
 Board of Riley County 

Commissioners 
Regular Meeting 

Agenda 

May 17, 2021 
 

115 North 4th Street 
Manhattan, KS 66502 

www.rileycountyks.gov 
 

Cindy Kabriel 
785-565-6200 

 

Commission Chambers 8:30 AM 

 
District 1 – John Ford, Chair District 2 – Greg McKinley, Vice Chair  District 3 – Kathryn Focke, Member  
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8:30 AM Call to Order 

 Pledge of Allegiance 

 Public Comment 

 1. Public Comments 

 Commission Comments 

 2. Commission Comments 

 Business Meeting 

 3. Proclamation - National Public Works Week - May 16-22, 2021 

 4. 2021 Asphalt Overlay Program Contract with Shilling Construction 

 5. Review and sign Real Estate Sales Data Search Service Agreement and 

Contractual Provisions Appraiser's Website contract with Steven 

Colandrea of Keller Williams One Legacy Partners LLC. 

 6. Sign Riley County Personnel Action Form(s) 

 Review Minutes 

 7. Board of Riley County Commissioners - Regular Meeting - May 13, 

2021 8:30 AM 

 Review Tentative Agenda 

 8. Tentative Agenda 

 Press Conference Topics 

 9. Discuss Press Conference 

9:00 AM Vickie James, Food and Farm Council and Lee Crouch, CSM, Soldier 

Recovery Unit 

 10. Soldier Recovery Unit (SRU) Hoop House 

9:15 AM David Adams, EMS/Ambulance Director 

 11. EMS/Ambulance Staff Update 

9:30 AM Press Conference 

 12. Presentation of the National Public Works Week Proclamation - John 

http://www.rileycountyks.gov/
http://www.rileycountyks.gov/67/Meet-the-Commissioners
http://www.rileycountyks.gov/67/Meet-the-Commissioners#tab756647ba-1e29-4701-8259-5a16c3188e6c_1
http://www.rileycountyks.gov/67/Meet-the-Commissioners#tab756647ba-1e29-4701-8259-5a16c3188e6c_2
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Ford and John Ellermann (3-5 minutes) 

 13. Wheat plot tour and upcoming tractor safety course - Greg McClure (5 

minutes) 

 14. City/School Elections - Rich Vargo (2 minutes) 

9:50 AM Alvin Perez, PW Operations and Fleet Manager 

 15. Bid opening for one tandem axle dump truck 

10:00 AM Alvin Perez,PW Operations and Fleet Manager 

 16. Bid opening for one 55 ton paver ready hydraulic detach drop deck 

trailer 

10:10 AM Clancy Holeman, Counselor/Director of Administrative Services 

 17. Administrative Work Session 

 18. Pending County Projects County Counselor 

 19. Review and Sign Federal Commitments under the "American Rescue 

Plan." 

10:30 AM Tami Robison, Budget and Finance Officer and Elizabeth Ward, Human 

Resource Manager 

 20. 2022 COLA and Merit Increases 

 21. Mid-Year Salary Adjustment 

11:00 AM Tami Robison, Budget and Finance Officer 

 22. Open.Gov Platform Presentation 

11:15 AM Elizabeth Ward, Human Resource Manager 

 23. Mask mandate 

11:20 AM Elizabeth Ward, Human Resource Manager 

 24. New and Expanded Position Requests for 2022 Budget 

12:00 PM Law Enforcement Agency Meeting 

 25. Law Board Meeting Agenda 

 Adjournment 

 

In order to comply with provisions of the Americans with Disabilities Act (ADA), Riley County will make  

reasonable efforts to accommodate the needs of persons with disabilities. Please contact the Division of Human  

Resources at (785) 537-6303 (voice and TTY) for assistance. 
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PUBLIC WORKS 
Proclamation 

 
 

 

John Ellermann 

Public Works 

Director/County Engineer 

6215 Tuttle Creek Blvd 

Manhattan, KS 66503 

Phone: 785-537-6330 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Shannon Sterling 

 

MEETING:   May 17, 2021 

  

SUBJECT:   Proclamation - National Public Works Week - May 16-22, 2021 

 

PRESENTER: John Ellermann, Director of Public Works 

 

 
 

POSSIBLE MOTION(S) 

 

The Board agrees by consensus to sign Proclamation for National Public Works Week - May 16-

22, 2021. 

 

 

Enclosures: 
 National Public Works Week Proclamation_2021 (PDF) 
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PUBLIC WORKS 
Contract 

 
 

 

John Ellermann 

Public Works 

Director/County Engineer 

6215 Tuttle Creek Blvd 

Manhattan, KS 66503 

Phone: 785-537-6330 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Shannon Sterling, Admin. Assistant II 

 

MEETING:   May 17, 2021 

  

SUBJECT:   2021 Asphalt Overlay Program Contract with Shilling Construction 

 

PRESENTER: John Ellermann, Director of Public Works 

 

 
 

Attached for your approval is the contract for the 2021 Asphalt Overlay Program - Alternate No. 

3 with Shilling Construction Co., Inc. in the amount of $1,440,925.70.   

 

Staff recommends approval. 

 

POSSIBLE MOTION(S) 

 

Move to approve the contract for the 2021 Asphalt Overlay Program - Alternate No. 3 with 

Shilling Construction Co., Inc. in the amount of $1,440,925.70.   

 

Move to table for further discussion. 

 

 

Enclosures: 
 Shilling Construction_2021 Asphalt Overlay Program_Contract Agreement (PDF) 
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COUNTY APPRAISER'S OFFICE 
Agreement 

 
 

 

Greg McHenry 

County Appraiser 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-537-6310 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Lisa McAdams 

 

MEETING:   May 17, 2021 

  

SUBJECT:   Review and sign Real Estate Sales Data Search Service Agreement and 

Contractual Provisions Appraiser's Website contract with Steven 

Colandrea of Keller Williams One Legacy Partners LLC. 

 

PRESENTER: Greg McHenry 

 

 
 

POSSIBLE MOTION(S) 

 

Move to approve  Real Estate Sales Data Search Service Agreement and Contractual Provisions 

Appraiser's Website contract with Steven Colandrea of Keller Williams One Legacy Partners 

LLC. 

 

Move to deny 

 

Move to modify 

 

Move to table 

 

No action required. 

 

The Board agreed by consensus to  

 

 

Enclosures: 
 Colandrea contract (PDF) 
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COUNTY CLERK & ELECTIONS 
Personnel 

 
 

 

Rich Vargo 

County Clerk 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-565-6200 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Elizabeth Ward, Human Resource Manager 

 

MEETING:   May 17, 2021 

  

SUBJECT:   Sign Riley County Personnel Action Form(s) 

 

PRESENTER: Elizabeth Ward, Human Resource Manager 

 

 
 

 

 

Enclosures: 
 2021-05 T Nicholas On call Juv Intake (green) (PDF) 

 2021-05 J Steele-Resser On call Juv Intake (green) (PDF) 

 2021-05 A Graben On call Juv Intake (green) (PDF) 

 2021-05 B Fischer EM Planner (green) (PDF) 

 2021-04 J Martens Deputy Fire Chief (green) (PDF) 

 2021-05 E Clark Admin Clerk II - Utilities (green) (PDF) 

 2021-05 J Anderson - Eng Tech (green) (PDF) 

 2021-05 M Davis - On call Juv Intake (green) (PDF) 

 2021-05 K Ostrom - On call Juv Intake (green) (PDF) 
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 Board of Riley County 

Commissioners 
Regular Meeting 

TENTATIVE Agenda 

May 20, 2021 
 

115 North 4th Street 
Manhattan, KS 66502 

www.rileycountyks.gov 
 

Cindy Kabriel 
785-565-6200 

 

Commission Chambers 8:30 AM 

 
District 1 – John Ford, Chair District 2 – Greg McKinley, Vice Chair  District 3 – Kathryn Focke, Member  

 

Board of Riley County Commissioners  Page 1   

 

9:00 AM Call to Order 

 Pledge of Allegiance 

 Public Comment 

 Commission Comments 

 Business Meeting 

 1. Approve payroll/accounts payables (when completed) 

 Review Minutes 

 Review Tentative Agenda 

 Press Conference Topics 

9:30 AM Clancy Holeman, Counselor/Director of Administrative Services 

 2. Administrative Work Session 

9:50 AM Bob Isaac, Planner 

 3. Public hearing for a final plat for Kraemer Addition 

10:00 AM Gary Fike, County Extension Director 

 4. Staff update 

10:15 AM Dennis Butler, RCPD Director 

 5. RCPD update 

10:30 AM Bob Isaac, Planner 

 6. Public hearing for final plat Univeristy Park - Unit 13 

10:40 AM Tami Robison, Budget and Finance Officer 

 7. 2022 RCPD, CIP, Eco Devo, Insurance, General-General, Bond & 

Interest, and Commissioners budget requests 
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TENTATIVE Agenda Board of Riley County Commissioners May 20, 2021 

Board of Riley County Commissioners  Page 2   

4:00 PM Joint City/County/County Meeting (at City Offices) 

 Adjournment 

 Announcement 

  Good Morning Manhattan will be held today 7:30 - 8:30 a.m. virtually 

via Zoom. 
 

In order to comply with provisions of the Americans with Disabilities Act (ADA), Riley County will make  

reasonable efforts to accommodate the needs of persons with disabilities. Please contact the Division of Human  

Resources at (785) 537-6303 (voice and TTY) for assistance. 
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 Board of Riley County 

Commissioners 
Regular Meeting 

TENTATIVE Agenda 

May 24, 2021 
 

115 North 4th Street 
Manhattan, KS 66502 

www.rileycountyks.gov 
 

Cindy Kabriel 
785-565-6200 

 

Commission Chambers 8:30 AM 

 
District 1 – John Ford, Chair District 2 – Greg McKinley, Vice Chair  District 3 – Kathryn Focke, Member  

 

Board of Riley County Commissioners  Page 1   

 

8:30 AM Call to Order 

 Pledge of Allegiance 

 Public Comment 

 Commission Comments 

 Business Meeting 

 Review Minutes 

 Review Tentative Agenda 

 Press Conference Topics 

9:15 AM Lori Feldkamp, Big Lakes Developmental Center Director 

 1. Big Lakes Developmental Center update 

9:30 AM Press Conference 

10:00 AM Break 

10:10 AM Clancy Holeman, Counselor/Director of Administrative Services 

 2. Administrative Work Session 

 Adjournment 

 

In order to comply with provisions of the Americans with Disabilities Act (ADA), Riley County will make  

reasonable efforts to accommodate the needs of persons with disabilities. Please contact the Division of Human  

Resources at (785) 537-6303 (voice and TTY) for assistance. 
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Updated: 5/5/2021 3:44 PM by Cindy Kabriel  Page 1 

 

 

OUTSIDE AGENCY 
Outside Agency Request 

 
 

 

Outside Agency 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-565-6200 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Cindy Kabriel, Administrative Assistant II 

 

MEETING:   May 17, 2021 

  

SUBJECT:   Soldier Recovery Unit (SRU) Hoop House 

 

PRESENTER: Vickie L. James, RDN, LD Food and Farm Council of Riley County and 

City of Manhattan, KS Coordinator/ C.H.A.N.G.E. 4Good Healthy 

Eating/Active Living Specialist and Command Sergeant Major Lee M. 

Crouch, Soldier Recovery Unit, Fort Riley, KS 

 

 
 

POSSIBLE MOTION(S) 

 

Move to approve the Council's request that the County donate 1 Ton of compost to the SRU 

Hoop House. Pickup and delivery will be the responsibility of the SRU.  

 

Move to deny 

 

Move to modify 

 

Move to table 

 

No action required. 

 

The Board agreed by consensus to  

 

 

Enclosures: 
 SRU Gardening_5.17.21 (PDF) 
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Title: Soldier Recovery Unit (SRU) Hoop House  

Vickie L. James, RDN, LD 
Food and Farm Council of Riley County and City of Manhattan, KS. Coordinator 
C.H.A.N.G.E. 4Good Healthy Eating/Active Living Specialist 
 
Command Sergeant Major Lee M. Crouch 
Soldier Recovery Unit, Fort Riley, KS 
 

 

 

History: The Soldier Recovery Unit (SRU) Hoop House (Green House) has been at its current 
location since 2015. A group of SRU volunteers moved the structure piece by piece from its 
original location behind the Army Community Service building on Fort Riley in 2015. It was built 
there to be used by the Occupational Therapy team for Soldiers being seen for mild Traumatic 
Brain Issues (mTBI). As the mTBI clinic moved to the Irwin Army Community Hospital (IACH) 
and the OT team was transferred back to the SRU full-time, approval was granted for the 
structure to be moved and used by Soldiers at the SRU. Over the past six years, the Hoop 
House has needed repairs, upgrades, and equipment. The funding generally comes from cadre 
and staff volunteering their time and personnel resources. 

There has been steady participation from SRU Soldiers in gardening, which is part of their 
Adaptive Reconditioning Program (ARP). These type events are therapeutic and part of the 
Soldier’s recovery. Many life-skills are taught during this group to include: health benefits of 
gardening, nutritional and taste advantages to “home-grown” fruits and vegetables, consumer 
cost savings available for growing your own produce, and modifications to accommodate 
disabilities. Last year, the hoop house yielded greater than 1,200 pounds of produce that 
Soldiers were able to take home and share with their families. 
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https://www.dvidshub.net/image/6404367/garden-yields-hundreds-pounds-produce-and-unlimited-opportunities-arcp-soldiers


Issue: The SRU is looking for community partners who may want to volunteer their services or 
resources but cannot formally ask for donations due to Federal Government regulations. 

 

Relationship: The Food and Farm Council of Riley County and City of Manhattan serves as the 
communication and coordination hub for our local food system partners.  Soldiers and staff  
serve as members of our Community Action Teams (CATs) and work alongside the Council as 
partners to create a more healthful local food system.  
 
Request: On behalf of the SRU, the Council requests that the County donate 1 Ton of compost 
to the SRU Hoop House. Pickup and delivery will be the responsibility of the SRU. Command 
Sergeant Major Lee M. Crouch will coordinate details with a County designee.  
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Updated: 5/13/2021 7:47 AM by David Adams  Page 1 

 

 

EMS 
Staff Update 

 
 

 

David Adams 

EMS/Ambulance 

Director 

2011 Claflin Rd 

Manhattan, KS 66502 

Phone: 785-539-3535 

 

 

STAFF REPORT 

  

  

FROM:   David Adams, EMS/Ambulance Director 

 

MEETING:   May 17, 2021 

  

SUBJECT:   EMS/Ambulance Staff Update 

 

PRESENTER: David Adams, EMS/Ambulance Staff Update 

 

 
 
It’s National EMS Week and This Year’s Motto is:   This is EMS - Caring for our Communities 

Operations 

Calls for service 

March- 385 

North County-17 

The Command Staff have taken a large step back from the day to day operations but are still here to 

assist the Health Department if requested.  

Working on operations plans as crews will be on standby during the commencement ceremonies at Bill 

Snyder Family Stadium as well as the Big 12 Track and Field Championships.  

