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Health & Human Services  Committee Meeting Notice 
Date: October 12, 2020  Time 5:00 PM 
Green Lake County Government Center 

571 County Rd A, COUNTY BOARD Room  #0902  Green Lake WI 

 AGENDA 
 
Committee  
Members 

Joe 
Gonyo, 
Chairman 
Harley 
Reabe, 
Vice Chair 
Brian Floeter 

   Joanne Guden 
Nancy 
Hoffman 

   Christine Schapfel 
Richard 
Trochinski  
Joy Waterbury 
Charlie Wielgosh 

 Jason Jerome, 
   Secretary  

Kindly arrange to be 
present, if unable to do so, 
please notify our office.   

Sincerely,    
 Jason Jerome, Director  

1. Call to Order
2. Certification of Open Meeting Law
3. Pledge of Allegiance
4. Minutes 8/14/20
5. Director’s Report
6. Veteran’s Service Office Report
7. Advisory Committee Reports

- ADVOCAP/Headstart Report (Gonyo/Bates)
- Commission of Aging Advisory Committee (Reabe)

8. Unit Reports
- Aging
- Meal site Bids

9. Personnel Updates
10. Resolutions

-  Resolution Relating to Eliminating The HHS
Administrative Assistant, The HHS Financial Manager And
The Billing Specialist Positions And Creating A
Financial/Business Manager And Billing
Specialist/Administrative Unit Coordinator Positions
- Resolution Relating to Increase Pay Grade of Representative

Payee Specialist on the County Wage Plan
11. Budget

- 2020
- 2021 Budget Planning

12. Committee Discussion
- Future DHHS Meeting Date (November 9, 2020

at 5:00  p.m. )
- Future Agenda items for action & discussion

13. Adjourn

Due to the COVID-19 pandemic, this meeting will be conducted and available through in 
person attendance (6 ft. social distancing required) or audio/visual communication.  
Remote access can be obtained through the following link: 

Join Zoom Meeting 
https://zoom.us/j/97510534285?pwd=NUFuU3JoU1duakNRTVJSaWJwUmF2Zz09 

Meeting ID: 975 1053 4285 
Passcode: 162156 
One tap mobile 
+19294362866,,97510534285# US (New York) 13017158592,,97510534285# US
+(Germantown)

Dial by your location 
+1 929 436 2866 US (New York)
+1 301 715 8592 US (Germantown)
+1 312 626 6799 US (Chicago)
+1 669 900 6833 US (San Jose)
+1 253 215 8782 US (Tacoma)
+1 346 248 7799 US (Houston)

Meeting ID: 975 1053 4285 
Find your local number: https://zoom.us/u/abGiSjo1ei 

mailto:glcdhhs@co.green-lake.wi.us
http://www.co.green-lake.wi.us/
https://zoom.us/j/97510534285?pwd=NUFuU3JoU1duakNRTVJSaWJwUmF2Zz09
https://zoom.us/u/abGiSjo1ei


 
THE FOLLOWING ARE THE OPEN MINUTES OF THE HUMAN SERVICES BOARD HELD AT GREEN 
LAKE COUNTY GOVERNMENT CENTER, 571 COUNTY ROAD A, GREEN LAKE, WI  54941 ON 
MONDAY, SEPTEMBER 14, 2020 AT 5:00 P.M. 
 
    PRESENT VIA ZOOM:   Joy Waterbury, Member  

Charlie Wielgosh, Member 
Cathy Schmit, County Administrator 
Sue Wendt, Alternate 

          Kayla Yonke, Financial Manager 
Dawn Klockow, Corporation Counsel 
 

           PRESENT: Joe Gonyo, Chairman  
Harley Reabe, Vice Chairman   
Richard Trochinski, Member 
Joanne Guden, Member 

       Brian Floeter, Member 
Christine Schapfel, Member 
Nancy Hoffman, Member 

 
                  OTHERS PRESENT:   Jason Jerome, Director 
       Karen Davis, Administrative Assistant 
        Ed Schuh, Fox River Industries Manager 

Jon Vandeyacht, Veteran’s Service  
        Officer        

  
Certification of Open Meeting Law:  The requirements of the Open Meeting Law 
have been met. 
 
Call to Order:  The meeting was called to order at 5:00 p.m. by Gonyo 
 
Pledge of Allegiance: The Pledge of Allegiance to the Flag was recited. 
 
Action on Minutes: Motion/second (Guden/Schapfel) to approve the minutes of 
the 8/10/20 Budget Hearing and Health & Human Services Board meetings as 
presented. All ayes. Motion carried. 
 
DHHS Response to COVID-19:  Jerome updated Committee members regarding 
general changes that have taken place at the Department of Health & Human 
Services (DHHS).  Jerome reported that the weekly updates are being e-mailed 
to Committee members.  Jerome reported that there is still a mixture of 
zoom/face-to-face in offices.  Jerome explained how all DHHS staff help out 
as needed to do contract tracing, deliver food, etc. 
 
Veteran’s Services Report:  Vandeyacht reported regarding Veteran’s Services 
activities.   
 
 
 
Advisory Committee Reports:  Advocap/Headstart Report:  Gonyo reported that 



 
there was a planning meeting recently.  Gonyo reported that there are 
additional meetings Thursday, September 17, 2020.   
 
Unit Reports:   
 
The Administrative August report was reviewed and placed on file. 
 
The Aging August report was reviewed and placed on file. 
 
The Behavioral Health Unit August report was reviewed and placed on file.   
 
September Suicide Prevention Month: Jerome explained that September is 
Suicide Prevention Month.  The handout was reviewed and placed on file. 
 
The Economic Support/Child Support report was reviewed and placed on file.   
 
Open – Enrollment – Health Insurance:  Jerome explained regarding the 
increase of individuals being unemployed and the need for more time for 
individuals to apply for health insurance.  This letter is a recommendation 
to extend the time from 6 weeks to 12 weeks.  Motion/second 
(Trochinski/Schapfel) to forward the letter to support the extension of the 
upcoming 2021 Open Enrollment period for the Affordable Care Act Marketplace 
through January of 2021.  All ayes.  Motion carried. 
 
The Fox River Industries August report was reviewed and placed on file.  Ed 
Schuh, Fox River Industries Unit Manager, updated Committee members 
regarding services being provided and consumers being served through COVID.  
Schuh has reported challenges with consumers and safety and bringing 
consumers safely back to Fox River Industries.   
 
Jerome reported that Glenn Grothman, US Representative, was present for a 
tour and presentation at Fox River Industries on Friday the 11th. 
 
The Health Unit/Environmental Health July report was reviewed and placed on 
file. 
 
Correspondence Thanks for Getting Schools Open:  Jerome directed Committee 
members to the letter thanking the Health Unit for being involved and 
helpful in helping to get schools to be able to reopen for the 2020-2021 
school year.   
 
Personnel Update(s):  Fox River Industries – Restructure – Revised Position 
– Supported Employment Coordinator:  Jerome updated Committee members that 
the Supported Employment Coordinator retired and the job description was 
reviewed and restructuring looked at to better provide services at Fox River 
Industries.  Jerome explained the proposed changes because of restructuring 
within Fox River Industries staff.     
 
