMANAGEMENI

Green Lake

County

Gary V. PodoU
Director

Office: 920-361-5416
FAX: 920-361-5405

March 1,2021DATE:

TO: Green Lake County Judicial/Law Enforcement and Emergency Management
Committee

FROM: Gary V. Podoll, Emergency Management Director

SUBJECT: Monthly Report

1. I completed one online FEMA course for the 2021 Plan of Work credit.

2. I have been assisting Public Health at the Mass Vaccination Clinics that are held at the Berlin

National Guard Armory. I am doing ongoing work on Personal Protective Equipment PPE
distribution to all emergency services, long term care facilities, hospital and other qualified
facilities.

3. lam working on putting together and sending out update requests to the Hazardous Material
Planning Facilities in our County. I will then update the plans and forward them on to the state.

If you have any questions, you can contact me at 920-290-2275.

Sincerely,

‘NT
Gary V. Podoll
Emergency Management Director
Green Lake County

Green Lake County is an Equal Employment Opportunity Employer
57} County Road A, Green Lake, Wl 54941
Visit our web site: www.co. sreen-lake. wi. us































 OFFICE OF THE DISTRICT ATTORNEY 

 GREEN LAKE COUNTY 
 

ANDREW J. CHRISTENSON MITZI S. PUTZKE 
District Attorney Paralegal/Office Manager 
 

GERISE M. LASPISA MEGAN I. STRAHAN 
Assistant District Attorney Legal Clerk 
 

 BRANDI L. SCHREIBER 
 Victim/Witness Program Coordinator 
 

  

  
 
 
 
 

                                   
  

 

571 County Road A 
Green Lake, WI 54941 

Phone: (920) 294-4046 
Fax: (920) 294-4150 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

March 1, 2021 
 
 
Green Lake County Board of Supervisors 
Green Lake County Justice Center 
571 County Road A 
Green Lake, WI  54941 
 
RE:  2020 Annual Report of the District Attorney’s Office  
 
Dear Supervisors: 
 
Please accept this letter as the annual report for the Green Lake County District Attorney’s Office 
for 2020. 
 
In 2020, the district attorney’s office received 999 referrals, which includes all criminal violations, 
contested civil traffic/ordinance violations, juvenile delinquencies, children in need of protection 
or services, requests for review for charges, death reviews, search warrants, and civil asset 
forfeitures.  We receive referrals from all of the law enforcement agencies within Green Lake 
County and the Department of Health and Human Services.  By comparison, in 2019 we received 
1100 referrals, and in 2018 we received 1250 referrals.   
 
The cases that stand out for purposes of public interest are as follows:  184 drug-related charges, 
81 domestics, 47 OWI cases (civil, misdemeanor, and felony), 15 sexual assaults, 12 burglaries, 
3 robberies, and one homicide.  The remaining cases were various misdemeanor, felony, criminal 
traffic, delinquency, children in need of protection or services, forfeiture traffic, and county 
ordinance violations.   
 
Due to the COVID-19 pandemic, there were no jury trials held in 2020, though many are expected 
later in 2021.  In the court of appeals, two cases was argued through written briefs; in each case 
the court ruled in the state’s favor.  There were 5 juvenile delinquency cases and 8 CHIPS cases 
filed in 2020. 
 
Thank you for your support of the Green Lake County District Attorney’s office, as the office plays 
an important role in maintaining a safe community by holding offenders accountable within the 
criminal justice system.   
 
Sincerely, 
 

 
Andrew J. Christenson 
District Attorney 
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