I continue to progress through the NaCo Leadership Academy  

The North East Region Homeland Security working group has provided RCEMS nine ballistic vests and 

helmets for work in high risk environments such as an active shooter situation. This will not change our 

operations but will enhance the safety of our staff.  

We have rolled out a new medication handling process which will streamline our daily truck check 

procedures while maintaining a high level of accountability.  

Education  

We continue with our driver training classes 

11
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Staff Report (ID # 10840)  Meeting of May 17, 2021 

 

Updated: 5/13/2021 7:47 AM by David Adams  Page 2 

We have hosted in house CPR classes for our staff 

We will be hosting our first in person Emergency Pediatric Care (EPC) course in over a year. This class will 
include several members of the medical community from Ft. Riley.  

Community Outreach: 

Josh Gering has been recognized as a ‘Friend of Pawnee’ for his work with the Community Care Team 

and the benefits that RCEMS has been able to provide the community.  

 

Enclosures: 
 Ops Report April 2021 (PDF) 
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Elite kansas Master Ops Report with Pick List  

Runs by Responding Unit

Response EMS Unit Call Sign (eResponse.14) Number of Runs Percent of Total Runs

MED11 141 36.62%

MED21 130 33.77%

MED31 61 15.84%

MED41 51 13.25%

MED13 2 0.52%

 Total:  385 Total:  100.00%

 

Printed On: 05/03/2021 03:09:06 PM1 of 3
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Runs By Day of Week

Incident Day Of Week Number And Name Number of Runs percent of total

01 - Sunday 54 14.03%

02 - Monday 48 12.47%

03 - Tuesday 53 13.77%

04 - Wednesday 52 13.51%

05 - Thursday 58 15.06%

06 - Friday 72 18.70%

07 - Saturday 48 12.47%

 Total:  385 Total:  100.00%

 

Printed On: 05/03/2021 03:09:06 PM2 of 3
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Incident Month Name - Year:

Runs by Hour of Day

Incident Hour Range Of Day 24 Number of Runs Percent of Total Runs

00:00:00 - 00:59:59 13 3.38%

01:00:00 - 01:59:59 11 2.86%

02:00:00 - 02:59:59 13 3.38%

03:00:00 - 03:59:59 10 2.60%

04:00:00 - 04:59:59 10 2.60%

05:00:00 - 05:59:59 14 3.64%

06:00:00 - 06:59:59 6 1.56%

07:00:00 - 07:59:59 14 3.64%

08:00:00 - 08:59:59 10 2.60%

09:00:00 - 09:59:59 15 3.90%

10:00:00 - 10:59:59 21 5.45%

11:00:00 - 11:59:59 20 5.19%

12:00:00 - 12:59:59 17 4.42%

13:00:00 - 13:59:59 25 6.49%

14:00:00 - 14:59:59 24 6.23%

15:00:00 - 15:59:59 23 5.97%

16:00:00 - 16:59:59 16 4.16%

17:00:00 - 17:59:59 24 6.23%

18:00:00 - 18:59:59 17 4.42%

19:00:00 - 19:59:59 18 4.68%

20:00:00 - 20:59:59 19 4.94%

21:00:00 - 21:59:59 17 4.42%

22:00:00 - 22:59:59 15 3.90%

23:00:00 - 23:59:59 13 3.38%

 Total:  385 Total:  100.00%

Report Criteria

Is In April 2021

Printed On: 05/03/2021 03:09:06 PM3 of 3
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Updated: 5/13/2021 11:13 AM by Jana Chingway  Page 1 

 

 

COUNTY 

COUNSELOR/ADMINISTRATIVE 

SERVICES 
Staff Update 

 
 

 

Clancy Holeman 

Counselor/Director of 

Administrative Services 

115 North 4th Street 

Manhattan, KS 66502 

Phone: 785-565-6844 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Jana Chingway, Senior Legal Assistant 

 

MEETING:   May 17, 2021 

  

SUBJECT:   Pending County Projects County Counselor 

 

PRESENTER: Clancy Holeman, Riley County Counselor 

 

 
 

 

 

Enclosures: 
 Final Commission List 05.17.2021 (DOC) 
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PENDING COUNTY PROJECTS ▪ May 17, 2021 

Submitted by Clancy Holeman, Riley County Counselor 

Changes from previous meetings are shown in italics. 

 

NOTE:  The below is not intended to be a comprehensive list of all “pending” departmental projects 

underway. Instead, it represents an ongoing snapshot of the current status of selected pending projects 

which have either consumed significant staff time; involve county issues of widespread significance, or 

which have been added to this list by the BOCC.  

 

 

COMMISSION LIST 

 

Matters Reviewed Since Last Project List Submitted: 

 

1. Finalize draft of Fairmont Heights Sewer Benefit District Service Agreement and provide to City of 

Manhattan staff for review.  Receive returned Agreement from City. Solicit and receive input from staff 

working group. Schedule county working group meeting for Friday, July 6, 2018.   

 

2. Relay potential claim information to liability insurer.  

 

3. Email and phone exchange with outside consulting engineer to finalize Engineering Agreement with 

Riley County for Fairmont Heights Sewer Benefit District; Draft CAR for final version and arrange for 

consulting engineer to provide originals for signature by BOCC July 5th.  

 

4. Respond to working group inquiry about potential signage on private road. Review staff working group 

responses on same issue. 

 

5. Update draft indemnity agreement for 2018 County Fair and transmit to Extension Director for review 

and further update.  Communicate with Extension Director, then insurance company representative, for 

revision of certificate of insurance to provide coverage on appropriate dates.  Provide agreement to 

Extension for circulation and signatures. 

 

6. “Dark Store” Commercial Real Property Appraisal Theory:  A local working group composed of two 

members of our state legislative delegation and staff from Riley County, the City of Manhattan and  

Pottawatomie County is scheduled to meet initially July 11, 2018.  The goal is to develop legislation to 

address this “hypothetical” appraisal theory which, on commercial properties, represents potentially 

huge reductions in the property tax base for local governmental entities, a resulting shift of that tax 

liability to residential properties, along with local government exposure to refunds with interest from 

the counties’ general funds. 

 

 

Staff and Departmental Meetings Attended Since Last Project List Submitted: 

 

1. Discussion of Health Department electronic medical records and potential transition to vendor selected 

by consortium of regional health departments.  Initial conversation on multiple issues.  Staff discussion 

scheduled for Friday, July 6th, 2018. 

  

2. Review Agenda items for BOCC public meeting of July 5, 2018.  

 

3. Public Works--Carson Mobile Home Park Sewer Benefit District—sewer system improvement KDHE 

loan application.  Met with Public Works and Budget and Finance on April 26, 2018. Conference call 

made to KDHE. I will provide draft of revised KDHE form contract and cover letter to Public Works 

week of May 7, 2018. Public Works submitted on May 10, 2018 its proposed changes to the KDHE 

form contract.  

 

4. Emergency Management—Fort Riley meeting on development of tower site lease agreement held April 

25, 2018.  Fort will develop memorandum for Bank confirming the Fort supports this project “in 

principle.”  All other details will remain to be worked out. Our joint theory is this memo will help 

financing institution go forward with closing on the loan for the  entire project, even if the tower lease 
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 2 

with Fort Riley cannot be executed before that closing—because of the need for Corps. of Engineers’ 

development of a lease agreement for the use of Fort Riley’s radio tower site.  Significant time 

expended during week of May 7, 2018 in order to finalize concepts for our tower lease agreements, 

including 1½ hour telephone conference May 9, 2018, with bond counsel, lawyer for financing 

institution and Fire Chief.  Final proposed tower lease agreements were distributed.  

 

Valleywood ROW Obstructions:  Letter mailed giving the party placing obstructions in the township road 

ROW 15 days to remove or it will be removed by County Engineer, pursuant to statute. Deadline for removal of 

obstructions close of business, May 3, 2018.  

 

Firing Range: Response due from landowner by May 10, 2018. Contacted by different counsel for landowner.  

Toured range with counsel for land owner. 

 

Countywide Emergency Radio Communications System Upgrade: Established contact with federal 

legislative delegation members—requesting information on any available federal funding to help defray portion 

of total project cost—since NBAF labs and associated facilities will benefit from interoperability of improved 

emergency radio communications ability. 

 

BOCC v. Archer:  On April 4, 2018 District Court denied Archer’s motion to sanction me for alleged 

misconduct, at the close of his evidence over two days.  The District did so when we made a motion for 

judgment as a matter of law, based upon our theory we had no reason to provide evidence, given the nature of 

Defendant’s evidence.   We have provided a Supreme Court Rule 170 demand that Defendant’s counsel sign our 

journal entry or it will be submitted to the Court for consideration.  Defendant’s Supreme Court Rule deadline to 

provide us with any objections to that journal entry was close of business, Thursday, April 26, 2018.  When no 

response was received by opposing counsel, our journal entry was submitted to the Court pursuant to the 

foregoing Supreme Court Rule, un-signed by Defendant’s counsel.  It was approved and signed by the Judge. 

That final journal entry has now been filed in the case.  

 

Household Hazardous Waste:  I provided the BOCC for signature Monday, December 12th the resolution 

necessary to add Marion County as a member of the Regional HHW Program.  The Board signed that document. 

Director Dennis Peterson will offer that resolution as a template to the other 10 current members of the Program. 

Each one of them is required to pass a similar resolution in order to allow Marion County membership. Once all 

those resolutions are passed, the most recent version of the underlying interlocal agreement must be submitted to 

the Attorney General for review and approval.  I’ve discussed with Dennis the fact that we will need to have 

each signing county provide proof of their resolution adoption and publication before submitting the interlocal 

agreement to the Attorney General.  That office no longer has copies in its files of the original interlocal 

agreement this current agreement amends. That’s because they were disposed of according to the Attorney 

General’s record retention schedule. Weeks of April 3, 10, 2017:  Drafting cover letter to A.G. to accompany 

documents from various counties showing interlocal ready for approval. I anticipate completing this cover letter 

and transmitting the agreements for review in July, 2018. 
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Updated: 5/13/2021 2:48 PM by Cindy Kabriel  Page 1 

 

 

COUNTY 

COUNSELOR/ADMINISTRATIVE 

SERVICES 
Grant 

 
 

 

Clancy Holeman 

Counselor/Director of 

Administrative Services 

115 North 4th Street 

Manhattan, KS 66502 

Phone: 785-565-6844 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Clancy Holeman, Riley County Counselor 

 

MEETING:   May 17, 2021 

  

SUBJECT:   Review and Sign Federal Commitments under the "American Rescue 

Plan." 

 

PRESENTER: Clancy Holeman 

 

 
 

BACKGROUND 
Presented for the Board's review and approval are federal documents which must be approved by 

Riley County in order to receive funds available to Riley County under the terms of the federal 

"American Rescue Plan." 

 

DISCUSSION 
Riley County is eligible for two annual distributions of just over $7 Million Dollars pursuant to 

the recently passed "American Rescue Plan."   

 

Those distributions will not be made unless Riley County signs the attached federal documents, 

which amount to an application for distribution of those funds. 

 

It is important this Board provide such a signature only if it is aware there are significant 

requirements therein. And some of those requirements are new.  Compliance will require that 

additional or supplemental countywide policies be considered for adoption.  

 

I have highlighted on the attached various terms of this "application" which I will review with 

the Board during today's meeting.   

 

FISCAL IMPACT 
A total of over $14 Million Dollars in federal funds are available for distribution to Riley 

County.  
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Action Item (ID # 10846)  Meeting of May 17, 2021 

 

Updated: 5/13/2021 2:48 PM by Cindy Kabriel  Page 2 

 

RECOMMENDATION(S) 
I recommend the Board review the attached, and ask counsel any questions you may have. 

 

POSSIBLE MOTION(S) 

A. "I move the Board sign the application as presented." 

 

B. "I move the Board not sign the application as presented."   

 

 

Enclosures: 
 US Dept of The Treasury Corona Virus Local Fiscal Recovery Fund (PDF) 
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COUNTY CLERK & ELECTIONS 
Personnel 

 
 

 

Rich Vargo 

County Clerk 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-565-6200 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Elizabeth Ward, Human Resource Manager 

 

MEETING:   May 17, 2021 

  

SUBJECT:   2022 COLA and Merit Increases 

 

PRESENTER: Elizabeth Ward 

 

 
 

BACKGROUND 
Each year, as part of the annual budget cycle, the Human Resource Manager and Budget and 

Finance Officer research the effect of the Cost of Living Increases over the previous year, for 

Riley County, including the city of Manhattan, and surrounding areas.  The annualized average 

increase for our specific area is presented to the Board of County Commissioners as a request for 

an adjustment to the Riley County pay scales base rates in the form of a COLA Adjustment. 

 

Additionally, based on satisfactory completion of annual performance evaluations, the Human 

Resource Manager, representing the Department Heads, requests a merit increase for Riley 

County employees in the form of a Step increase, as defined by the Riley County pay scales. 

 

DISCUSSION 
COLA Increases: 

Each year the Consumer Price Index-Urban Workers (CPI-U) publishes the annual cost of living 

of the prior year.  The CPI-U for the year ending December 2020 shows an increase in the 

cost of living for our region of 1%. 
 

Riley County has historically used this index as a guideline for our own COLA consideration for 

the annual adjustment.  This index has also been followed by the City of Manhattan and Riley Co 

Police Department during their respective budget processes. 

 

Step Increases: 
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Action Item (ID # 10848)  Meeting of May 17, 2021 

 

Updated: 5/13/2021 4:11 PM by Cindy Kabriel  Page 2 

During the budget process, Tami Robison-Budget and Finance Officer, and myself calculate and 

balance each departmental budget by applying 1 step increase to each qualifying employee’s  

proposed Grade/Step placement within the current pay scale.  This proposal indicates the full 

personnel costs, including the cost of benefits. 

 

Once all adjustments are made to the hourly and salary pay rates, the average increase across 

Riley County personnel is applied to the employees on the Professional Pay scale.  For 2022, the 

average step is 3.12%.   

 

FISCAL IMPACT 

 
RECOMMENDATION(S) 
Recommendation is to approve the proposed COLA and Step increases for Riley County 

personnel for the 2022 budget. 

 

POSSIBLE MOTION(S) 
I move the Board approve the COLA and Step increases as proposed, for Riley County personnel 

for the 2022 budget. 

 

Move to deny 

 

Move to modify 

 

Move to table 

 

No action required. 

 

The Board agreed by consensus to  

 

 

Enclosures: 
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COUNTY CLERK & ELECTIONS 
Personnel 

 
 

 

Rich Vargo 

County Clerk 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-565-6200 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Tami Robison, Budget and Finance Officer 

 

MEETING:   May 17, 2021 

  

SUBJECT:   Mid-Year Salary Adjustment 

 

PRESENTER: Tami Robison and Elizabeth Ward 

 

 
 

Attachment with Commission Agenda Report 

 

 

Enclosures: 
 CAR--mid yr salary adjustment (PDF) 
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 COMMISSION AGENDA REPORT 

 

 

 
FROM: Tami Robison, Budget & Finance Officer 

   

MEETING: Monday, May 17, 2021 

   

SUBJECT:  Mid-Year Salary Adjustment 

   

PRESENTER:  Tami Robison and Elizabeth Ward 

 

 

BACKGROUND 
 

Riley County salaries were frozen for the 2021 budget year in expectation of an economically 

difficult year due to COVID-19. After review of the 2020 year end financials, the economic 

impact to Riley County was less than expected due in part to receipt of federal funds and stable 

ad valorem taxes, along with conservative fiscal policy. 