Budget:  2020:  Jerome reviewed the DHHS Expenditure/Revenue Comparison 



 
showing where the 2020 budget is at through August 2020.   
 
2021 budget Planning:  Jerome reported that preliminary 2021 budget has been 
submitted for approval.  Jerome reported that Health Insurance costs have 
decreased from  
 
Committee Discussion: None. 
 
Future Meeting Date: The next Health & Human Services Board budget hearing 
meeting will be Monday, October 12, 2020 at 5:00 p.m. at the Green Lake 
County Government Center.   
 
Future Agenda Items For Action and Discussion: None. 
 
Adjournment:  Gonyo adjourned the meeting at 5:38 p.m.  
 



 
COMMISSION ON AGING ADVISORY MINUTES 

September 23, 2020 
 
Present:  Gloria Lichtfuss, Harley Reabe 
 
By Phone:  Darlene Krentz 
 
Others Present:  Betty Bradley, Karen Davis 
 
By Zoom:  Jason Jerome, Kayla Yonke 
 
Excused:  Parkis Waterbury 
 
Requirements of Open Meeting Law have been met. 
 
CALL TO ORDER:  
 
The meeting was called to order at 10:30 a.m. by Bradley at the Green Lake 
County Government Center. 
 
CERTIFICATION OF OPEN MEETING LAW:  The requirements of the Open Meeting 
Law have been met. 
 
PLEDGE OF ALLEGIANCE:   
 
The Pledge of Allegiance was recited. 
 
ACTION ON MINUTES:  
   
Motion/second (Krentz/Lichtfuss) to approve the November 13, 2019 minutes.  
All ayes.  Motion carried. 
 
85.21 Grant:  Bradley explained that the 85.21 grant provides for 
transportation throughout the county in the amount of $79,889.00.  Bradley 
reported that the County match - $15,978.00.  If all funds are not utilized 
the excess funds are put into a trust fund to be utilized when needed.  Bradley 
is working on the grant for 2021.  There will be a public hearing in November 
to review and approve. 
 
Catering Bids: Bradley reported that every 3 years bids have to be put out to 
provide meals for the mealsites/homebound for nutrition meals.  Berlin Senior 
Center submitted a bid for City of Berlin for mealsite/homebound for $5.50.   
Feil’s Catering submitted a bid of $5.84 which is an increase of 3% for the 
other mealsites.  Discussion followed. 
 
 
These bids will be forwarded to the Health & Human Services Board for approval. 
 
3 year Plan Review:  Bradley explained the 3 year plan that is required by 



 
the State.  There is a phone call review each year to review the goals, etc.  
Bradley reported that a letter was received from the State that Green Lake 
County has met the requirements and making any changes.  Some goals have been 
adjusted because of COVID 19 and will be working on when possible. 
 
HEALTH & HUMAN SERVICES BOARD REPORT  No aging matters were discussed at the 
last Health & Human Services Board meeting. 
 
Advocacy:  Bradley distributed information regarding voting and ways to do 
this.  Information was reviewed and placed on file. 
 
November is National Alzheimer’s Awareness months.  Information was provided 
regarding programs available.  Handouts reviewed and placed on file. 
 
Year-to-Date Program Information:  Bradley provided the year-to-date Program 
reports for Committee review.  Discussion followed.  The report is on file.  
 
Bradley reported regarding vacant positions in the ADRC in other counties that 
Green Lake County staff will help cover duties. 
 
Service Provision Changes Due to COVID-19: Bradley reported that mealsites 
are not open for seniors at this point yet. 
 
Senior Centers are open on limited basis depending on the individual 
centers:  Berlin – limited programs; Princeton – October 1st depending on 
COVID. 
 
COMMITTEE DISCUSSION No discussion. 
 
Future Meeting Date:  The next meeting of the Commission on Aging Advisory 
Committee will be Wednesday, November 18, 2020 at the Green Lake County 
Government Center at 10:30 a.m.    
 
Future Agenda Items for Action and Discussion:  Advocacy; 85.21 Grant 
 
Bradley adjourned the meeting at 10:56 a.m. 
 
 



AGING REPORT - 2020

Mealsites - Berlin Senior Center, Dartford Bay Apartments, Grand River Apartments

2020
Green Lake/Prince. GL/Princeton

HDM # DONATION HDM # DONATION HDM # DONATION HDM TOTAL HDM TOTAL CONG DONATION CONG DONATION CONG DONATION CG TOTAL CG TOTAL TOTAL TOTAL
AMOUNT AMOUNT AMOUNT MEALS DONATION # SERVED AMOUNT # SERVEDAMOUNT # SERVEDAMOUNT MEALS DONATION MEALS DONATION

January 819 $2,158.08 584 $1,708.43 462 $1,455.00 1,865 $5,321.51 296 $1,046.00 127 $68.00 52 $20.00 475 $1,134.00 2,340.00 $6,455.51

February 651 $2,541.31 452 $1,886.50 401 $1,312.32 1,504 $5,740.13 285 $853.00 122 $63.00 50 $40.00 457 $956.00 1,961.00 $6,696.13

March 833 $2,678.23 543 $1,885.82 485 $1,793.32 1,861 $6,357.37 309 $1,165.00 173 $132.00 62 $44.00 544 $1,341.00 2,405.00 $7,698.37

April 813 $3,180.58 528 $1,734.32 433 $1,503.00 1,774 $6,417.90 474 $1,671.00 133 $22.00 51 $24.00 658 $1,717.00 2,432.00 $8,134.90
 

May 731 $2,437.00 508 $2,357.70 411 $1,833.00 1,650 $6,627.70 455 $1,720.00 144 $50.00 51 $32.00 650 $1,802.00 2,300.00 $8,429.70
  

June 732 $3,098.83 573 $1,907.86 543 $1,209.00 1,848 $6,215.69 488 $1,683.00 134 $83.00 45 $36.00 667 $1,802.00 2,515.00 $8,017.69
 

July 777 $2,351.88 562 $2,186.78 550 $2,027.00 1,889 $6,565.66 379 $1,286.00 106 $49.00 52 $32.00 537 $1,367.00 2,426.00 $7,932.66
 

August 733 $2,439.68 545 $2,003.40 505 $2,418.00 1,783 $6,861.08 367 $1,430.00 99 $58.00 56 $32.00 522 $1,520.00 2,305.00 $8,381.08
 

September 727 $2,494.28 512 $1,647.36 502 $1,900.00 1,741 $6,041.64 322 $1,109.00 111 $54.00 44 $56.00 477 $1,219.00 2,218.00 $7,260.64

October 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0.00 $0.00

November 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0.00 $0.00

December 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0 $0.00 0.00 $0.00

TOTALS 6816 $23,379.87 4807 $17,318.17 4292 $15,450.64 15,915 $56,148.68 3375 $11,963.00 1149 $579.00 463 $316.00 4987 $12,858.00 20,902.00 $69,006.68

                                         

MEAL PROGRAMBerlin Markesan Berlin Markesan
HOMEBOUND CONGREGATE



AGING REPORT - 2020

ELDER ABUSE Elderly Benefit Sprcialist Program 2020 DBS
REPORTED REPORTED I&A QUARTERLY REPORTS

FOOD OPEN ELD ABUSE VULNERABLE ADULT ADRC TRNG CALLS FOR OUTREACH NEW CLIENT $ OPEN
PANTRY CASES CASES CASES CONTACTS HOURS EBS SPEAKING HOURS ADRC CASES SAVED CASES

January 176 48 9 0 356 5 137 0 9 0 17 $225,486.00

February 166 49 4 0 291 7 138 0 6 0 15 $117,204.00
  

March 194 50 2 0 294 3 112 1 1 0 13 $161,708.00
TOTALS 45 $504,398.00  

April 171 50 4 1 280 20 66 0 0 0 7 $71,660.00
   

May 218 53 3 3 214 18 67 0 0 0 7 $69,344.00 68
 

June 224 50 3 1 223 19 124 0 0 0 14 $48,501.00 79
  TOTALS 73 $693,903.00

July 190 53 3 1 289 24 122 0 0 0 75
  

August 199 54 6 1 333 17 60 1 0 0   56
 

September 252 53 0 0 322 18 108 0 2 0   

October          0   

November          0   

December  0 0 0 0     0   

TOTAL 1790 460 34 7 2602 131 934 2 18 0 191 $693,903.00





























Admin –September 2020 

As the Covid-19 Pandemic and the office being open “limited” our contacts have been slightly impacted. 
Contacts have decreased about 22% from September last year. The contacts are gradually on the rise to as the 
pandemic continues. The numbers are reflected in the graph below. Despite the drop in contacts the Admin Unit 
has continued to modifying the work flow to accommodate all the changes happening with COVID-19 Pandemic. 
We are currently working with a shortage due to a retirement.  

A few highlights on the financials: 

- Our Revenues have increase for 2020 due to taking on the fiscal lead for ADRC. (Note this also 
increases our expenditures.) 

o We lost about $150,000 in revenues for FRI Services due to COVID closing the building down, 
but have been able to make up some of the lost revenues in COVID funding. 

o We are on target for meeting our budgeted billing revenues in the clinic despite COVID 
- Our expenditures are lower this year than last year due to trainings, travel, and activities dropping to 

a minimum.  
o Most of the additional expenditures we are encountering for 2020 are in relation to COVID 

which the majority has been covered by COVID funding.  
- Year to date we are on target to be underspent on the budget.  

o However there is still a lot of unknowns in the budget through the end of the year for 
Human Services as a whole.  
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September Health Unit Report to Health & Human Services Board 

This month, our disease burden was considered high and our trajectory was also high due 
to elevated numbers of cases. We had 224 total confirmed cases in September which was 
concerning since we only had 92 positive cases in the first 6 months combined during this 
pandemic. Below is a list of highlighted events during the month of September.  

On September 1st, out updated Pandemic Plan was submitted to the state as part of our 
Consolidated Contract requirement.  

September 11th, staff worked with the Fox Valley HERC in developing our After Action 
Report for the first 6 months of the pandemic.  

9/14, 9/21 and 9/28—Incident Command Meetings were held with Health Officer, Sheriff, 
EM, County Board Chairman, DHHS Director and County Administrator. Weekly 
updates, planning and branch reports were completed. Judge Slate attended ICS meeting 
to discuss the reopening of the courts. Many cases will continue to be virtual but there are a 
few jury trials upcoming.  

The Local Emergency Planning Committee met to discuss local COVID response and the 
group will be working on plans for mass vaccination against COVID 19 when it becomes 
available.  

September 16th, Green Lake County sponsored the first Tri-County opioid fatality review. 
A case was reviewed of an individual who died of an opioid overdose and discussion was 
had on the history of the individual and if anything could have been done to prevent this 
death. It was a very good meeting with excellent participation from many areas including 
law enforcement, the coroner, public health, behavioral health, school, Children and 
Family Unit and others. This is a grant-funded initiative and will be evaluating opioid 
fatalities in all three counties. The hope is to improve community services and prevent 
needless deaths.  

A toolkit was developed for schools with step by step protocols if there is a suspect or 
confirmed case of COVID 19 in the school. In September, nearly every school had at least 
one positive case or students quarantined. Markesan school closed for a week after 2 weeks 
in session due to the large number of kids who were quarantined. Princeton School closed 
the last week in September due to positive cases and numbers quarantined. Many sporting 



events were canceled and other extracurricular activities were also canceled due to COVID 
concerns.  

A business toolkit was developed and has been shared with many local businesses on step 
by step protocols to follow if an employee tests positive for COVID 19. The toolkit includes 
cleaning instructions and protocols for isolation and quarantine. Businesses have found this 
to be very useful.  

Kathy Munsey, Health Officer and Julia McCarroll, Health Educator met with teachers 
and administrative staff at Princeton Public School at their request to discuss COVID 19 
and answer any questions that the staff had.  

Due to the significant increase in cases, the health department has officially begun to follow 
the State’s Crisis Standards of Practice, as have most (if not all) of the counties in 
Wisconsin. The number of positive cases that we are receiving on a daily basis has 
increased to the point of not being able to keep up with doing all that we had been doing. 
We are focusing our efforts on positive cases and their household members. We are relying 
on our positive cases to notify their own close contacts of possible exposure and to 
quarantine for 14 days after contact with them. This means that we will not be contacting 
each individual the positive person had contact with or creating Contact Investigations for 
each person identified. Instead, we will focus on the household members, create ONE case 
for the entire family (usually one of the parents) and that person will be responsible for 
reporting their temp/symptoms and will put how other family members are doing in the 
comment section of their electronic health record we have created for them. We will 
continue to notify employers and schools of positive cases and they will assume the 
responsibility of following up with, and providing guidance, to those identified as being 
close contacts of the positive person using the toolkits we have provided for them. 

This work has proven to be very challenging and at times frustrating for staff due to the 
lack of cooperation from cases and also outright lies, abusive language and refusing to 
assist staff with contact tracing to contain the spread in our community. This type of 
treatment along with the long hours has been stressful for staff and has been the reason one 
staff has resigned. I was very sad to accept the resignation of Kari Schneider who has 
worked for the county for over 10 years. We will be working on replacing that position as 
quickly as possible as well as trying to replace Melanie Simpkins who has been working as 
an LTE and has verbalized her intention to also end her term in the near future. I cannot 
thank all of my staff for their unbelievable efforts during this pandemic. They have truly 
been phenomenal in meeting the needs of our community while sacrificing much of their 
time with their families. I will continue to get additional staff and attempt to meet their 
needs ---as I stated above, it is very challenging. We appreciate the support from so many 
other departments, especially in Human Services to help us with contact tracing follow-up 
and many other tasks to reduce our burden. We are very grateful for the support.  