 

Riley County employees are classified as essential workers and continued to work on a daily 

basis, not only normal responsibilities, but also added significant tasks due to necessity in 

response to the pandemic. 

 

DISCUSSION 
 

After interaction with surrounding governmental agencies and careful review of their employee 

remuneration efforts, we have found the majority had or will award employees a financial 

incentive for their efforts during the pandemic.  

 

In gathering information from other counties in Kansas, the vast majority are also offering their 

Health Department Administrator and other key pandemic-response leadership an additional 

premium pay incentive for the efforts that were clearly above and beyond the normal job duties 

of their position.  For example, Dickinson County not only approved COLA and step increases 

for all staff in 2021, but also awarded an additional “hazard pay” for EMS and HD.  Other 

counties, such as Graham, paid pandemic response staff, including salaried individuals, overtime 

for COVID-response, and even more counties paid “bonuses” through the year, in many cases, 

more than once. 

  

The countless hours, research, data review, EOC leadership, discussion and public response both 

the Health Department and EMS Directors committed to Riley County during the most critical 

points of the pandemic are invaluable.  However, for reference, the $5,000 premium pay we are 

requesting for these two equates to approximately 100 hours of work for each of them, over the 

last year.  As the public face of the pandemic response for Riley County, both directors have 

spent well over 100 hours each on this effort. 
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As a way to show appreciation for the dedication and continued efforts of the Riley County 

employees, we are requesting the use of federal funding to enact a mid-year pay adjustment in 

the amount of 2% for all active employees of Riley County. Because the request is mid-year 

rather than being retroactive to the beginning of 2021, it will equate to a 1% adjustment to 

personnel costs for the 2021 calendar year. 

 

The Commission requested additional information on the impact of the proposed mid-year 

adjustment to the County’s 2022 budget. If the mid-year adjustment is granted in 2021, the 

proposed 2022 budget, including STEP and COLA would increase by $404,386. If the original 

proposed 2021 budget which included STEP and COLA would have been approved, the impact 

to the proposed 2022 budget including both STEP and COLA would have been a $1.2M 

increase. 

 

 

 

FISCAL IMPACT 

 
For fiscal year 2021, County ad valorem taxes are not impacted as this request would come from 

American Recovery Plan (ARP) funds as an eligible cost for premium pay to essential workers 

as directed by U.S. Treasury guidelines.  

 

The County’s annual STEP and COLA request ranges from 4-5% each year. The 2021 unfunded 

STEP and COLA request was a 4.6% salary increase equating to $1,006,345. The proposed mid-

year pay adjustment of $179,074 equates to a 1% annual adjustment in 2021. 

 

For fiscal year 2022, if granted, the 2021 mid-year pay adjustment would be calculated into the 

base pay rate of the County payscales as a 2% adjustment, with the same effect as a COLA.  

 

If this 2021 mid-year salary adjustment and both STEP and COLA are approved in the 2022 

budget, the overall total combined impact to the 2021 and 2022 proposed budgets would be a net 

increase to personnel costs of 2.52%. 
 

RECOMMENDATION(S) 

 
The Department Heads, along with the Budget & Planning Committee, recommend the Board of 

County Commissioners approve the proposed 2% mid-year pay adjustment to each active 

employee’s pay rate, effective July 1, 2021. 

 

It is further recommended the Board of County Commissioners approve the proposed $5,000 

premium pay, on a one-time basis, for both the Health Department and EMS Directors. 

 

POSSIBLE MOTION(S) 

 
Move to approve  

 

Move to deny 

 

Move to modify 

 

Move to table 
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Updated: 5/12/2021 11:56 AM by Tami Robison  Page 1 

 

 

COUNTY CLERK & ELECTIONS 
Presentation 

 
 

 

Rich Vargo 

County Clerk 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-565-6200 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Tami Robison, Budget and Finance Officer 

 

MEETING:   May 17, 2021 

  

SUBJECT:   Open.Gov Platform Presentation 

 

PRESENTER: Andrew Kercado, Open Gov Account Executive 

 

 
 

BACKGROUND 
Discussion on the Open.Gov platform began in late 2019. In early 2020, after presentation to the 

Budget and Planning Committee as well as Department Heads, the consensus was to take the 

proposal to the Commission for consideration. In March 2020, the pandemic hit and all 

discussion for this consideration was put on hold.  

 

In February 2021, Open.Gov representative Andrew Kercado reached back out to begin 

discussions on the changes made within their platform and the services they could offer Riley 

County. After additional presentations to the Budget and Planning Committee and the 

Department Heads, by consensus, it was agreed to bring the proposal to the Commission for 

consideration. 

 

DISCUSSION 
Andrew Kercado is joining the BOCC meeting via ZOOM to present the information on the 

Open.Gov platform for consideration of their services. 

  

FISCAL IMPACT 
For 2021, the contract cost is $53,870 which includes deployment costs and a pro-rated annual 

fee. For years 2022-2025, the annual fee is $34,500. 

 

RECOMMENDATION(S) 
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Action Item (ID # 10837)  Meeting of May 17, 2021 

 

Updated: 5/12/2021 11:56 AM by Tami Robison  Page 2 

The Budget and Planning Committee and Department Heads recommend approving a 5 year 

contract with Open.Gov for software services surrounding Budgeting and Planning as well as 

public transparency to be paid from CIP funds.  

 

POSSIBLE MOTION(S) 
Move to approve the contract with Open.Gov for software services surrounding Budgeting and 

Planning and public transparency. 

 

Move to deny 

 

Move to modify 

 

Move to table 

 

 

Enclosures: 
 Riley County, KS (PDF) 

 County of Riley, KS - OpenGov Budgeting & Planning Agreement (PDF) 

 Riley_SSA_210512_1606 (PDF) 
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Created On: 5/10/2021 Prepared By: Andrew Kercado
Order From Expiration: 6/1/2021 Email: akercado@opengov.com
Subscription Start Date: 7/1/2021 Contract Term: 54 Months
Subscription End Date: 12/31/2025

    Customer Information
    Customer: Contact Name: Rich Vargo Billing Contact: Rich Vargo
    Bill To/Ship To: Email: Email: rvargo@rileycountyks.gov

    Order Details
    Billing Frequency: Annual

    Payment Terms: Net Thirty (30) Days

SOFTWARE SERVICES: 
Annual Fee Total Price

$7,250.00 $7,250.00 

$34,500.00 $138,000.00 

Annual Subscription Total: See Billing Table

PROFESSIONAL SERVICES: 
Amount

$46,620.00
Professional Services Total: $46,620.00

Billing Date Amount Due
July 1, 2021 $53,870.00

January 1, 2022 $34,500.00

January 1, 2023 $34,500.00

January 1, 2024 $34,500.00

January 1, 2025 $34,500.00

OpenGov, Inc. 

Signature: Signature:

Name: Name:

Title: Title:

Date: Date:

    Order Form Legal Terms
Welcome to OpenGov! Thanks for using our Software Services. This Order Form is entered into between OpenGov, Inc., with its principal place of business at PO Box 41340, San Jose, CA 95160 (“OpenGov”), and you, the entity 
identified above (“Customer”), as of the Effective Date. This Order Form includes and incorporates the OpenGov Software Services Agreement ("SSA") executed by the parties and attached, or if no such SSA is executed or 
attached, the SSA at https://opengov.com/terms-of-service and the applicable Statement of Work ("SOW") incorporated herein in the event Professional Services are purchased. The Order Form, SSA and SOW shall hereafter be 
referred to as the "Agreement". Unless otherwise specified above, fees for the Software Services and Professional Services shall be due and payable, in advance, on the Effective Date. By signing this Agreement, Customer 
acknowledges that it has reviewed, and agrees to be legally bound by, the OpenGov Terms and Conditions. Customer shall have the right to purchase the OpenGov Citizen Services Software Services at a one-time $10,000.00 
discount for the first year only, by executing a separate Order Form with OpenGov. Such right must be exercised by Customer no later than 12/31/2021. OpenGov shall specify the annual Software Services fees and the one time 
Professional Services Fees for the OpenGov Citizen Services Software Services.

County of Riley, KS

Billing Table:

Professional Services Deployment - Prepaid

$7,250.00 Prorated Software Fee + $46,620.00 Professional Services Payment

7/1/2021

OpenGov Inc. 
6526 Crown Blvd. #41340
San Jose, CA 95160
United States

110 Courthouse Plaza,
Manhattan, Kansas 66502
United States

County of Riley, KS

Product / Service

Budgeting & Planning
Dashboards, Financial Integration, Open Town Hall, Operating & Capital 
Budgeting, Reporting & Analytics, Story Builder, Transparency, Workforce 
Planning, Premium Support - Platinum

rvargo@rileycountyks.gov

Start Date

7/1/2021

End Date

12/31/2021

Budgeting & Planning
Dashboards, Financial Integration, Open Town Hall, Operating & Capital 
Budgeting, Reporting & Analytics, Story Builder, Transparency, Workforce 
Planning, Premium Support - Platinum

1/1/2022 12/31/2025

Product / Service Start Date
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Statement of Work
County of Riley, KS

Created by: Adam J. Weems
Creation Date: 03/16/2021

Document Number: DD-01642
Version Number: 1
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Preamble 2
OpenGov’s Modern Cloud ERP 3
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Project Initiation 4
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Deploy 6
Project Completion 6
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1. Overview
1.1. Preamble

This Statement of Work (“SOW”) identifies services that OpenGov, Inc. (“OpenGov” or “we”)
will perform for County of Riley, KS (“Customer” or “you”) pursuant to that order for
Professional Services entered into between OpenGov and the Customer (“Order Form”)
which references the Software Services Agreement or other applicable agreement entered
into by the parties (the “Agreement”). For clarity, Customer’s use of the Professional
Services are governed by the Agreement and not this SOW. Upon execution of the Order
Form or other documentation referencing the SOW, this SOW shall be incorporated by

2
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reference into the Agreement. In the event of any inconsistency or conflict between the
terms and conditions of this SOW and the Agreement, the terms and conditions of this SOW
shall govern with respect to the subject matter of this SOW only. Unless otherwise defined
herein, capitalized terms used in this SOW shall have the meaning defined in the Agreement.
This SOW may not be modified or amended except in a written agreement signed by a duly
authorized representative of each party.

1.2. OpenGov’s Modern Cloud ERP
OpenGov is the leader in modern cloud ERP software for our nation’s cities, counties, and
state agencies. On a mission to power more effective and accountable government,
OpenGov serves agencies across the United States. Built exclusively for the unique
budgeting, financial management, and citizen services needs of the public sector, the
OpenGov ERP Cloud enables organizations to plan more strategically and collaboratively,
streamline mission-critical processes, and communicate with stakeholders more
transparently.

● Cloud ERP for local government. OpenGov offers transformative solutions for
budgeting, financial management, and citizen services with the market-leading
reporting and transparency platform--allowing customers to re-allocate up to 1% of
their budgets for more strategic outcomes and save thousands of hours on manual
and paper-based processes.

● A trusted and dedicated partner. Governments nationwide partner with OpenGov to
drive more effective and accountable operations and strengthen public trust. Built
exclusively for state and local government, OpenGov’s software, services, and
expertise are backed by years of employee experience in the public sector.

● A platform built to grow with you. Modern cloud architecture ensures all of your
users have access to the latest features and upgrades while reducing your IT burden,
minimizing your cost footprint, and breaking down system and data silos. TYou can
future-proof your investment for the next generation thanks to world-class
professional services and a roadmap driven by customer feedback, you future-proof
your investment for the next generation.

3
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2. Methodology
OpenGov’s deployment methodology, often referred to as the OpenGov Way (“OG Way”),
delivers on OpenGov’s mission to power more effective and accountable governments. ’It is
an innovative, modern, and iterative approach that leads our customers to successfully
deploy our products and help them successfully achieve their vision. The OG Way
differentiates itself in the market by its foundation of customer empowerment. We rely on
our years of experience working with governments, leading in governments, and leveraging
best practices from the public and private sector in order to coach our customers through
the change management needed to leverage our best practices and quality software. This
methodology requires a degree of focus and engagement to ensure collaboration between
both parties to produce the desired results in a timely manner. We look forward to our
partnership and can’t wait to show you how The OG Way will improve the way you do
business and the services you’re able to provide to your citizens!

Project Initiation
During project initiation, we will introduce project resources, review the products and
services purchased, finalize project timelines, and conduct the kickoff meeting. Both
OpenGov and Customer are responsible for assigning their Project Managers for the
project. We will hold a planning meeting to review all project documents OpenGov has
received to date. We’ll also provide additional worksheets that need to be included. We’ll
set-up meetings to finalize the project plan and ensure there is a centralized location for

4
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these documents to be stored for collaboration. Lastly, we’ll determine the date for the
larger kickoff meeting and discuss the agenda for this critical meeting.

Best Practice Review
● OpenGov will provide your team with access to OG University and OpenGov’s

Resource Center so that you can start learning.
● Provided checklists with samples of data and information that we’ll need completed.

We will obtain all data and integration information at this time in our standard format.
● We will review your agency-specific documents to validate your business

requirements.
● We will then coach you on our best practices by showing you how our tool works in

the most effective manner.
● Based on our best practices review, we’ll make solution recommendations based on

our domain expertise.
● We’ll align with your team based on our understanding of your operating processes

based on technical requirements and product functionality.
● We’ll review all data and integration requirements. A data map will be mutually

agreed upon and signed off on by Customer.
● W’ll present a solution document to be mutually agreed upon prior to starting the

configuration.

Configuration
● We will set-up the base configuration based on the mutually agreed upon solution

document.
● We will mutually configure the use cases based on the mutually agreed upon solution

document.
● We will migrate your data based on our mutually agreed upon data map.

Validation
● Review the completed work performed during configuration.
● The appropriate members of the Customer project team will confirm that the

solution has been configured correctly based on the solution and data mapping
documents by testing the use of the solution.

● Training will be provided based on the selected package, or as set forth herein.
● Any items that were configured or migrated incorrectly based on the data map and

solution document will be tracked via an issue log. We will work with your team to
identify deployment critical issues that will be worked out prior to launch. If the item
is not included in the mutually agreed upon data map and solution document, a
mutually agreed upon change order will be discussed as defined in Section 10
Change Management of this SOW.
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● The exit criteria for this phase is the sign off by the Customer’s Project Manager of
the configuration based on the mutually agreed upon solution and data map as
defined in Section 9 Acceptance of this SOW.

Deploy
● The solution is usable by Customer.

Project Completion
● Customer is sent a project acceptance form to sign as defined in Section 9

Acceptance of this SOW.
● Customer will be asked to respond to a brief survey to provide feedback about the

experience.
● Customer is introduced to Customer Support and educated on how to engage with

customer support based on Customer’s procured package.