Environmental Health 
Green Lake County  
September 2020 

 
 

Animal Bites/Exposures: Investigations – 4 (1 bat/human, 3 dog/human) 
  Reported Animal Bites/Scratches – 4 
  Animal Quarantines for Animal v. Human Exposures – 3     
   Animal Quarantines for Animal v. Animal Exposures – 0 
  Quarantine Violations and Enforcement Actions Taken – 0  
  Animals Exhibiting Positive Signs of Rabies During Quarantine –0 
  Animals Exhibiting Negative Signs of Rabies During Quarantine – 3  

Enforcement Taken for Violations of Vaccination Requirements - 0 
 Animals Sacrificed for Exhibiting Symptoms of Rabies or Being Rabies Suspects- 1 (bat, 

negative result) 
  
Well Water:  9 test kits distributed. 
 
   
Lead:    Approved lead abatement plans for a house in Markesan.  Abatement should be 

complete by 10.10.2020.  A clearance inspection will follow. 
 
    Lead work for a rental house in Markesan has been delayed due to tenant/landlord 

issues.  Work is anticipated to begin in early October.  Apartment is now vacant and will remain 
vacant until work is completed.  

 
Sewage:   None. 
 
Solid Waste:  None. 
 
Radon:  2 kits distributed 
 
Housing:  Received a complaint regarding the conditions of 2 apartments in Berlin.  This complaint 

was referred to J. Jerome to see if HS staff would be able to assist in a resolution due to the 
circumstances of the situation. 

 
  Abatement orders for a Berlin apartment were released on 9.25.2020. 
   
Vector:  None. 
 
Asbestos:  None. 
  
Food/Water Illness:   None. 
   
Abandoned Bldgs:  None. 
  
Other:  None. 
 
Agent:                 5 inspections completed. 
 
 ½ day ETO used on 9.16.2020 



 
 Passed the Registered Environmental Health Specialist/Registered Sanitarian (REHS/RS) exam on 

9.16.2020.  This credential is required within 5 years of hire for all DATCP EHS staff in Wisconsin. 
 
 Completed positive COVID case training on 9.24.2020.  I have been taking positive cases for 

Green Lake and Waushara counties. 
 
 Much of this month was dedicated to contact tracing, contact monitoring, following up on mask 

mandate complaints, and answer COVID related questions asked by the public. 
 
  
 
  
 
   
 
 
  



 
Fox River Industries Report – Department of Health & Human Services 

 
Consumer Counts as of October 2020: 
 
Unfunded:      Full Time – 0                        Part Time - 1 
 
Day Service:                       Full Time -  4                       Part Time -   2  
 
Prevocational                                       Full Time- with Day Service - 0   
 
                                                                Full time- without Day Service -  16 
 
                                                                Part Time-with Day Service - 0   
 
                                                                Part Time-without Day Service -  13 
 
Changes since last report: 

• Newer Day Service enrollee has increased his attendance to two half days from one half day. 
• Production consumer out on medical leave since early August returned to his normal three day a week schedule. 
• Production consumer out due to covid-19 related fears (immune-compromised father) returned after his father 

passed away.  He resumed his normal 4 day a week schedule. 
 
 
FRI News: 

• Three FRI staff members experienced periods of covid-19 related leave or quarantine due to children/schools 
during the month of September. 

• No consumers have experienced any known covid-19 symptoms, tested positive for corona virus, or been 
quarantined due to potential contacts!  

• Our Program Aide, Kayla Olson, resigned in August (moving out of the area) 
• Our Supported Employment Coordinator, Nancy Haanen, retired in early September after 16 years with Fox 

River Industries.  We wish her well in her retirement! 
• Our Secretary/Bookkeeper ll, Penny Bahn, is retiring in early December.  She has 44 years of experience working 

with Green Lake County/Fox River Industries, and she will be missed.  We wish her well in her retirement! 
• Our Representative Payee Specialist, Cindy Stobbe, will also be retiring in early December after working 36 years 

with Green Lake County.  She will be missed, and we wish her well in her retirement! 
• Fox River Industries is in the process of trying to train individuals for 3 critical positions (Secretary Booker II, SE 

Coordinator, and Representative Payee Specialist) to replace 96 years of collective experience.  This is an 
extreme challenge, especially during a pandemic.  But we are up for the challenge.  We are actively training 
individuals to step in and perform these jobs as they become vacant, with the hope of creating a seamless 
transition as we move ahead in the coming months.   

• A special thank you to Kayla Yonke, whose accounting expertise has been absolutely critical as we redefine the 
job descriptions and create efficiencies in the Secretary Bookkeeper II and Representative Payee Specialist 
positions.  These complicated transitions would not be possible without Kayla’s positive attitude, her ability to 
teach with patience and empathy, and her in-depth knowledge of accounting procedures as they relate to the 
unique FRI/Green Lake County business relationship. 

• FRI has done its best to reduce expenses to keep them in line with revenue decreases caused by covid-19.  We 
have closely reviewed the job descriptions being vacated, and we have put a lot of thought into updating the job 
descriptions to accurately reflect the duties being performed, and the applicable equitable pay grade.  We 
focused on expenses to ensure the cumulative effect of all changes has a positive net effect on the FRI budget.  

 
 



Behavioral Health Unit—September 2020 

A Note on COVID19:  As exposures and confirmed cases of the coronavirus continue to rise in Green 
Lake County and across our region, I wanted to again include a note of appreciation for the flexibility 
and dedication of behavioral health and our frontline partners within human services, law enforcement, 
medical systems, and schools.  I want to include a continued appreciation for the support our board has 
shown for the work that we are doing.  During September, programs shifted abruptly from making plans 
to increase availability of face-to-face services to resuming a practice primarily telehealth options.  
These changes increase burden on staff to tailor the treatment approach to help clients succeed in 
telehealth and ensure that written documents are able to be shared and signed as needed.  Additionally, 
in-person services require steps to verify safety before each visit as well as creative problem solving for 
outdoor meetings when the weather does not permit.  Each member of the behavioral health team has 
gone above and beyond to ensure we are able to meet the needs of our clients and respond quickly to 
adapt to the ever-changing environment we are working within.   

Outpatient Mental Health & Substance Abuse Programs- The majority of Behavioral Health clients are 
served via our outpatient clinic.  The outpatient clinic serves clients’ mental health and substance use disorder 
(AODA) needs.  

 

September 2020 Note:  Failed appointment rates continue to be at increasingly low points.  We 
speculate that this may be the result of offering the more flexible telehealth options for appointments 
allowing clients to keep appointments even if they are ill/ required to quarantine or have other barriers 
to treatment such as childcare or transportation concerns.  This does mean that staff have needed to 
reserve some additional time in their schedules in order to complete the added documentation and 
scheduling tasks that result from telehealth settings.  It has also increased our average waiting time for 
appointments, with the average client waiting one month or more for an initial intake, and several 
weeks for their first follow up appointment.  

Crisis Services- Crisis services are available 24/7 including weekends/ holidays for psychiatric and 
substance use disorder emergencies.  The charts below show both seasonal crisis trends historically and 
for 2020 so far.  In the current environment, safety planning is much more difficult.  This quarter, 
overall, has seen a higher number of calls than usual, however September alone has not been 
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significantly different than years past.  We have noted an increase in calls that are precipitated by 
financial or housing crises over the past several months. 

 

Wrap-Around Services- Behavioral Health Unit provides three tiers of wrap-around services, allowing us 
to match individuals with a program that meets the level of need based on their unique situation.  Staff 
in these programs have been exceptionally flexible and have needed to think outside the box to find 
ways to continue services to consumers during this time. 

1. Targeted Case Management (TCM)—  Less intensive case management for clients.  This program 
expanded to include adult clients in summer 2018.  It presently serves 8 individuals. 

2. Comprehensive Community Support Program (CCS)—Recovery-focused support for clients who 
may benefit from an intensive level of services for a shorter period of time.  This program serves 
individuals across the lifespan and presently serves 33 individuals.   

3. Community Support Program (CSP)- Intensive community-based support for individuals with 
chronic mental illness.  This support is intended to be long-term and supports clients to maintain 
psychiatric stability in the community and to reduce hospitalizations.  This program presently 
serves 10 adults.   

Treatment Court- Treatment Court is an evidence-based alternative-to-incarceration program that 
combines high levels of accountability and community-based supervision with intensive substance use 
treatment.  The program accepted its first participant in November 2017 and is designed to take 14-18 
months to complete.  In September 2020, the treatment court had two participants.  One participant 
was able to phase-advance during this reporting period.  There are several eligible referrals within the 
court system which are pending.  The program is voluntary, meaning that it may be offered by the DA 
during court proceedings, but individuals could decline and choose a traditional sentence.  At the end 
of August, Dept of Justice representatives attended a court session and praised the Judge for his 
interactions with the team and clients.  They offered input on adapting the program to COVID and 
updating policies and procedures to stay in line with the most recent evidence-based practices.   

Children’s Long Term Support Waiver (CLTS)—Medicaid waiver program provides funding for families of 
children with long-term disabilities (developmental, physical, and/or severe emotional disturbance) to 
access services such as respite care and service coordination which are otherwise not covered by 
Medicaid insurance.  In 2018, Wisconsin announced the dissolution of the waitlist which required 
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Green Lake County to increase program capacity from 8 children to 16 and to continue to expand as 
new referrals come in.  The program now serves 33 youth and continues to accept new referrals.   

Residential Clients- In September 2020, one client was returned to a more restrictive level of care in a 
hospital-based setting.  This stay is for stabilization.  A case worker remains actively involved with the 
intent to transition to a community-based setting when this can be safely achieved.   

Additional Notes:  

• Clinic recertification was held on 10/5/2020.  The surveyor visit was successful and we received 
positive feedback on our documentation during COVID19.   

• E-prescribing software went live at the end of the month.  Clinical and administrative staff are 
working together to get all client prescriptions entered into the software.  We anticipate that 
this may take several months to fully transition. 

• Because many of our typical Recovery Month activities are difficult to provide in a socially 
distanced format, we are instead focusing our efforts on updating outdated prevention 
materials and training staff on more contemporary, evidence-based models for various target 
populations (elementary life skills, middle school, parents, and older youth/ underage drinking) 
 

 

 
 



CHILDREN & FAMILY SERVICES UNIT –September, 2020 
 
 

Out-of-Home Care – as of 09/30/2020 
 
Foster Care – Level I & II (Range of costs from $244.00 to 2000.00).  One  (1) 
child(ren) are local placement(s).      
    
Treatment Foster Care – Two (2) children/youth were in treatment foster care 
through Pillar & Vine.      
 
Court-ordered Relative Care ($244.00 month per child) 
Five  (5)  children were in court-ordered relative care in September,  2020.  
One 1) Child was placed in relative care that is not being reimbursed.   Total in 
Court ordered Kinship Care at month’s end = Five  (5)       
   
Subsidized Guardianship –   At the end of September 2020, three (3) remained 
in subsidized guardianship.  
 
Kinship Care – Voluntary ($244.00 month per child) 
One (1) new case was added.  Nine (9)  children were in Kinship Care at the 
end of September, 2020.    
 
 
Total out of home at month’s end = 1 + 2 +5 +3 + 9 = 20 
 
The base rate for relative foster care (level 1) and Kinship Care increased in 
2020 to $254.00/month.  This rate was raised in 2020.  
 
ACCESS REPORTS  
 
Child Protective Services (CPS): 
May –14  
Screened in reports – 0 
Screened out - 14   
June – 20 
Screened in reports – 5 



Screened out -20  
July – 15 
Screened in reports – 4 
Screened out – 11 
August – 18 
Screened in reports – 10 
Screened out reports – 8 
September – 13 
Screened in reports – 6 
Screened out - 7 
YTD – 160 reports – 52 screened in/108 screened out 
 
Child Welfare – 
May – 6 with 2 being screened in for services 
June – 4 with 1 being screened in for services  
July – 6 with 1 being screened in for services 
August – 9 with 8 being screened in for services 
September – 14 with 11 being screened in 
  
YTD (09/30/2020) – 57 with 42 being screened in  
 ****staff are focused on TCM/CCS referrals as a priority.  
 
Youth Justice – June – 6 
                            July - 5  
   August – 4 
   September - 0 
YTD (09/30/2020)  – 37 
  
 
All Unit staff have returned to the office from remote status as of 06/29/2020.  
Face-to-face contact has resumed following the parameters as set forth in the 
COVID 19 policy.   Staff have started to conduct drug screens as needed.  
Family interaction has commenced for children placed in out of home care.   
 
Unit staff have continued to assist in other areas as needed including – food 
pantry; contact tracing and food delivery; taking temperatures at main entrance 
and with interpretation.       



 
 
The roll-out for the Youth Assessment & Screening Instrument (YASI) for 
application with the Youth Justice Population began this month.   This process 
will take approximately one year.   Three (3)  staff completed the first phase of 
this training.  The funding for this training is received from the Department of 
Children & Families (DCF) at the State.   
 
Five (5) Staff have been trained in the Life Skills model which is an evidence-
based AODA curriculum for grades 3 to 8 as well as a parent program.  
Additional staff were trained in the Client for Life curriculum.   Funding for 
this training was received through monies in the Behavioral Health Unit.    
 
Two (2)  staff were trained in the Girls Circle training which is an evidence-
based support group for adolescent females.  Funding for this was received 
through additional grant funds received from the Coordinated Services Team 
program.   
 