3. Project Schedule
OpenGov will schedule resources for this project upon signature of the order form. Unless
specifically noted, the OpenGov assigned project manager (as identified below or such
alternate designated by OpenGov, the “OpenGov Project Manager”) will work with Customer
Project Manager to develop the project schedule for all requested deliverables under this
SOW. OpenGov reserves the right to adjust the schedule based on the availability of
OpenGov resources and/or Customer resources, and the timeliness of deliverables provided
by the Customer.

4. Roles and Responsibilities
4.1. Roles and Responsibilities Matrix

OpenGov

Role Role Description

Executive Sponsor
(“ES”)

Name: TBD

Responsible for ensuring alignment on project value proposition
and vision. Escalation point for Customer Executive Sponsor to
mitigate any risks that the project team cannot resolve. Executive
Sponsor attends monthly (or other frequency) executive
meetings to review deployment status, documented issue list,
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status and closure summary.

Project Manager
(“PM”)

Responsible for the delivery of the professional services based
upon the agreed upon contract and SOW within the budgeted
hours and timeframe. Ensures the project is properly forecasted,
assigns tasks/resources, and tracks toward project completion.
Holds executive steering committee meetings and/or quarterly
business reviews as appropriate to ensure project issues are
properly escalated and success is achieved. Facilitates the
transition to support.

Analyst (“IA”) Responsible for helping Customer configure OpenGov’s product
suites as assigned. The  Analyst is the primary consultant,
guiding Customer through configuration working sessions to put
together successful workflows.

Subject Matter
Expert (“SME”)

OpenGov Subject Matter Experts (“SMEs”) will engage in
strategy, design, and execution discussions internally and with
Customer during the deployment. The SME has a specific area of
expertise, and depending on the scope of the project more than
one SME may engage. The SME will not be on all working
sessions, but will be involved per the direction of the OpenGov
Project Manager.

Integration Engineer
(“IE”)

Responsible for migrations, conversions, and integrations as
assigned. Responsible for providing clear direction on
specifications to ensure proper delivery of migration,
conversions, and integrations. Clear data mapping and data
validation to be provided with customer sign-offs obtained by the
OpenGov Project Manager.

Account Executive
(“AE”)

The Account Executive is responsible for the sales cycle. Aligning
on program vision, value proposition, and contract terms. The
Account Executive will facilitate project kickoff along with the
OpenGov Project Manager. The Account Executive will be
engaged with the customer throughout their journey with
OpenGov, post-deployment and beyond.

Customer Manager
(“CM”)

The Customer Manager (“CM”) is the primary customer
relationship holder post-Deploy. The “Air Traffic Controller” or
“Quarterback” of OpenGov resources with focus on long term
success of Customer’s partnership with OpenGov. The CM will
engage with Customer to discuss adoption strategy and conduct
periodic reviews to ensure Customer’s key stakeholders
understand all OpenGov offerings and how they align to key
Customer priorities. The CM will be introduced at deployment
kick-off, but will not be an active participant in deployment
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working sessions. As the deployment approaches closure, the
CM's engagement will ramp-up, and the OpenGov Project
Manager to CM meeting with Customer will occur prior to Project
Completion.

Customer

Role Role Description

Budget Owner (“BO”) The Customer Budget Owner commits the funds to the project
deployment, assesses the value to the cost (ROI), and approves
changes orders. In some cases, the Budget Owner and Executive
Sponsor are the same person.

Executive Sponsor
(“ES”)

Name: TBD

Responsible for ensuring Customer team is aligned to core
project value proposition and goals. Able to intervene if the
project goes off track, and has ability to make decisions on
timeline and budget when decisions are stalled. The Executive
Sponsor is not expected to regularly attend deployment working
sessions. Executive Sponsors, attend monthly (or other
frequency) executive meetings to review deployment status,
documented issue list, status and closure summary.

Project Manager
(“PM”)

Name: TBD

Serves as the primary contact for OpenGov Project Initiation,
Best Practice Review, Configuration, Validation, Deploy, Project
Completion. Coordinates meetings and schedules. Controls
communication between the Customer and OpenGov project
teams.

Project Lead (“PL”) Is an internal SME in the functional area of deployment. Attends
working sessions, trainings, and responsible for reviewing
configurations. Primary OpenGov counterpart will be the
Analyst.

Data and
SystemsLead (“DSL”)

Responsible for mapping out data infrastructure and validating
migration, conversion, integration requirements. Someone who is
able to connect OpenGov  team with any of Customer’s
third-party data sources and vendors as needed to fulfill SOW
requirements.

4.2. OpenGov Roles and Responsibilities RACI

Phases Frequency OpenGov Customer

8

22.b

Packet Pg. 103

A
tt

ac
h

m
en

t:
 C

o
u

n
ty

 o
f 

R
ile

y,
 K

S
 -

 O
p

en
G

o
v 

B
u

d
g

et
in

g
 &

 P
la

n
n

in
g

 A
g

re
em

en
t 

 (
10

83
7 

: 
O

p
en

.G
o

v 
P

la
tf

o
rm

 P
re

se
n

ta
ti

o
n

)



ES PM IA IE ES PM PL DSL

Project
Initiation

One-time I R I I I A C I

Best Practice
Review

Iterative I R C I I A C I

Configuration Iterative I A R R I A A C

Validation Iterative I A C C I A R C

Deploy Iterative I A A I I A R I

Project
Completion

One-time I R C I I R A C

R = Responsible to perform the task
A = Accountable for the task being completed
C = Consulted with prior to the activity being performed
I = Informed that the task has been completed

5. Governance
Project Governance provides the foundation and framework to manage deployments by
assessing progress and addressing questions and challenges during the course of
deployment. OpenGov follows three guiding principles for governance to maximize the
deployment value with our customers:

● Regular communication aligned to the agreed upon project plan and timing will
occur. OpenGov expects our customers to raise questions or concerns as soon as
they arise. OpenGov will do the same, as we can only address items when known.

● Executive involvement is expected from both OpenGov and Customer. Not only may
Executives be called upon to clarify expectations and/or confusion, but also to steer
strategic items to maximize the value through the deployment.

● Commitment to the direction outlined in this SOW and critical assessment change
orders to ensure they drive value.

5.1. Regular Communication Components

Meeting
Frequency Purpose Participants

9

22.b

Packet Pg. 104

A
tt

ac
h

m
en

t:
 C

o
u

n
ty

 o
f 

R
ile

y,
 K

S
 -

 O
p

en
G

o
v 

B
u

d
g

et
in

g
 &

 P
la

n
n

in
g

 A
g

re
em

en
t 

 (
10

83
7 

: 
O

p
en

.G
o

v 
P

la
tf

o
rm

 P
re

se
n

ta
ti

o
n

)



OpenGov Customer

Quarterly
Management
Review
(“QMR”)

Engagement
Review

Quarterly Overview of
Program Status,
Value Realization,
trends, savings
reports, program
improvement,
technology, and
discuss program
adjustments

PM, ES,
others as
necessary

PM, PL,
ES, others
as
necessary

Statement
Committee

Bi-Annually Review of
milestones per
commercial
agreement, review
budget and fiscal
matters.

Discuss strategic
direction from
deployment,
alignment of
OpenGov with
Customer’s 3-year
roadmap, evaluate
potential shift in
strategy and
impact to
relationship

PM, ES,
AE, CM

PM, BO.
ES

Executive Sponsor Meeting Monthly /
Bi-Monthly

Discuss
deployment:
- Strategic
impacts: timing,
scope, process
- Value prop
changes,
confusion
- Project specific:
items that need
guidance, support
and/or clarity

PM, ES,
plus
others as
necessary

PM, ES,
plus
others as
necessary
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Weekly Deployment Updates Weekly Summary of
project actions
against project
plan.

Risks and
achievements
highlighted in
addition to asks of
leadership.

Project
Team +
ES(s)

Project
Team +
ES(s)

5.2. Commitment to Project Direction and Goals
This SOW is the direction agreed upon by Customer and OpenGov. Transparency of the plan
is paramount for our Customers to attain the value the SOW or any subsequent change
order outlines.

Should direction of the deployment become disconnected, OpenGov and Customer Project
Managers will outline the gaps as they understand them and communicate the gaps to their
respective Executive Sponsor(s) (or Project Teams) for discussion and resolution.

The communication path for this engagement will be outlined in the kick off meeting,
documenting both phone numbers and email. The general path is:

OpenGov Project Manager → Professional Services Sr. Manager / SVP → Executive Sponsor

6. Escalation Process
The purpose of this section is to define the escalation process, should it be needed, to
support closing issues that are raised, discussed to move forward with the deployment.
OpenGov and Customer agree to raise concerns and follow the escalation process, resource
responsibility, and documentation.

6.1. Process
● Identification of an issue impeding deployment progress, outcome or capturing the

value proposition, that is not acceptable.
● Customer or OpenGov Project Manager summarizes the problem statement and

impasse.
● Customer and OpenGov Project Managers will outline solution, acceptance or

schedule Executive review in accordance with SLA as defined in Section 7 General
Project Assumptions.
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● Resolution will be documented and signed off following Executive review in
accordance with SLA as defined in Section 7 General Project Assumptions.

6.2. Escalation Requirements
● OpenGov and Customer Project Managers will summarize the impasse and

recommendation to present at scheduled or ad hoc executive meetings. Unless
otherwise noted in this SOW, Customer Project Manager can approve how hours are
used, but not where funding is required.

● Executive Sponsors attend monthly (or other frequency) executive meetings to
review deployment status, documented issue list, status, and closure summary.

● Steering Committees, where applicable, will be the arbitrator to direction and issue
closure. Unless otherwise noted in this SOW, the Customer Executive Sponsor must
approve change orders that result in additional cost.

● Customer or OpenGov Subject Matter Experts may be requested to provide input to
the issue and assist in closure. Both Customer and OpenGov will make best effort to
enable those Subject Matter Experts to be available and participate.

6.3. Documentation
● Issue Escalation: Problem Statement with clear impact to the deployment and/or

engagement.
● Acceptance Document: Which will include any change order(s) or other process

adjustments required and summary of the resolution.
● Notes from Project Meetings, Executive Reviews, and Steering Committee meetings,

as appropriate.

7. General Project Assumptions
OpenGov is excited to work with Customer on the implementation of our OpenGov
ERP Cloud. In order to ensure we are able to meet the project timeline as set forth in
Section 3.1 of this SOW and ensure Customer is successful in this implementation,
OpenGov asks that Customer abide by the General Assumptions detailed in this
SOW.

● This SOW is limited to the Implementation of the OpenGov Cloud as defined
in the Project Scope. Any additional services or support will be considered out
of scope.

● Customer will commit and provide access to all necessary stakeholders and
subject matter experts, and other key parties whose roles are defined in
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Section 4.1, necessary to the successful implementation of the OpenGov ERP
Cloud as defined in this SOW.

● Customer is responsible for internal change management associated with the
purchase of new software.

● Response Protocol
○ OpenGov and Customer commit to responding to inquiries, updates, or

any other project-related matters in no less than 10 business days
throughout the course of this project. If Customer is delayed in its
response, Customer acknowledges that: a) the delay may impact the
project schedule; and b) any fees for Professional Services due to
OpenGov after such delay shall become due and OpenGov may invoice
Customer for such prepayment.

○ The Professional Services will be provided during regular business
hours (8am to 6pm Pacific Time) Monday through Friday (holidays
excluded).

● SOW Expiration:
○ This SOW is valid for up to 90 days from the Creation Date, or as

agreed to in writing by OpenGov and Customer.

8. Project Scope
8.1. OpenGov Reporting & Transparency Platform

8.1.1. OpenGov Reporting & Transparency Platform Project
Deliverables

Deliverable Description

OpenGov
Reporting &
Transparency
Platform

Cloud based Reporting & Transparency Platform that includes:
● Stories
● Open Town Hall
● Reporting
● Dashboards
● Transparency Portal

8.1.2. Project Tasks
The tasks listed below are required for OpenGov and Customer to successfully complete the
OpenGov Reporting & Transparency Platform implementation.

8.1.2.1. Initiate

Functionality Description

13
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Provisioning
R&T Platform

OpenGov will provision Customer’s OpenGov entity and verify Customer
has access to all purchased modules.

OpenGov
University
Platform
Training

OpenGov will provide access to OpenGov University online training
courses intended to teach users on the basics of the Reporting &
Transparency Platform.

Stories and
Open Town
Hall Examples

OpenGov will build out an example of a Story:
● One standard story based on available templates in OpenGov.

OpenGov will build out an example of a topic in Open Town Hall.

Initial Data
Migration

OpenGov will upload any applicable datasets to the OpenGov Platform.
● Base Budget File
● Historical Budget and Transactions Files, including beginning

balances
● Budget Reference Year data files

OpenGov will accept flat files such as CSV, Text, and/or Excel

8.1.2.2. Best Practices

Functionality Description

Overview of
Best Practice

OpenGov assesses and identifies how best to configure and map data
to ensure success based on materials provided by Customer.

Stories and
Open Town
Hall Review

The Implementation Analyst will conduct a review of the examples
created.

Solution
Document

OpenGov will present a solution document to be mutually agreed upon
prior to beginning configuration.

8.1.2.3. Configuration

Functionality Description

Chart of
Accounts

OpenGov will review and give feedback on Customer’s general ledger
chart of accounts
OpenGov will provide a functional build of the proposed OpenGov
Chart of Accounts, and gain sign off on acceptance from Customer.
OpenGov will configure OpenGov Chart of Accounts in OpenGov
system

14

22.b

Packet Pg. 109

A
tt

ac
h

m
en

t:
 C

o
u

n
ty

 o
f 

R
ile

y,
 K

S
 -

 O
p

en
G

o
v 

B
u

d
g

et
in

g
 &

 P
la

n
n

in
g

 A
g

re
em

en
t 

 (
10

83
7 

: 
O

p
en

.G
o

v 
P

la
tf

o
rm

 P
re

se
n

ta
ti

o
n

)



OpenGov
Reports

OpenGov will:
● Set up 3 OpenGov reports (Annual, Budget to Actuals, and

Transactions)
● Configure 3 departmental dashboards with up to 3 tiles each

8.1.2.4. Validation

Functionality Description

Chart of
Accounts

Once built in OpenGov system, Customer will validate and sign off of
transformed Chart of Accounts

Data Customer will validate and sign off on the datasets uploaded as part of
the implementation.

8.1.2.5. Deploy

Functionality Description

Training
Stories

OpenGov will review configured story and train Customer on how to:
● Create new stories
● Update/Maintain current stories
● Publish internally and externally

Training Open
Town Hall

OpenGov will present configured Open Town Hall site and theme.
OpenGov will train Customer on Open Town Hall functionality

Training
OpenGov
Reports

OpenGov will review configured OpenGov reports.
OpenGov will train Customer on report:

● Configuration
● Update/Maintenance
● Publishing internally and externally

Training
Dashboards

OpenGov will review configured Dashboards
OpenGov will train Customer on Dashboard:

● Configuration
● Update/Maintenance
● Publishing internally and externally

Platform
Training

OpenGov will review configured COA and uploaded data.
OpenGov will train Customer on Platform maintenance::

● Users
● Uploading data
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● Maintaining COA

Sign Off Customer will sign off that they have:
● Configured Story
● Configured Open Town Hall
● Configured OpenGov reports
● Configured Dashboard
● Been trained on Stories, Open Town Hall, OpenGov reports,

Dashboards

8.2. OpenGov Budgeting & Planning
8.2.1. Budget & Planning Project Deliverables

Functionality Description

OpenGov
Budgeting &
Planning Suite

Budgeting & Planning Suite, includes:
● Operating Budget
● Workforce Planning
● Capital Improvement Project Budgeting
● Budget  in Brief
● Budget Reporting

8.2.2. Project Tasks - Budgeting and Planning
The tasks and responsibilities listed below are required for OpenGov and Customer to
successfully complete the OpenGov Budgeting and Planning Suite  implementation.

8.2.2.1. Initiate

Functionality Description

Documentation
Receipt

Customer to provide OpenGov:
● Budget export
● Examples of the documentation currently provided to

department,
● Budget schedule,
● Management budget reports example

OpenGov
University
Budget

During the initial phase, OpenGov will provide system training to
administrators.
Training will include:
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Training ● How to create
○ a budget
○ a proposal
○ a worksheet
○ add a line item
○ reselect line items
○ submit a budget

● Reporting overview
● Stories overview
● Open Town Hall overview
● Workforce Planning Overview

Budget and
Workforce
Solution
Examples

OpenGov will build out examples of best practices for budgeting
solutions:

Operating
● 2 budget instances in OpenGov
● 2 proposals for each budget instance (Traditional and OpenGov)
● 3 budget reports

○ Operating Budget Development
○ Operating Budget Details
○ Operating Budget Categories

● 1 budget story for review

Capital
● 1 budget instances in OpenGov
● 2 proposals
● 3 budget reports

○ Capital Budget Development
○ Capital Budget Details
○ Capital Budget Categories

● 1 capital story for review

Workforce Planning Shell
● 4 Standard cost elements

○ Wages
○ Insurance
○ Retirement
○ Taxes

Budget in Brief
Examples

OpenGov will build out:
● Look and feel of a Budget in Brief
● Best practice templates for:

○ Concise Budget Overview
○ All Funds Summary
○ General Fund Overview
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8.2.2.2. Best Practices

Functionality Description

Overview of
Best Practice

OpenGov assesses and identifies how best to configure and map data
to ensure success based on materials provided by Customer.

Budget and
Workforce
Solution

The Implementation Analyst will conduct a review of the examples
created and work with the customer to confirm a budget format on
which to move forward.

Budget in Brief
Solution

The Implementation Analyst will conduct a review of the Budget in Brief
template and work with Customer to confirm format and approach.

Solution
Document

OpenGov will present a solution document to be mutually agreed upon
prior to beginning configuration.

8.2.2.3. Configure

Functionality Description

Base Budget
File

OpenGov will configure and upload Customer’s base budget file into
OpenGov.

Budget
Configuration

Based on the Review and Confirmation phase OpenGov OpenGov will
set up Customer’s preferred budget format:

Operating
● 1 Budget instance
● 2 Proposals (Department)
● Corresponding worksheets (single, fund, division, or function)
● 1 standard budget Story template

Capital
● 1 Budget instance
● 2 Proposals (Department or Project)
● Corresponding worksheets (single, fund, division, or function)
● 1 standard capital Story template

Based on the review of the Workforce Planning Shell and with the
guidance of the Implementation Analyst, Customer will:

● Buildout remaining cost elements
● Populate position template
● Validate Workforce calculation
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Budget
Configuration
Working
Sessions

OpenGov will hold working sessions between the Implementation
Analyst and Customer for the purpose of validating, reviewing, and
iterating upon draft budget instances. Session will focus on:

● Set up
● Structure
● Workflow
● User access

Administrator
Budget
Management
Training

OpenGov will provide 1, 60-Minute training sessions to enable
Customer’s Budget Administrators to manage and maintain their
OpenGov budgets including:

● User access
● Approval workflow
● Cloning
● Phases
● Proposal status

Dataset and
View
Configuration

OpenGov will set up 1 export and dataset view to enable budget reports

Budget
Report(s)

OpenGov will set up 6 budget reports to include:

Operating
● Operating Budget Milestones
● Operating Budget Development
● Operating Budget Details
● Operating Budget Categories

Capital
● Capital Budget Development
● Capital Budget Details
● Capital Budget Categories
● Capital Plan Report

Budget
Exports and
Reporting
Training

OpenGov will provide 1, 60-Minute  training sessions to enable
Customer to own, manage and maintain their OpenGov Budget Data
and Reports including:

● Exports
● Dataset views
● Reports

Budget in Brief
Configuration
and Training
Session

OpenGov will setup initial OpenGov standard Budget in Brief template
shell chosen from examples defined above

● Administrator training
○ One 60-Minute session for training:
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■ Using and Copying from Template(s)
■ How Datasets and Reports work in Stories
■ How the Budget in Brief works with Transparency

Portal
■ Preparing for updating and ongoing use

● OpenGov will provide working sessions for OpenGov to consult
with Customer on Online Budget Book, scheduled as needed. (Not
to exceed more than 5 sessions unless agreed upon by openGov
Project Manager and Customer.)

Customer administrators will complete budget in brief and
corresponding project users, and admins/users will add content

8.2.2.4. Validation

Functionality Description

Validation of
Configured
Budgets

The OpenGov Project Manager and  Analyst will confirm with
Customer’s Project Lead that all budget proposals are configured
properly based on the agreed upon format.

8.2.2.5. Deploy

Functionality Description

Internal
Budget User
Training

OpenGov will provide 1, 60-Minute training sessions to enable
Customer’s internal users to understand budgeting requirements.

Sign Off Customer will provide written sign off that all Budgets and reports have
been configured based on agreed upon formats.

8.3. Financial Integrations
8.3.1. Financial Integration Deliverables

Functionality Description

Financial
Integration

OpenGov will work with Customer’s IT Staff and Project Team to setup a
one way data integration from Komtek to OpenGov
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8.3.2. Financial Integration Tasks
The tasks listed below are required for OpenGov and Customer to successfully complete the
Financial Integrations with OpenGov.

8.3.2.1. Initiate

Functionality Description

Solution
Review

OpenGov will review the proposed solution with Customer
● Functionalities to be Integrated

○ Actuals (Revenue and Expenses)
○ Budget

● Integration Approach
○ Database Connect / Agent Install
○ SFTP (File Transfer)

● OpenGov Assumes:
○ The data will be linked to the Customer’s COA.
○ Integration is unidirectional from the Customer’s

accounting software into OpenGov.

Data Files
[SFTP]

Customer will provide the data in the required format associated with
the functionalities

● Data Files for Historical Years
● Data Files for Current Year
● Automate the file transfers into the OpenGov SFTP location

Data Analysis OpenGov will perform the data analysis
● To align with the required functionalities
● To align with the COA

8.3.2.2. Configuration

Functionality Description

Integration
Setup

OpenGov will perform the following
● Installation of Agent (Database Integrations)
● Database View Deployment ( Database Integrations)
● SFTP Setup (SFTP Data Migrations)
● Sample File Format (SFTP Data Migrations)
● OpenGov Assumes:

○ OpenGov will require assistance from Customer to
understand source system specific customizations and
configurations when building the data extract. When
OpenGov is not able to access or extract data as per
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requirements, Customer should provide the data files in
CSV format into OpenGov FTP Location.

○ When the source accounting software is hosted by a third
party vendor on behalf of Customer, Customer is
responsible for brokering OpenGov’s access to
Customer’s data residing at the vendor’s premises in
accordance with OpenGov’s data formatting
requirements.

Configuration
and Testing

OpenGov will perform the Configuration to
● Extract, Transform (when required) and load the data
● Build Reports for the required functionalities
● Initial validation of data

8.3.2.3. Validation

Functionality Description

Data Validation OpenGov team to work with Customer to
● Validate the historical data
● Validate the current year data
● OpenGov Assumes:

○ Customer will provide data to validate against (PDF
Export). Data should be received prior to the start of the
integration.

○ OpenGov will perform the validation for data accuracy for
the Integration, working jointly with Customer team to
approve the Financial Integration data.

8.3.2.4. Deploy

Functionality Description

Deployment
and Wrap Up

OpenGov will perform the Configuration to
● Schedule the current year data load
● Train the administrators
● Monitor the data load

Sign Off Customer will complete OpenGov-provided sign off document
acknowledging
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● Accuracy of the data for historical years and current year
associated with the functionalities

● Accuracy Reports associated with the functionalities
● Adequately trained on the Integration Functionalities

9. Acceptance
9.1. Acceptance Process

All Deliverables require acceptance from the Customer Project Manager(s) following the
completion of Deliverables and upon Project Closure. Customer is responsible for
conducting any additional review or testing of such Deliverable pursuant to any applicable
mutually agreed upon acceptance criteria agreed upon by the parties for such Deliverable.
Upon completion of these phases, the OpenGov Project Manager shall notify the Customer
Project Manager(s) and provide the necessary documents for review and sign off.

The following process will be used for accepting or acknowledging Deliverables and Project
Closure:

● OpenGov shall submit the completed Deliverables to Customer to review or test
against the applicable acceptance criteria. Customer shall notify OpenGov promptly
of its acceptance or rejection in accordance with the agreed upon acceptance
criteria.

● Customer must accept all Deliverables that meet the applicable acceptance criteria.
OpenGov Project Manager will provide the Customer Project Manager with the
OpenGov Acceptance form to sign off on the Deliverable and project. Once all
Deliverables required to meet a particular phase have been accepted or are deemed
accepted, the phase shall be deemed complete.

● Upon completion of the phase or project, OpenGov allows Customer 10 business
days to communicate that the particular Deliverable(s) does not meet Customer’s
requirements. Failure to communicate that the particular Deliverable(s) does not
meet Customer’s requirements will be deemed as acceptance and any further work
provided to remedy Customer’s complaint might incur additional cost.

● Customer shall provide to OpenGov a written notice detailing the reasons for
rejection and the nature of the failure to meet the acceptance criteria. OpenGov shall
make best effort to revise the non-conforming Deliverable(s) to meet the acceptance
criteria and re-submit it to Customer for further review and testing.

● If the acceptance form is not received in accordance with Section 7 General Project
Assumptions, the project phase and/or project will be considered accepted and
automatically closed.
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9.2. Acceptance Requirements
● All acceptance milestones and associated review periods will be tracked on the

project plan.
● The Customer Project Manager will have decision authority to approve/reject all

project Deliverables, Phase Acceptance and Project Acceptance.
● Any open issues shall receive a response in accordance with Section 7 General

Assumptions of this SOW following the Validation Acceptance review, or as mutually
agreed upon between the parties, for resolution prior to advancing on in the project.

● Both OpenGov and Customer recognize that failure to complete tasks and respond
to open issues may have a negative impact on the project.

● For any tasks not yet complete, OpenGov and/or Customer will provide sufficient
resources to expedite completion of tasks to prevent negatively impacting the
project.

10. Change Management
This SOW and related efforts are based on the information provided and gathered by
OpenGov. Customer acknowledges that changes to the scope may require additional effort
or time, resulting in additional cost. Any change to scope must be agreed to in writing or
email, by both Customer and OpenGov, and documented as such via a:

● Change Order - Work that is added to or deleted from the original scope of this SOW.
Depending on the magnitude of the change, it may or may not alter the original
contract amount or completion date and be paid for by Customer. Changes might
include:

○ Timeline for completion
○ Sign off process
○ Cost of change and Invoice timing
○ Signed by OpenGov and Customer Executives approving funds.

Change documentation will be mutually agreed upon as defined in Section 7 General
Assumptions of this SOW. Should that not occur, the change will be added to the next
Executive Sponsor agenda for closure.

Example of changes that might arise during a deployment:
● Amending the SOW to correct an error.
● Extension of work as the complexity identified exceeds what was expected by

Customer or OpenGov.
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● Change in type of OpenGov resources to support the SOW. For example Subject
Matter Experts to address simplifying Chart of Account structure.
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OPENGOV SOFTWARE SERVICES AGREEMENT  
 

 
Rev. 2018.01_200701NA 

OPENGOV SOFTWARE SERVICES AGREEMENT  
 

This Software Services Agreement (this “Agreement”) is entered into by OpenGov, Inc., a Delaware corporation 
with a principal place of business at PO Box 41340, San Jose, CA 95160 (“OpenGov”) and the customer listed on 
the signature block below (“Customer”), as of the date of last signature below (the “Effective Date”). This 
Agreement sets forth the terms under which Customer will be permitted to use OpenGov’s hosted software services. 

1. DEFINITIONS 
 “Customer Data” means data that is provided by Customer to OpenGov pursuant to this Agreement (for 
example, by email or through Customer’s software systems of record). Customer Data shall not include any 
confidential personally identifiable information. 
  “Documentation” means the documentation for the Software Services at the Customer Resource Center page 
found at https://opengov.zendesk.com.  

 “Feedback” means suggestions, comments, improvements, ideas, or other feedback or materials regarding 
the Software Services provided by Customer to OpenGov, including feedback provided through online developer 
community forums.  
 “Initial Term” means the initial license term specified in number of years on the Order Form, commencing on 
the Effective Date. 
 “Intellectual Property Rights” means all intellectual property rights including all past, present, and future rights 
associated with works of authorship, including exclusive exploitation rights, copyrights, and moral rights, trademark 
and trade name rights and similar rights, trade secret rights, patent rights, and any other proprietary rights in 
intellectual property of every kind and nature. 

 “Order Form” means OpenGov’s Software Services order form that: (a) specifies the Software Services 
provided by OpenGov; (b) references this Agreement; and (c) is signed by authorized representatives of both 
parties. 

 “Renewal Term” means each additional renewal period, which shall be for a period of equal duration as the 
Initial Term, for which this Agreement is extended pursuant to Section 7.2. 
2. SOFTWARE SERVICES, SUPPORT AND PROFESSIONAL SERVICES 

2.1 Software Services. Subject to the terms and conditions of this Agreement, OpenGov will use commercially 
reasonable efforts to perform the software services identified in the applicable Order Form entered into by OpenGov 
and Customer (“Software Services”).  
2.2 Support. Customer support is available by email to support@opengov.com or by using the chat messaging 
functionality of the Software Services, both of which are available during OpenGov’s standard business hours. 
Customer may report issues any time. However, OpenGov will address issues during business hours.  
 