RESOLUTION NUMBER     -2020 

RELATING TO ELIMINATING THE HHS ADMINISTRATIVE ASSISTANT, THE HHS 
FINANCIAL MANAGER AND THE BILLING SPECIALISTPOSITONS AND CREATING 
A FINANCIAL/BUSINESS MANAGER AND BILLING SPECIALIST/ADMINISTRATIVE 
UNIT COORDINATOR POSITIONS (HHS) 
 

The County Board of Supervisors of Green Lake County, Green Lake, Wisconsin, duly 
assembled at its regular meeting on this 10th day of November 2020, does resolve as 
follows: 

WHEREAS, the current Administrative Assistant retired on September 30, 2020; and, 1 

Fiscal note is attached. 2 

Majority vote is needed to pass. 3 

  Approved by Personnel  Disapproved by Personnel 
  Approved by Finance   Disapproved by Finance 

 
Roll Call on Ordinance No.       -2020  Submitted by Health and Human 

Services Board: 
 

 
Ayes      , Nays      , Absent    , Abstain     

  
 

        Joe Gonyo, Chair 
Passed and Enacted/Rejected this 10th 
day of November, 2020. 

  
 

        Harley Reabe, Vice-chair 
 
 

  
 

County Board Chairman          Brian Floeter 
 
 

  
 

ATTEST:  County Clerk     Joanne Guden 
Approve as to Form: 

 
 

  
 

Corporation Counsel      Nancy Hoffman 
 
 

  
 

Joy Waterbury      Christine Schapfel 
 
 

  
 

Charlie Wielgosh 
  



WHEREAS, upon the retirement of the Administrative Assistant, a study of the current 4 
needs of the HHS Administrative Unit and overall HHS operations revealed that 5 
streamlining several positions within the Administrative Unit would best fit the needs of 6 
the Health and Human Services Department and County stakeholders; and,  7 

WHEREAS, the Administrative Assistant vacancy creates an opportunity to modify the 8 
Administrative Unit within the Health and Human Services Department, creating 9 
efficiencies while also providing staff supervisor and program oversight; and, 10 

WHEREAS, the HHS Director, in conjunction with input from the management team, 11 
has determined that establishing a Financial/Business Manager position to oversee 12 
HHD financial and business systems creates efficiencies and helps ensure all possible 13 
revenue streams are optimized; and,  14 

WHEREAS, the HHS Director, in conjunction with input from the Administrative Unit 15 
staff, has determined that establishing a Billing Specialist/Administrative Unit 16 
Coordinator position to provide day-to-day oversight and supervision to the 17 
Administrative Unit, ensures support for staff and that the day-to-day operations of the 18 
department run smoothly and effectively; and, 19 

WHEREAS, the HHS Director has met with the County Administrator to discuss 20 
consolidation of duties and the attached job descriptions, which have been approved by 21 
the County Administrator. 22 

NOW, THEREFORE, BE IT RESOLVED, that the Green Lake County Board of 23 
Supervisors does hereby approve modification to the HHS Administrative Unit team 24 
model by eliminating one (1) HHS Administrative Assistant, one (1) HHS Financial 25 
Manager, one (1) Billing Specialist position and establishing one (1) HHS 26 
Financial/Business Manager position and one (1) Billing Specialist/Administrative Unit 27 
Coordinator position creating a department that is more efficient and cost effective. 28 
BE IT FURTHER RESOLVED that the new HHS Financial/Business Manager and 29 
position is created effective January 1, 2021.  This position shall be placed in pay group 30 
7. 31 
BE IT FURTHER RESOLVED that the new Billing Specialist/Administrative Unit 32 
Coordinator position is created effective January 1, 2021.  This position shall be placed 33 
in pay group 10. 34 
BE IT FURTHER RESOLVED that the HHS Director shall place the new HHS 35 
Financial/Business Manager and Billing Specialist/Administrative Unit Coordinator 36 
positions into the 2021 County Budget as shown in the fiscal note in this Resolution. 37 
  



 
FISCAL NOTE:  38 

 

  



GREEN LAKE COUNTY JOB DESCRIPTION 
 
TITLE:    Financial & Business Manager 
 
DEPARTMENT:  HEALTH & HUMAN SERVICES/Administrative Unit 
 
LOCATION:   GOVERNMENT CENTER 
 
SUPERVISOR:  DIRECTOR  

 
 
SUMMARY:   
This position is responsible for financial/administrative matters as they relate to the 
business of Health & Human Services.  This position is responsible for preparing and 
monitoring the annual Health & Human Services budget in cooperation with the Human 
Services Director.  This position oversees the processing of all Health & Human Services 
expenses and revenues, and ensures that all state and federal reporting requirements are 
met.  This position manages all aspects of general HHS office operations as well as 
oversight of staff within the Administrative Unit.  Position often involves working above and 
beyond regular work hours to accomplish the essential job functions. 
 
 
 
DUTIES AND RESPONSIBILITIES: 
• Coordinate and oversee all department financial reporting and billing with financial team 

staff in consultation with the Director.  Prepare and submit financial and statistical reports 
and surveys required for compliance with state and federal programs and for Human 
Services Committee review. 

• Development and management of the Department’s annual budget by providing direct 
budgetary/performance financial analysis, forecasts and trending information to the 
Director.  Coordinate with the county’s finance Department and County Administrator on 
aspects of budget process and development. 

• Conduct monthly/annual reconciliations as required.  Monitor the financial status of the 
department.  Prepare any budgetary adjustments and year-end accruals and budget 
addendums.  Monitor general operations to assure compliance with applicable laws, 
administrative directives, Medicaid programs and insurance companies’ requirements. 

• Provides to the Director overall assistance in all phases of agency operations. 
• Assists in recruiting, interviewing, selection and training Unit staff while fostering 

growth in professional practice. 
• Ensures a current, innovative, and collaborative practice environment for staff. 
• Assignment of tasks within the Administrative Unit as needed. 
• Recording Minutes for Human Services Board,  Advisory Committees and the Director.  



• Assists in preparing Board and Committee Agendas. 
• Provide managers and staff with fiscal information to aid in program development and 

management in a timely and professional manner. 
• Establishes contracts with vendors/providers.  Maintains files on contracted 

vendors/providers including supporting documents and necessary attachments. 
• Schedule, create agenda’s and facilitate HHS Financial Meeting’s.  Attend and/or 

facilitate meetings with Department heads.  This includes collaborating with community 
partner’s, agencies and groups.  Assists in grant writing and reporting, 

• Participate in the Department’s annual audit with the county auditing firm and the Offices 
of the County Clerk and County Administrator.   

• Recognize areas of Department operations that are inefficient and develop new 
procedures or recommend system design changes to promote efficiency. 

• Assist in the development and management of the Department’s internal 
management/data/financial systems and their coordination with the State and any other 
required outside systems. 

• Attend local, regional, and state meetings, trainings and conferences beneficial to the 
financial operations of the agency. 

• Oversee General Administrative Operations, works closely with County Administrator 
County Clerk, Director, Unit Managers, etc. on the day-to-day business operations 
within the Department of Health & Human Services 

• Perform other duties as assigned by the Director. 
  

SKILLS AND ABILITIES: 
Knowledge of general ledger accounting procedures.  Computer familiarity and operational 
skills including Excel spreadsheets and other related software. Written, oral and 
interpersonal skills.  Skill in researching, analyzing, interpreting and understanding 
complex guidelines such as financial, billing and audit requirements. Ability to facilitate a 
team environment and make decisions to meet required program time lines.  Ability to 
manage and prioritize work responsibilities and develop organizational practices and 
procedures. Ability to promote a harmonious relationship with others, including but not 
limited to outside agencies and county departments.  Ability to provide effective leadership 
and direct the work of others. Ability to perform duties and follow policies and procedures 
independent of direct supervision.  
 
QUALIFICATIONS:  
EDUCATION: Bachelor’s Degree in accounting is required   
  
EXPERIENCE / JOB KNOWLEDGE:  Experience in financial management, including 
governmental and general ledger accounting is required. 
 
WORKING CONDITIONS: 



PHYSICAL DEMANDS: About 80% of the time is spent in sedentary work activities in 
an office environment using computer equipment as well as other office machines. 15% 
of the time is spent moving between offices, attending state and regional meetings, 
trainings and conferences.  5% of the time is spent in low lifting activities (up to 10 
pounds) or kneeling, climbing, bending/twisting, reaching, and low to medium carrying.  
In unusual or non-routine situations, it may be required to stoop, crawl, run, swim, 
grapple, climb, and medium lifting (20-40 pounds).   
 
 
 
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. 
 
 
 
9/25/2020 
 
 

 

  



GREEN LAKE COUNTY JOB DESCRIPTION 
 
TITLE:     BILLING SPECIALIST/ADMINISTRATIVE UNIT COORDINATOR 
 
DEPARTMENT:   HEALTH & HUMAN SERVICES/ADMINISTRATIVE UNIT 
 
LOCATION:   GOVERNMENT CENTER 
 
SUPERVISOR:   FINANCIAL/BUSINESS MANAGER 

 
SUMMARY:   
The Billing Specialist/Administrative Coordinators goal is to focus on maximizing clinic 
revenue through timely, accurate client and insurance billing, claims, and collections 
while supervising the daily administrative functions of the Unit and staff. Additional goals 
include:  1) customer service skills in helping clients understand their financial 
responsibilities and expediting collection of their payments and balances, and 2) 
supporting office administrative staff and other Units.  
 
DUTIES AND RESPONSIBILITIES: 
 

o Submits insurance claims electronically and on paper accurately 
o Verifies and authorizes client insurances  
o Enters and verifies client information, EOPs and other billing data with 

accuracy to prevent reimbursement delays 
o Provides Customer Service to from clients and insurers about coverage, 

charges and payments 
o Posts all payments accurately by line 
o Corrects client account errors and re-bills older claims 
o Assists in determining which client accounts are sent to collections and which 

balances are written off in a timely manner. 
o Provides guidance to outside collection agencies 
o Reviews daily insurance EOBs, checks, and other correspondence for action 

plans 
o Conducts billing analysis to ensure high collection and low error rates 
o Assists administrative staff in making client appointments, checking in clients, 

taking payments and dealing with cancellations and no-shows   
o Assist with bank deposits and accounts receivable functions 
o Assists with implementing billing policies, practices, procedures and controls 
o Helps in identifying and preventing financial risks and fraud 
o Enter Home Delivered and Congregate Meal assessment and re-

assessments into WellSky 
o Enter monthly meal counts into WellSky 



o Prepare and send monthly Home Delivered and Congregate donation letters 
o Assists in recruiting, interviewing, selection and training Unit staff while 

fostering growth in professional practice. 
o Ensures a current, innovative, and collaborative practice environment for 

staff. 
o Plan, organize and assist with everyday staff functions in the administrative 

Unit 
o Ensures coverage for reception and other critical clerical functions. 
o Assists with audit support as necessary 
o Assign and review work of administrative staff. 
o Provides supervision of personnel within the Administrative Unit.  
o Scheduling, creating agenda’s and running staff meetings.  Attend meetings 

with other staff and Department heads.  Assist in grant writing and reporting. 
o Recording Minutes for Advisory Committee Meetings as Needed 
o Other duties and needed and assigned 

 
SKILLS AND ABILITIES: 
• Skill in the use of general office equipment, including but not limited to, Computer 

terminal, calculator, copy machine, and fax machine 
• Solid understanding of insurance principles, terminology and regulations that affect 

healthcare billing and coding 
• Adherence to HIPAA regulations, medical law, and ethics 
• Knowledge of ICD-10 coding 
• Understanding of Medicare, Medicaid, and other government insurance programs 
• Comprehensive skills in client and insurance billing, invoicing, and insurance claim 

processing 
• Solid verbal and written communication skills with ability to communicate 

professionally with clients and others 
• Critical thinking skills and ability to research and resolve financial problems 
• Detail oriented and ability to prioritize work 
• Performs job duties with actions that display criterial thinking, responsibility, maturity, 

diplomacy and attention to detail.   
• Shows respect to others opinions and considers other options. 
• Ability to provide effective leadership and direct the work of others. 
 
QUALIFICATIONS:. 
EDUCATION:  Billing/data entry experience desirable.  Prefer minimum of an 
Associate’s Degree in accounting or related field.   
  



EXPERIENCE / JOB KNOWLEDGE:  Two or more years of accounting experience.  
Must present a positive and professional image to the public/co-workers and have 
excellent customer relation skills.  Must have basic everyday living skills, basic 
computer skills and knowledge of computer software, the ability to follow complex oral 
and written directions, good knowledge of office terminology, procedures and equipment 
of business, arithmetic and English, ability to type at a reasonable rate of speed, and 
have specific knowledge of clerical and accounting practices. Supervisory experience is 
preferred. 
 
WORKING CONDITIONS: 
PHYSICAL DEMANDS:  Over 75% of the time is spent hearing, using near vision, 
sitting and using low fingering (writing).  Approximately 10% of time is spent walking, 
standing, feeling, talking, using far vision, low lifting, low handling, and keyboarding.  In 
unusual situations it is necessary to stoop, kneel, crouch, balance, bend or twist, 
reaching, medium lifting, and medium carrying. 
 
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:   Nearly 100% of the work done by this position is 
inside. 
 
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. 
 
 
September 25, 2020 
 
 
 
 
 
 



RESOLUTION NUMBER     -2020 

Resolution to Increase Pay Grade of Representative Payee Specialist on the 
County Wage Plan 

The County Board of Supervisors of Green Lake County, Green Lake, Wisconsin, duly 
assembled at its regular meeting on this 20th day of October 2020, does resolve as 
follows: 

WHEREAS, on February 19, 2019, the County Board created the position of 1 
Representative Payee Specialist position; and, 2 

WHEREAS, the employee who holds the position will be retiring in December 2020; 3 
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 Ordinance No.       -2020  Submitted by Health and Human 

Services Board: 
 

 
Ayes      , Nays      , Absent    , Abstain     

  
 

        Joe Gonyo, Chair 
Passed and Enacted/Rejected this 20th 
day of October, 2020. 