2.3 Professional Services.  
 (a) If OpenGov or its authorized independent contractors provides professional services to Customer, such as 
implementation services, then these professional services will be described in a statement of work (“SOW”) agreed 
to by the parties (the “Professional Services”).  For Professional Services performed on a time and materials 
basis, any pre-paid Professional Services Fees must be utilized within one (1) year from the Effective Date.  Any 
unused pre-paid Professional Services Fees shall be forfeited. Customer may purchase additional Professional 
Services from OpenGov at OpenGov’s then current rate (“PS Rate”) as specified in an applicable Order Form. As 
of the Effective Date, OpenGov’s PS Rate is $185 per hour.  
 (b) Unless the SOW provides otherwise, all reasonable travel expenses, pre-approved by Customer and 
incurred by OpenGov in performing the professional services will be reimbursed by Customer. Travel expenses 
include cost of coach airfare travel round trip from the individual’s location to Customer's location, reasonable hotel 
accommodations, ground transportation and meals. 
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Rev. 2018.01_200701NA 

3. RESTRICTIONS AND RESPONSIBILITIES  

3.1 Restrictions. Customer may not use the Software Services in any manner or for any purpose other than as 
expressly permitted by the Agreement.  Customer shall not, and shall not permit or enable any third party to: (a) 
use or access any of the Software Services to build a competitive product or service; (b) modify, disassemble, 
decompile, reverse engineer or otherwise make any derivative use of the Software Services (except to the extent 
applicable laws specifically prohibit such restriction); (c) sell, license, rent, lease, assign, distribute, display, host, 
disclose, outsource, copy or otherwise commercially exploit the Software Services; (d) perform or disclose any 
benchmarking or performance testing of the Software Services; (e) remove any proprietary notices included with 
the Software Services; (f) use the Software Services in violation of applicable law; or (g) transfer any confidential 
personally identifiable information to OpenGov or the Software Services platform.  

3.2 Responsibilities. Customer shall be responsible for obtaining and maintaining computers and third party 
software systems of record (such as Customer’s ERP systems) needed to connect to, access or otherwise use the 
Software Services. Customer also shall be responsible for: (a) ensuring that such equipment is compatible with the 
Software Services, (b) maintaining the security of such equipment, user accounts, passwords and files, and (c) all 
uses of Customer user accounts by any party other than OpenGov. 

4. INTELLECTUAL PROPERTY RIGHTS; LICENSE GRANTS; ACCESS TO CUSTOMER DATA 

4.1 Software Services. OpenGov retains all right, title, and interest in the Software Services and all Intellectual 
Property Rights in the Software Services. The look and feel of the Software Services, including any custom fonts, 
graphics and button icons, are the property of OpenGov and Customer may not copy, imitate, or use them, in whole 
or in part, without OpenGov’s prior written consent.  Subject to Customer’s obligations under this Agreement, 
OpenGov hereby grants to Customer a non-exclusive, royalty-free license during the Term to use the Software 
Services. 

4.2 Customer Data. Customer retains all right, title, and interest in the Customer Data and all Intellectual Property 
Rights therein. Customer hereby grants to OpenGov a non-exclusive, royalty-free license to, and permit its partners 
to, use, store, edit and reformat the Customer Data, and to use Customer Data for purposes of sales, marketing, 
business development, product enhancement, customer service, or for analyzing such data and publicly disclosing 
such analysis (“Insights”), provided that in all such uses Customer Data is rendered anonymous such that 
Customer is no longer identifiable.  

4.3 Access to Customer Data. Customer may download the Customer Data from the Software Services at any 
time during the Term, other than during routine software maintenance periods. OpenGov has no obligation to return 
Customer Data to Customer.  

4.4 Feedback. Customer hereby grants to OpenGov a non-exclusive, royalty-free, irrevocable, perpetual, 
worldwide license to use and incorporate into the Software Services and Documentation Customer’s Feedback. 
OpenGov will exclusively own any improvements or modifications to the Software Services and Documentation 
based on or derived from any of Customer’s Feedback including all Intellectual Property Rights in and to the 
improvements and modifications.  

5. CONFIDENTIALITY 

5.1 Each party (the “Receiving Party”) agrees not to disclose any Confidential Information of the other party (the 
“Disclosing Party”) without the Disclosing Party’s prior written consent, except as provided below. The Receiving 
Party further agrees: (a) to use and disclose the Confidential Information only in connection with this Agreement; 
and (b) to protect such Confidential Information using the measures that Receiving Party employs with respect to 
its own Confidential Information of a similar nature, but in no event with less than reasonable care. Notwithstanding 
the above, the Receiving Party may disclose Confidential Information to the extent required by law or court order, 
provided that prior written notice of such required disclosure and an opportunity to oppose or limit disclosure is 
given to the Disclosing Party.  
 
5.2 “Confidential Information" means all confidential business, technical, and financial information of the 
disclosing party that is marked as “Confidential” or an equivalent designation or that should reasonably be 
understood to be confidential given the nature of the information and/or the circumstances surrounding the 
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OPENGOV SOFTWARE SERVICES AGREEMENT  
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disclosure (including the terms of the applicable Software Agreement). OpenGov’s Confidential Information 
includes, without limitation, the software underlying the Software Services and all Documentation.  
 
5.3 Notwithstanding the foregoing, “Confidential Information” does not include: (a) “Public Data,” which is data 
that the Customer has previously released to the public, would be required to release to the public, upon request, 
according to applicable federal, state, or local public records laws, or Customer requests OpenGov make available 
to the public in conjunction with the Software Services. Confidential Information does not include (b) information 
that has become publicly known through no breach by the receiving party; (c) information that was rightfully received 
by the Receiving Party from a third party without restriction on use or disclosure; or (d) information independently 
developed by the Receiving Party without access to the Disclosing Party’s Confidential Information.  
 
6. PAYMENT OF FEES 

6.1 Fees; Invoicing; Payment; Expenses.   

(a) Fees. The fees for the Software Services for the Initial Term and any Renewal Term (“Software Services 
Fees”) and the fees for Professional Services (“Professional Services Fees”) are set forth in the applicable Order 
Form.  Software Services Fees and Professional Services Fees shall hereafter be referred to as “Fees”. 

 
(b) Inflation Adjustment. OpenGov shall increase the Fees payable for the Software Services during any 

Renewal Term by 5% each year of the Renewal Term. 
 
(c) Invoicing and Payment. OpenGov will invoice the Customer according to the Billing Frequency listed on 

the Order Form. Customer shall pay all invoices according to the Payment Terms listed on the Order Form.   
 
(d) Travel Expenses. Unless the SOW provides otherwise, OpenGov will invoice Customer for pre-approved 

travel expenses incurred in connection with each SOW as they are incurred. Customer shall pay all such valid 
invoices within thirty (30) days of receipt of invoice. Each invoice shall include receipts for the travel expenses listed 
on the invoice. 

6.2 Credit Card Customers. If applicable, Customer will provide OpenGov with valid credit card information and 
promptly notify OpenGov of any changes necessary to charge the credit card at billing@opengov.com. Please 
update your credit card information when necessary. The provision of credit card information to OpenGov authorizes 
OpenGov to charge the credit card for all applicable Fees plus a 3% credit card processing fee. OpenGov processes 
credit card payments through a secure third party processing partner and does not take receipt of credit card 
information itself. 

6.3 Taxes. All Fees under this Agreement are exclusive of any applicable sales, value-added, use or other taxes 
(“Sales Taxes”).  Customer is solely responsible for any and all Sales Taxes, not including taxes based solely on 
OpenGov’s net income.  If any Sales Taxes related to the Fees under this Agreement are found at any time to be 
payable, the amount may be billed by OpenGov to, and shall be paid by, Customer.  If Customer fails to pay any 
Sales Taxes, then Customer will be liable for any related penalties or interest, and will indemnify OpenGov for any 
liability or expense incurred in connection with such Sales Taxes.  In the event Customer or the transactions 
contemplated by the Agreement are exempt from Sales Taxes, Customer agrees to provide OpenGov, as evidence 
of such tax exempt status, proper exemption certificates or other documentation acceptable to OpenGov. 

7.  TERM & TERMINATION  

7.1 Term. Subject to compliance with all terms and conditions, the term of this Agreement shall commence on the 
Effective Date and shall continue until the Subscription End Date specified on the Order Form (the “Initial Term”). 

7.2 Renewal. Unless either party terminates this Agreement in writing no less than thirty (30) days before the end 
of the Initial Term, this Agreement shall renew for another period of the same duration as the Initial Term (the 
“Renewal Term” and together with the Initial Term, the “Term”).  

7.3 Termination. If either party materially breaches any term of this Agreement and fails to cure such breach within 
thirty (30) days after notice by the non-breaching party (ten (10) days in the case of non-payment), the non-
breaching party may terminate this Agreement.  Additionally, Customer may terminate this Agreement, upon 
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providing at least ninety (90) days notice prior to the annual anniversary date of the Agreement ("Anniversary 
Date") upon the occurrence of an Event of Nonappropriation as defined below. An "Event of Nonappropriation" 
occurs when prior to each Anniversary Date: a) Customer uses all efforts that are lawful and within Customer's 
official power, to secure the appropriate funds for the next year's Fees, including indicating the Software Services 
serve an essential purpose to Customer; and b) Customer has not acquired, used or issued a proposal for similar 
products or services during this period or has not hired any third party or allowed its own employees to use other 
services in place of the Software Services. Customer shall permit OpenGov to assist with the efforts in a) above, 
including providing OpenGov with direct access to Customer's applicable appropriations team. 

7.4 Effect of Termination.  

(a) In General. Upon termination or expiration of this Agreement: (a) Customer shall pay in full for all Software 
Services and Professional Services performed up to and including the effective date of termination, (b) all Software 
Services provided to Customer hereunder shall immediately terminate; and (c) each party shall return to the other 
party or, at the other party’s option, destroy all Confidential Information of the other party in its possession.  

 
(b) Deletion of Customer Data. If Customer requests deletion of its Customer Data in writing prior to the date 

of termination or expiration of this Agreement, then OpenGov will permanently and irrevocably delete Customer 
Data, excluding any Insights, stored by its cloud hosting provider within ten (10) days of the date of termination or 
expiration of this Agreement. Such request must be addressed to “OpenGov Vice President, Customer Success” 
at OpenGov’s address for notice described at Section 10. 

7.5 Survival. The following sections of this Agreement shall survive termination: Section 5 (Confidentiality), Section 
6 (Payment of Fees), Section 7.4(b) (Deletion of Customer Data), Section 8.3 (Warranty Disclaimer), Section 9 
(Limitation of Liability) and Section 10 (Miscellaneous).  

8. REPRESENTATIONS AND WARRANTIES; DISCLAIMER 

8.1 By OpenGov.  

(a) General Warranty. OpenGov represents and warrants that: (i) it has all right and authority necessary to 
enter into and perform this Agreement; and (ii) the Professional Services, if any, will be performed in a professional 
and workmanlike manner in accordance with the related statement of work and generally prevailing industry 
standards. For any breach of the Professional Services warranty, Customer’s exclusive remedy and OpenGov’s 
entire liability will be the re-performance of the applicable services.  If OpenGov is unable to re-perform all such 
work as warranted, Customer will be entitled to recover all fees paid to OpenGov for the deficient work. Customer 
must make any claim under the foregoing warranty to OpenGov in writing within ninety (90) days of performance of 
such work in order to receive such warranty remedies. 

(b) Software Services Warranty. OpenGov further represents and warrants that for a period of ninety (90) 
days, the Software Services will perform in all material respects in accordance with the Documentation.  The 
foregoing warranty does not apply to any Software Services that have been used in a manner other than as set 
forth in the Documentation and authorized under this Agreement.  OpenGov does not warrant that the Software 
Services will be uninterrupted or error-free.  Any claim submitted under this Section 8.1(b) must be submitted in 
writing to OpenGov during the Term. OpenGov’s entire liability for any breach of the foregoing warranty is to repair 
or replace any nonconforming Software Services so that the affected portion of the Software Services operates as 
warranted or, if OpenGov is unable to do so, terminate the license for such Software Services and refund the pre-
paid, unused portion of the Fee for such Software Services.  

8.2 By Customer. Customer represents and warrants that (i) it has all right and authority necessary to enter into 
and perform this Agreement; and (ii) OpenGov’s use of the Customer Data pursuant to this Agreement will not 
infringe, violate or misappropriate the Intellectual Property Rights of any third party.  

8.3 Disclaimer. OPENGOV DOES NOT WARRANT THAT THE SOFTWARE SERVICES WILL BE 
UNINTERRUPTED OR ERROR FREE; NOR DOES IT MAKE ANY WARRANTY AS TO THE RESULTS THAT 
MAY BE OBTAINED FROM USE OF THE SOFTWARE SERVICES.  EXCEPT AS SET FORTH IN THIS SECTION 
8, THE SOFTWARE SERVICES ARE PROVIDED “AS IS” AND OPENGOV DISCLAIMS ALL OTHER 
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WARRANTIES, EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OF 
MERCHANTABILITY, TITLE, FITNESS FOR A PARTICULAR PURPOSE, AND NON-INFRINGEMENT.  

9. LIMITATION OF LIABILITY  

9.1 By Type. NEITHER PARTY, NOR ITS SUPPLIERS, OFFICERS, AFFILIATES, REPRESENTATIVES, 
CONTRACTORS OR EMPLOYEES, SHALL BE RESPONSIBLE OR LIABLE WITH RESPECT TO ANY SUBJECT 
MATTER OF THIS AGREEMENT UNDER ANY CONTRACT, NEGLIGENCE, STRICT LIABILITY, OR OTHER 
THEORY: (A) FOR ERROR OR INTERRUPTION OF USE OR FOR LOSS OR INACCURACY OF DATA OR COST 
OF PROCUREMENT OF SUBSTITUTE GOODS OR SERVICES OR LOSS OF BUSINESS; (B) FOR ANY 
INDIRECT, EXEMPLARY, PUNITIVE, INCIDENTAL, SPECIAL, OR CONSEQUENTIAL DAMAGES; OR (C) FOR 
ANY MATTER BEYOND SUCH PARTY’S REASONABLE CONTROL, EVEN IF SUCH PARTY HAS BEEN 
ADVISED OF THE POSSIBILITY OF SUCH LOSS OR DAMAGE.  

9.2 By Amount. IN NO EVENT SHALL EITHER PARTY’S AGGREGATE, CUMULATIVE LIABILITY FOR ANY 
CLAIMS ARISING OUT OF OR IN ANY WAY RELATED TO THIS AGREEMENT EXCEED THE FEES PAID BY 
CUSTOMER TO OPENGOV (OR, IN THE CASE OF CUSTOMER, PAYABLE) FOR THE SOFTWARE SERVICES 
UNDER THIS AGREEMENT IN THE 12 MONTHS PRIOR TO THE ACT THAT GAVE RISE TO THE LIABILITY. 

9.3 Limitation of Liability Exclusions.  The limitations of liability set forth in Sections 9.1 and 9.2 above do not apply 
to, and each party accepts liability to the other for: (a) claims based on either party’s intentional breach of its 
obligations set forth in Section 5 (Confidentiality), (b) claims arising out of fraud or willful misconduct by either party 
and (c) either party’s unauthorized use, distribution, or disclosure of the other party’s intellectual property. 

9.4 No Limitation of Liability by Law.  Because some jurisdictions do not allow liability or damages to be limited to 
the extent set forth above, some of the above limitations may not apply to Customer.  

10. MISCELLANEOUS 

10.1 Logo Use. OpenGov shall have the right to use and display Customer’s logos and trade names for marketing 
and promotional purposes in connection with OpenGov’s website and marketing materials, subject to Customer’s 
trademark usage guidelines provided to OpenGov.  