  
 

        Harley Reabe, Vice-chair 
 
 

  
 

County Board Chairman          Brian Floeter 
 
 

  
 

ATTEST:  County Clerk     Joanne Guden 
Approve as to Form: 

 
 

  
 

Corporation Counsel      Nancy Hoffman 
 
 

  
 

Joy Waterbury      Christine Schapfel 
 
 

  
 

Charlie Wielgosh  



WHEREAS, upon a vacancy in a position County Administrative Policy Manual requires 7 
the Department Head to review the position “to ensure the position is properly 8 
designated within the County’s pay structure”; and, 9 

WHEREAS, when the position was created in 2019, the job description was developed 10 
using the Social Security Administration’s representative payee guide for collective 11 
accounts.  The guide is the handbook for collective accounts serving consumer who are 12 
beneficiaries of Social Security, Supplemental Security and Wisconsin supplemental 13 
security funds; and, 14 

WHEREAS, the Representative Payee Specialist oversees a large monthly checking 15 
account and acts as a representative payee, handling daily financial transactions and 16 
personal budget decisions for over 80 member consumers; and, 17 

WHEREAS, the Representative Payee Specialist ensures all Social Security  18 
Administration fund balance eligibility standards are met and all Social Security 19 
Administration recordkeeping and reporting requirements are completed on-time for 20 
each member consumer; and,  21 

WHEREAS, a review of the position shows that the above job duties require a high level 22 
of skill and accuracy when assisting consumers with their budgets and balancing 23 
numerous accounts and those duties compare to other Health and Human Services 24 
Department positions such as Economic Support and Child Support Specialists which 25 
are found in pay grade 14 on the County Wage Plan. 26 

NOW THEREFORE BE IT RESOLVED, that effective January 1, 2021, the position of 27 
Representative Payee Specialist shall be placed in pay grade 14 on the County Wage 28 
Plan. 29 

BE IT FURTHER RESOLVED, that the County Administrator and the Health and 30 
Human Services Department Director shall place in the 2021 budget the salary and 31 
fringes reflected in the increase to pay grade 14 for the Representative Payee Specialist 32 
position in the 2021 county budget.  33 

FISCAL NOTE: Savings are realized from downgrading the Book Keeper and 34 
Supported Employment Coordinator positions in the Wage Plan due to impending 35 
retirements and review of the job descriptions and their placement within the County 36 
wage structure as required by the Administrative Policy Manual. 37 



 

Committee:

Pay Group Position Title Wage Annual Wage Retirement Social Security Health Insurance Total Fringe Wage & Fringe
13 Book Keeper #13 24.67$                   51,313.60$                               3,463.67$            3,925.49$                   26,613.00$                34,002.16$    85,315.76$                     
11 Supported Employment Coordinator  #11 28.15$                   58,552.00$                               3,952.26$            4,479.23$                   26,613.00$                35,044.49$    93,596.49$                     
16 Representative Payee Specialist #16 19.80$                   41,184.00$                               2,779.92$            3,150.58$                   26,613.00$                32,543.50$    73,727.50$                     

Total 151,049.60$                             10,195.85$          11,555.29$                79,839.00$                101,590.14$ 252,639.74$                   

Pay Group Position Title Wage Annual Wage Retirement Social Security Health Insurance Total Fringe Wage & Fringe
14 Book Keeper #14 20.73$                   43,112.16$                               2,910.07$            3,298.08$                   26,613.00$                32,821.15$    75,933.31$                     
13 Supported Employment Coordinator #13 22.29$                   46,369.44$                               3,129.94$            3,547.26$                   26,613.00$                33,290.20$    79,659.64$                     
14 Representative Payee Specialist #14 20.73$                   43,118.40$                               2,910.49$            3,298.56$                   26,613.00$                32,822.05$    75,940.45$                     

Total 132,600.00$                             8,950.50$            10,143.90$                79,839.00$                98,933.40$    231,533.40$                   

Total Cost Savings 21,106.34$          
* All Wages are based on 7-1-2020 Wage Plan

2021 Fox River Industries Restructure Fiscal Note
Human Service Board

Current For 2021

Proposed for 2021



 
GREEN LAKE COUNTY JOB DESCRIPTION 

 
 
TITLE:  REPRESENTATIVE PAYEE SPECIALIST 
 
DEPARTMENT: HEALTH & HUMAN SERVICES/FOX RIVER INDUSTRIES 
 
LOCATION: FOX RIVER INDUSTRIES 
 
SUPERVISOR: FOX RIVER INDUSTRIES SERVICES COORDINATOR 

    FOX RIVER INDUSTRIES UNIT MANAGER 
 
SUMMARY:  
This position is full-time at 40 hours per week.  Flexible hours will be assumed.  The 
Representative Payee Specialist is primarily responsible for providing support to the consumer 
for personal financial matters. Specifically, the Representative Payee Specialist is responsible for 
establishing and maintaining entitlements for eligible recipients of Social Security, managing 
monthly bills, and providing personal spending money. The individual’s benefits are paid to the 
Representative Payee on the beneficiary’s behalf and the services provided by the payee must be 
tailored to best meet the individual’s needs while preserving their appropriate benefits status and 
financial security. 
 
QUALIFICATIONS:  
 
EDUCATION:  High School Diploma 
 
EXPERIENCE/JOB KNOWLEDGE:  

• Three to five years of experience in human services with special emphasis on working 
with individuals with disabilities. 

• Three to five years of experience maintaining financial records and/or a demonstrated 
ability to organize and maintain individual consumer accounts. 

• A current, valid Wisconsin drivers’ license.  
 
DUTIES AND RESPONSIBILITIES: 

• To establish and maintain entitlements for eligible recipients of Social Security; to pay 
and monitor monthly bills and to provide personal spending money to the individual as 
outlined in the SSA Representative Payee Guidelines 

• To be informed about the individual’s needs and decide how benefits/income can best be 
used for his or her personal care and well-being. 

• To ensure the individual’s current needs are being met. This includes food, shelter, 
medical care and other items for the individual’s personal comfort; to use remaining 
benefits/income to pay for the individual’s personal needs, such as clothing, recreation, 
and other expenses. 

• To keep and maintain an individual’s financial records; to manage the individual’s bank 
account as outlined in the SSA Representative Payee Guidelines.  



• To inform Social Security about changes that may affect the individual’s eligibility for 
benefits and to complete documentation as required by Social Security to maintain 
benefits. 

• To work closely with service providers to ensure continuity of services for the individual. 
• To coordinate with other service providers as needed to ensure members’ unmet, non-

representative payee needs are met. 
 
 
 
WORKING CONDITIONS: 
 
PHYSICAL REQUIREMENTS:  

• Ability to perform all primary job functions 
• Ability to lift up to 50 pounds 
• In unusual circumstances ability to stoop, kneel, reach, push medium to heavy objects. 

 

ENVIRONMENTAL DEMANDS:  Approximately 80% of this position’s time will be spent 
indoors.  10% or less will be spent traveling to and from consumers’ homes. While in 
consumers’ homes, the person in this position might experience poor ventilation, dust, fumes, 
and/or odors.  Schedule flexibility is required as needed to accommodate consumer needs.  
Lastly, in unusual circumstances, the person in this position could be exposed to physical 
attaches or injuries from consumers they are serving.  
 
 
 
 

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. 

 

Updated: September 2018, July 2020  
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