10.2 Notice. Ordinary day-to-day operational communications may be conducted by email, live chat or telephone 
communications. However, for notices required by the Agreement (in Sections where the word “notice” appears) 
the parties must communicate more formally in a writing given by personal delivery, by pre-paid first-class mail or 
by overnight courier to the address specified in the most recent Order Form (or such other address as may be 
specified in writing in accordance with this Section). 

10.3 Anti-corruption. OpenGov has not offered or provided any bribe, kickback, illegal or improper payment, gift, or 
thing of value to any Customer personnel in connection with the Agreement, other than reasonable gifts and 
entertainment provided Customer in the ordinary course of business. If OpenGov become aware of any violation of 
the above restriction then OpenGov shall promptly notify Customer.  

10.4 Injunctive Relief.  The parties acknowledge that any breach of the confidentiality provisions or the unauthorized 
use of a party’s intellectual property may result in serious and irreparable injury to the aggrieved party for which 
damages may not adequately compensate the aggrieved party.   The parties agree, therefore, that, in addition to 
any other remedy that the aggrieved party may have, it shall be entitled to seek equitable injunctive relief without 
being required to post a bond or other surety or to prove either actual damages or that damages would be an 
inadequate remedy. 

10.5 Force Majeure. Neither party shall be held responsible or liable for any losses arising out of any delay or failure 
in performance of any part of this Agreement, other than payment obligations, due to any act of god, act of 
governmental authority, or due to war, riot, labor difficulty, failure of performance by any third-party service, utilities, 
or equipment provider, or any other cause beyond the reasonable control of the party delayed or prevented from 
performing.  

10.6 Severability; Waiver. If any provision of this Agreement is found to be unenforceable or invalid, that provision 
will be limited or eliminated to the minimum extent necessary so that this Agreement will otherwise remain in full 
force and effect and enforceable.  Any express waiver or failure to exercise promptly any right under this Agreement 
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will not create a continuing waiver or any expectation of non-enforcement. There are no third-party beneficiaries to 
this Agreement. 

10.7 Assignment. Except as set forth in this Section, neither party shall assign, delegate, or otherwise transfer this 
Agreement or any of its rights or obligations to a third party without the other party's prior written consent, which 
consent shall not be unreasonably withheld, conditioned, or delayed.  Either party may assign, without such consent 
but upon written notice, its rights and obligations under this Agreement to: (i) its corporate affiliate; or (ii) any entity 
that acquires all or substantially all of its capital stock or its assets related to this Agreement, through purchase, 
merger, consolidation, or otherwise. Any other attempted assignment shall be void. This Agreement shall inure to 
the benefit of and bind each party’s permitted assigns and successors.  

10.8 Independent Contractors. No agency, partnership, joint venture, or employment is created as a result of this 
Agreement and neither party has any authority of any kind to bind the other party in any respect.   

10.9 Attorneys’ Fees. In any action or proceeding to enforce rights under this Agreement, the prevailing party will 
be entitled to recover costs and attorneys’ fees.  

10.10 Governing Law and Jurisdiction. This Agreement shall be governed by the laws of the State of California 
without regard to its conflict of laws provisions. Exclusive jurisdiction for litigation of any dispute, controversy or 
claim arising out of or in connection with this Agreement shall be only in the Federal or State court with competent 
jurisdiction located in San Mateo County, California, and the parties hereby submit to the personal jurisdiction and 
venue therein. 

10.11 Complete Agreement. This Agreement is the complete and exclusive statement of the mutual understanding 
of the parties and supersedes and cancels all previous written and oral agreements, communications, and other 
understandings relating to the subject matter of this Agreement. No modification of this Agreement will be binding, 
unless in writing and signed by an authorized representative of each party.  

 

  Signatures   

 

Customer            OPENGOV, INC. 
 

Signature:   Signature:   

Name:   Name:   

Title:    Title:   

Date:   Date:   
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COUNTY CLERK & ELECTIONS 
Personnel 

 
 

 

Rich Vargo 

County Clerk 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-565-6200 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Elizabeth Ward, Human Resource Manager 

 

MEETING:   May 17, 2021 

  

SUBJECT:   New and Expanded Position Requests for 2022 Budget 

 

PRESENTER: Elizabeth Ward 

 

 
 

BACKGROUND 

 
Each budget cycle, Department Heads are given the opportunity to present their requests for 

expanded positions in their respective departments, as part of the Strategic Planning process.   

 

Below is a summary of those positions being requested for inclusion in the 2022 budget.  These 

positions would require additional funding to each of the associated budgets.   

 

These totals below include the cost of wages and benefits. 

 

DISCUSSION 

 
Please see attached enclosures for each position requested. 

 

FISCAL IMPACT 

 
Department Position Hours Total (Wage + 

Benefits) 

Emergency 

Management 

Emergency Planner - Expanded Position Existing 

PD - Grade H,  Starting Range - $16.19-17.90 per 

hour  

1040 

additional 

hours 

 $51,938.64 

 EMPG grant funding  ($31,659.00) 
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 Emergency Management Budget Request  $20,279.64 

Health 

Department 

Maternal and Child Health Bilingual  Navigator - 

Expanded Position Existing PD - Grade Q 

Starting Range-$2009.60-$2,222.40 per period  

 2080 

hours 

 $75,441.60 

 OPEI & ELC Grant funding  ($37,720.80) 

 Health Department Budget Request  $37,720.80 

Planning & 

Development 

Environmental Health Specialist - New Position 

Existing PD - Grade Q Starting Range -$2009.60 

- $2,222.40 per period  

 2080 

hours 

 $75,441.60 

 Planning & Development Department Budget 

Request 

 $75,441.60 

Noxious Weed  Part time, Seasonal Hazardous Waste Technician 

Existing PD - Grade B Starting Range - $12.09 - 

$13.36 per hour 

 300 

hours 

 $4,036.88 

 Noxious Weed Budget Request  $4,036.88 

EMS/Ambulance Administrative Assistant Proposed Pay Grade - F 

Hiring Range - $14.69 - $16.24 per hour 

 2080  $44,104.32 

 EMS/Ambulance Budget Request  $44,104.32 

    

  Total all New Requests   $181,583.24  

 

RECOMMENDATION(S) 

 
Recommendation is to consider each position individually as a separate motion as to what shall 

be included into the 2018 budget preparation.   

 

POSSIBLE MOTION(S) 

 
Move to approve 

 

Move to deny 

 

Move to modify 

 

Move to table 

 

No action required. 

 

The Board agreed by consensus to  

 

Enclosures: 

Emergency Management - Position Justification 

EM Planner I Position Description 

Health Department - Position Justification 

MCH Bilingual Navigator Position Description 
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Planning & Development - Position Justification 

Environmental Health Specialist Position Description 

EMS/Ambulance - Position Justification 

 

 

Enclosures: 
 CAR 2022 budget additional-expanded position requests 2021-05 (DOC) 

 Emergency Management - FT Planner Exercise Specialist request (DOCX) 

 Emergency Management - FT Planner Exercise Specialist position description (DOCX) 

 Health Department - MCH Bilingual Navigator request (DOCX) 

 Mother Child Health Bilingual Navigator position description (DOC) 

 Planning Development Environm Health Specialist Position Description (DOCX) 

 Planning - Environmental Health Specialist request 2022 (DOCX) 

 EMS Ambulance - Administrative Assistant request 2022 (DOCX) 
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 COMMISSION AGENDA REPORT 

 

 

 
FROM: Elizabeth Ward, Human Resource Manager 

   

MEETING: Monday, May 17, 2021 

   

SUBJECT:  New and Expanded Position Requests for 2022 Budget 

   

PRESENTER:  Elizabeth Ward 

 

BACKGROUND 
 

Each budget cycle, Department Heads are given the opportunity to present their requests for 

expanded positions in their respective departments, as part of the Strategic Planning process.   

 

Below is a summary of those positions being requested for inclusion in the 2022 budget.  These 

positions would require additional funding to each of the associated budgets.   

 

These totals below include the cost of wages and benefits. 

 

FISCAL IMPACT 
 

Department Position Hours Total (Wage + 

Benefits) 

Emergency 

Management 

Emergency Planner – Expanded Position 

Existing PD – Grade H,  

Starting Range - $16.19-17.90 per hour 

 

1040 

additional 

hours 

 

$51,938.64 

 EMPG grant funding  ($31,659.00) 

 Emergency Management Budget Request  $20,279.64 

Health 

Department 

Maternal and Child Health Bilingual  Navigator - 

Expanded Position 

Existing PD – Grade Q 

Starting Range-$2009.60-$2,222.40 per period 

 

 

2080 hours 

 

$75,441.60 

 OPEI & ELC Grant funding  ($37,720.80) 

 Health Department Budget Request  $37,720.80 
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Department Position Hours Total (Wage + 

Benefits) 

Planning & 

Development 

Environmental Health Specialist - New Position 

Existing PD – Grade Q 

Starting Range -$2009.60 - $2,222.40 per period 

 

 

2080 hours 

 

$75,441.60 

 Planning & Development Department Budget 

Request 

 $75,441.60 

Noxious Weed 

 

Part time, Seasonal Hazardous Waste Technician 

Existing PD – Grade B 

Starting Range - $12.09 - $13.36 per hour 

 

300 hours 

 

$4,036.88 

 Noxious Weed Budget Request  $4,036.88 

EMS/Ambulance Administrative Assistant 

Proposed Pay Grade - F 

Hiring Range - $14.69 - $16.24 per hour 

 

2080 
 

$44,104.32 

 EMS/Ambulance Budget Request  $44,104.32 

    

  

Total all New Requests 

  

$181,583.24 

 

 

DISCUSSION 
 

Please see attached enclosures for each position requested. 

 

ALTERNATIVES 
 

1. Approve the measure 

2. Deny the measure 

3. Modify or develop alternatives if other concerns or factors arise 

4. Schedule work session to discuss issue further 

 

RECOMMENDATION(S) 
 

Recommendation is to consider each position individually as a separate motion as to what shall 

be included into the 2018 budget preparation.   

 

POSSIBLE MOTION(S) 
Move to approve, deny or amend each position individually as presented in the above chart. 
 

Enclosures: 

Emergency Management – Position Justification 

EM Planner I Position Description 

Health Department – Position Justification 

MCH Bilingual Navigator Position Description 

Planning & Development – Position Justification 

Environmental Health Specialist Position Description 

EMS/Ambulance – Position Justification 
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A part time Emergency Management planner I position was created in 2018 to help the 

Emergency Management Coordinator review and update all county plans.   This position is 

supervised by the Emergency Management Coordinator.   

 

The position is responsible for reviewing and updating: 

 Emergency Operations Plan (EOP) 

 Debris Management Plan (DMP) 

 Hazard Mitigation Plan (HMP) 

 Continuity of Operations Plan (COOP) 

 

Prior to the creation of this position, all updates to the plans were the responsibility of the 

Emergency Management Coordinator and the Emergency Management Director.  After the 

creation of the planner I position, it allowed the plans to be updated by 1 person, with the 

oversight of the Coordinator, which made updates more consistent and timely.  

 

By statute, the Emergency Management office must develop and maintain an EOP as well as 

make any necessary changes or revisions as needed.  The department must work actively with all 

county departments and other governmental and private entities within Riley County to review 

and update all of the plans. The EOP must be reviewed and updated annually and validated by 

exercises.   

 

With new planning standards being issued last year, it will be a priority for the Planner I to 

review and update all plans.  It is important to review and update plans well in advance of the 

expiration dates.  Stakeholders and EM staff have to arrange a meeting time to discuss existing 

roles, responsibilities, and capabilities and use that information to update the plans.  Kansas 

Planning Standards are issued regularly in an effort to incorporate new technology, lessons 

learned, or other priority requirements.   

 

The department is responsible for the coordination of a countywide exercise program, which 

meets state and federal guidelines and which adequately test the capability of all agencies and 

jurisdictions to perform the functions contained in the EOP.  Exercises are a requirement to 

receive federal grant funding.  There are several local agencies also required to conduct annual 

exercises, including but not limited to the hospital, airport, and emergency management.  

 

Due to the lack of time available to plan exercises, we have found ourselves repeating past 

exercises in order to meet the plan validation process and grant requirements.  This is not a good 

practice.  Planning for exercises is a huge time commitment with attention to detail being 

necessary.  A regular schedule for training/drills with county employees has been very difficult 

to carry out because of business hours, and lack of EM staff time. 

 

Due to the direct correlation between plans and exercises, we are wanting to add the exercise 

responsibility in the part-time Planner I position and expand the current part time position to a 

full time Emergency Management Planner/Exercise Specialist position.   
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The Planner/Exercise Specialist position would be responsible for: 

 Review, update, and maintain all county plans 

 Plan, conduct, and evaluate exercises with all agencies in Riley County (private sector, 

volunteer or paid emergency response agencies) 

 Document exercise results in an After Action Report (AAR) 

 Develop improvement plan from AAR data to integrate into county plans 

 Organize the exercise activities in a strategic manner  

 

By having a fulltime position working on plans and exercises, the coordinator can place more 

attention on essential functions that have been neglected such as community education and 

awareness programs and volunteer recruitment, training, and engagement.  

 

Emergency Management has 1 full time employee (coordinator), ½ time employee (director), 

and ½ time employee (planner).  Knowing that the coordinator has been here 22 years and is 

eligible for retirement at any time and the director has been here 6 months and is eligible to retire 

in 5 years, having another full time person would provide for some office knowledge continuity.  

A full time position tends to be more of a stable, long term career path choice while a part time 

position lends itself to being temporary while the person completes school or gets experience to 

move on.   

 

The Planner I position was paid for through the EMPG (Emergency Management Performance 

Grant).  The amount Riley County has received from EMPG in the past several years has been 

$31,659.   

 

If the position is paid $17/hour the total salary/benefit figure is approximately $49,504.  With 

EMPG paying $31,659, the county would need to pay approximately $17,845. 

 

If the position is paid $20/hour the total salary/benefit figure is approximately $58,240.  With 

EMPG paying $31,659, the county would need to pay approximately $26,581. 

 

Position Salary Benefits Position Cost 

Annualized 
EM Planner I 

Grade H    

Hiring Range - $16.19 - $17.90/hour 

 

$37,232.00 
 

$14,706.64 
 

$51,938.64 

EMPG Grant Funding   $31,659.00 

 
 

Total Budget Request 
   

$20,279.64 
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Updated 2021 

RILEY COUNTY, KANSAS JOB DESCRIPTION 
 

Job Title:  Emergency Management Planner /Exercise Specialist 
 
Department:  Emergency Management   Division:            
Reports To:   Emergency Management Coordinator 
Pay Grade:   H     Status:  Full Time 
FLSA Status: Non-Exempt 

 
POSITION SUMMARY:  The position is responsible for reviewing, updating and maintaining all of the 
county’s emergency plans.  This position is also responsible for Emergency Management’s training 
and exercise program.  
 
This position requires knowledge of public administration, County and local government operations, 
businesses, and non-profit participants related to coordination of emergency management planning 
documents. Work is carried out with general direction, exercise of initiative and independent 
judgment. High degree of interaction with other parties and skill required. 
 
ESSENTIAL FUNCTIONS: 

 Review, update, and maintain all county plans including 
o Emergency Operations Plan (EOP) 
o Continuation of Operations Plan (COOP) 
o Debris Management Plan 
o Hazard Mitigation Plan 
o Other plans as directed or required  

 Serve as a resource for access to local, state and federal plans, policies and procedures, both 
public and private, which may impact the ability of the County to mitigate, prepare for, respond to 
and/or recover from disasters 

 Work with the emergency management staff to develop plans using the national planning 
scenarios and capability-based planning to better develop all hazard plans. 

 Work with emergency management staff to use plans in developing exercises 

 Work with local, state, and federal agencies including but not limited to NBAF, BRI, to develop 
hazard/risk specific training and exercises.  

 Provide training regarding the plans to other response agency personnel 

 Attend LEPC meetings 

 Plan, conduct, and evaluate exercises with all agencies (private sector, volunteer or paid 
emergency response agencies) within the county and outside the county under the direction of the 
Coordinator. 

 Document exercise results by using an After Action Report and developing an improvement plan 
to integrate into county plans 

 Organize the exercise activities in accordance with an identified strategy from the annual TEPW 
(Training Exercise Planning Workshop) and the requirements established by KAR56-2-2 

 Any other job related duties as assigned 

 
POSITION REQUIREMENTS: 
 
Education:  A high school diploma or GED required.  Emergency Management Associates Degree 
preferred. 
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Updated 2021 

Required License(s)/Certification(s):   
 

 Valid Driver’s License 

 The following are required within the first 12 months of employment: 
o ICS-100 Introduction to ICS 
o ICS-200 Basic ICS 
o IS-700 Introduction to NIMS 
o IS-800 National Response Framework 
o IS-120 An Introduction to Exercises 
o IS-230 Emergency Management Fundamentals 
o IS-235 Emergency Management Planning 
o IS-240 Leadership & Influence 
o IS-241 Decision Making & Problem Solving 
o IS-242 Effective Communications 
o IS-244 Developing & Managing Volunteers 

 The following are required within the first 18 months of employment or as classes become 
available: 

o HSEEP (Homeland Security Exercise & Evaluation Program) 
o IS-130 Exercise Evaluation and Improvement Planning 
o KS-132 Exercise Design for Discussion Based Exercises 
o KS-133 Exercise Design for Operations Based Exercises 

 
Preferred License(s)/Certification(s): within 2 years of employment: 

 Kansas Certified Emergency Manager (KCEM) 
 
Experience: Must possess at least 1 year experience reviewing, updating, and maintaining plans in 
emergency related fields or equivalent education.  Must possess at least 1 year experience planning 
and conducting exercises or equivalent education. Experience with the operation of specialized office 
equipment and computers is required.  Experience in emergency related fields preferred. 
 
Skills: Demonstrated ability in typing and knowledge of basic or commonly-used office rules, 
procedures and operations.  Must have the ability to work with the public, other county staff, and other 
public safety agencies.  Must understand and demonstrate basic computer skills.  Must be able to 
facilitate meetings.  Must have experience with ESRI mapping products. 
 
Supervisory Controls: Instructions are accepted from Emergency Management Coordinator and the 
Emergency Management Director.  The employee plans and carries out the successive steps and 
handles problems and deviations in the work assignment in accordance with instructions, policies, 
previous training, or accepted practices. 
 
Supervisory Responsibility:  None 
 
Guidelines: Procedures for doing the work have been established and a number of specific 
guidelines are available. 
 
Complexity: The decision regarding what needs to be done depends upon the analysis of the 
subject, phase, or issues involved in each assignment, and the chosen course of action may have to 
be selected from many alternatives. 
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Updated 2021 

Scope and Effect of Work: The work involves the execution of specific rules, regulations, or 
procedures and typically comprises a complete segment of an assignment or project of broader 
scope. 
 
Personal Contacts: The personal contacts are with employees in the same agency, and outside the 
immediate organization.  People contacted generally are engaged in different functions and kinds of 
work performed for the county.  Also a substantial number of contacts are made with members of the 
general public or other agencies. 
 
Purpose of Contacts: The purpose is to obtain, clarify or give facts or information regardless of the 
nature of those facts.  The facts or information may range from the easily understood to the highly 
technical. Distributing and providing educational information is included. 
 
Physical Demands: The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is required to sit; use hands to finger, handle, 
reach with hands and arms; talk and hear with both ears.  The employee must occasionally lift and/or 
move up to 20 pounds. Specific vision abilities required by this job include close vision and color 
identification. 
 
Work Environment: The work takes place in an office environment.  There may be a need to travel 
for training.  Some trainings are multiple days and would require staying over.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  The use of personal vehicle may be required occasionally. 
 
While performing the duties of this job, the employee is exposed to a normal noise level. 
 
 
Approved:                           Date: __________________             
                  (Supervisor) 
 
 
The duties listed above are intended only as illustrations of the various types of work that may be performed.  
The omission of specific statements of duties does not exclude them from the position if work is similar, related 
or a logical assignment of the position. 
 
The job description does not constitute an employment agreement between the employer and the employee and 
is subject to change by the employer as the needs of the employer and requirement of the job change. 
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BACKGROUND 

The Riley County Health Department (RCHD) has received the Outreach, Prevention and Early 

Intervention (OPEI) services grant from the Kansas Department of Health and Environment (KDHE) since 

around 2000. The program targets low-income parents and children who are at-risk with an emphasis on 

adolescent and pregnant teen parents (ages 12-22).  

Currently through the OPEI funding there are two full time social workers, partial funding for the MCH 

Supervisor and funding of 8 hours per week for the Spanish interpreter. Over the course of the last two 

years and with a significant increase in the client case load, the program is seeking to hire a Bilingual 

Case Manager/Navigator. This position is crucial to the continuation of services, as specified by the grant 

and to ensure families are not on a wait list. The social workers meet with families on a weekly basis but 

also spend many hours providing case management outside of the one hour/week home visit. The social 

workers utilize an evidence-based curriculum, Promoting Maternal Mental Health and Promoting First 

Relationships for families prenatal through age 5. The Bilingual Case Manager/Navigator would provide 

case management services to families in a timely manner and assist in areas such as, assistance with 

KanCare and SOBRA applications, birth certificates, labor and delivery information and processes, 

transportation, connecting clients to mental health and other services as needed. Other duties may 

include Safe Kids Coordinator for Riley County, Kansas Infant Death and SIDS Network safe sleep 

instructor, and provide other family focused trailings, such as Love and Logic classes.  

The number of Spanish speaking clients has doubled since the MCH program received the MCH 

Opportunity Project/Equity grant in 2018. In the last 3 months, the program has enrolled 8 new Spanish 

speaking families. In 2018, there was a total of 16 families served. In 2019, there was a total of 35 

families served and in 2020 the program served 62 families with a total of 497 visits for the year. 

Therefore, the MCH program is requesting a new position to support these efforts and is requesting 

approval to move forward with the process. The funding for the position will come from OPEI grant 

funds as well as ELC funding and will support full funding of the new position through December 31, 

2021. Beginning January 1, 2022, the position will require 50% match from Riley County. Therefore the 

position will be added to the FY2022 Riley County Personnel Budget Request.  

DISCUSSION 

The RCHD MCH program is requesting approval to move forward with the process of writing a job 

description, McGrath placement evaluation and salary and benefits determination for the new position. 

The MCH Supervisor has received approval for the new position from the OPEI contract manager at 

KDHE to increase funding in FY2022. KDHE will require an updated letter of intent and update to the 

Amendment Three Agreement. The MCH Supervisor will seek final approval from the BOCC for the 

position once the process is complete. At that time, the updated letter of intent and update to the 

Amendment Three Agreement will need to be signed as required by KDHE. FY2022 begins July 1, 2021 

and the intent is to have the new position effective no later than July 1, 2021. The updated contract will 

be signed and returned in time for the state FY2022 (beginning July 1, 2021). 

FISCAL IMPACT 

No fiscal impact to Riley County through December 31, 2021 as ELC and OPEI grant funds will fully fund 

the position. The position will be added to the FY2022 Riley County Personnel Budget Proposal to 

continue funding the position at 50% beginning FY2022 (January 1, 2022).  
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The estimated fiscal impact to Riley County beginning January 1, 2022 at 50% match funding: Salary 

range will be finalized after completion of position description and classification, however a general 

estimate of the cost of the position at a Grade O is: 

Position Salary Benefits Position Cost 

Annualized 
MCH Bilingual Navigator 

Grade Q    

Hiring Range - $2009.60 -$2,222.40 

 

$54,080 
 

$21,361.60 
 

$75,441.60 

OPEI and ELC Grant Funding (50%) $27,040 $10,680.80 $37,720.80 

 
 

Total Budget Request 
   

$37,720.80 

 

RECOMMENDATION(S) 

Move for Commissioners to approve the process of writing a job description, McGrath placement 

evaluation and salary and benefits determination for the new position under the OPEI and ELC grant 

funding through December 31, 2021.   

POSSIBLE MOTION(S) 

Move to approve 

Move to deny 

Move to modify 
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April 20, 2021  

RILEY COUNTY, KANSAS JOB DESCRIPTION 

 

Job Title: MATERNAL AND CHILD HEALTH (MCH) BILINGUAL NAVIGATOR– OPEI HOME            

                                    VISITOR PROGRAM 

Department: 

Reports To: 

Pay Grade: 

FLSA Status: 

Health Department  

MCH Supervisor  

Q 

Exempt 

Division: Maternal Child Health (MCH) Program 

 
Status:  Full Time 

 
 

POSITION SUMMARY This position is responsible for assisting pregnant women and new parents, 
with children 0-5 years old, by providing crisis intervention and supportive case management/home 
visitation services. This position requires verbal and written fluency in English and Spanish. The 
Navigator will help clients find local services and resources, provide education and support, and assist 
with essential needs of the family. The Bilingual Navigator collaborates with the MCH Supervisor, MCH 
social workers and program partners to coordinate an ongoing caseload. This position works with an 
under-served population and aims to eliminate barriers and enable families to access needed services.  
This position will work both in clients’ homes and in the office. 

 
ESSENTIAL FUNCTIONS: 
1. Provide family-centered, strength-based support services to individuals and families who need 

medical and/or social resources.    
2. Provide assistance by navigating client/family through local and state resources and make 

referrals for prenatal and postpartum clients, ideally in their home. Provide educational information 
and parenting support. 

3. Document all contacts/visits in a timely, objective and accurate manner.  
4. Seek client referrals from local agencies as necessary. 
5. Present health education to both small and large groups. Assist with outreach and facilitation of 

prenatal or postpartum education classes as needed, along with other agency and local 
community outreach activities.  

6. Develop and revise job specific policy and procedures for the MCH/OPEI Home Visiting program, 
and other policy and procedures assigned by the MCH Supervisor. 

7. Assist with appropriate grant application process, immediate needs of the client/family and 
connection to community resources.   

8. Responsible for data collection and grant writing for grant opportunities  
9. Serve as the Safe Kids Coalition chair/point of contact for Riley County. 
10. Provide education and outreach to other Community organizations to strengthen the 

understanding of the role of the MCH/OPEI Bilingual Navigator/ Home Visitor program. This 
includes, developing and updating a written quarterly outreach plan. 

11. Complete Kansas Infant Death and SIDS (KIDS®) Network Certified Safe Sleep Instructor training 
and provide safe sleep trainings. 

12. Maintain current knowledge of resources in the region and make appropriate referrals and follow 
up. Demonstrate belief in and is comfortable advocating for nurturing, nonviolent discipline of 
children. 

13. Establish and maintain supportive services and work with diverse communities and families in a 
culturally sensitive manner. 

14. Participates in emergency response health department efforts as needed. 
15. Conform to HIPAA privacy regulations specific to position held.  Coordinate compliance of PHI and 

PII with the HIPAA Coordinator within appropriate guidelines. 
16. Participate in community collaboration and local coordination of services for families served. 
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April 20, 2021  

Secondary Functions: 

 Certified Child Passenger Safety Technician  

 Certified Lactation Counselor  

 Assist with quarterly and annual reports 

 Review materials for program use annually 
 

NOMINAL FUNCTIONS: 

 Participate in training workshops to include orientation, initial training requirements and 

annual/ongoing training requirements. 

 Attend MCH staff meetings weekly and RCHD staff meetings monthly or as needed.  Attend 

other meetings as assigned. 

 Performs other duties as assigned. 

 

POSITION REQUIREMENTS: 

 
Education: BA or BS required. A Bachelor’s degree in nursing, social work, community health, early 
childhood, or other related field is preferred. Master’s degree in related field is preferred. Equivalent 
combination of experience and education will be considered. 

 
License(s)/Certification(s):  Must have valid driver’s license and good driving record. 

 
Experience: Experience working in social service related field. Bilingual English/Spanish required. 
Must have experience delivering support and education services. Substantial skill and experience 
with coordinating services for families and children among government agencies, health and social 
service providers and other community supports. Experience in Maternal/Child Health and/or Home 
visiting preferred. Experience with the operation of specialized office equipment, particularly 
computers is required. Knowledge of data entry is required. Experience in public health is preferred.  

 
Skills: Must have ability to understand complex oral and written instruction, ability to speak and write in 
both English and Spanish effectively, and ability to give clear, concise instruction orally and in writing, 
including written reports to local, state and federal offices. Ability to work and communicate with people 
from diverse backgrounds and experience. Demonstrates excellent written communication skills – 
detailed, succinct, organized written work. Establish and maintain an image of the Health Department to 

the community that represents service, vitality, and professionalism. 

 
Supervisory Controls: The employee plans and carries out the successive steps and handles 
problems and deviations in the work assignment in accordance with instructions, policies, previous 
training, or accepted practices. 
 
Supervisory Responsibility: None 

 
Guidelines: The employee uses judgment in interpreting and adapting guidelines such as agency policies, 
regulations, precedents, and work directions for application to specific cases or problems. Contributes to an 
environment that promotes positive interactions and problem solving. 

 
Complexity:  The work requires self-motivated advanced planning and intelligent, rapid emergency 
decisions. The work also requires many daily decisions concerning such things as planning of the work, or     
refining the methods and techniques to be used to fulfill work requirements. Meeting and dealing with many    
individuals of varying interests and levels of responsibility. Dependable in carrying out responsibilities. 

 
Scope and Effect of Work: The work involves the execution of specific rules, regulations, or 
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April 20, 2021  

procedures and typically comprises a complete segment of an assignment or project of broader scope. 

 
Personal Contacts: The personal contacts are with employees in the same agency, and outside the 
immediate organization. People contacted generally are engaged in different functions and kinds of 
work performed for the county. Also a substantial number of contacts are made with members of the 
general public. 

 
Purpose of Contacts: The purpose is to obtain, clarify or give facts or information regardless of the 
nature of those facts. The facts or information may range from the easily understood to the highly 
technical. Distributing and providing educational information is included. 

 
Physical Demands: The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

 

While performing the duties of this job, the employee is required to sit; use hands to finger, handle, 
reach with hands and arms; talk and hear with both ears. The employee must occasionally lift and/or 
move up to 20 pounds. Specific vision abilities required by this job include close vision and color 
identification. 

 

Work Environment: The work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is exposed to a normal noise level. 

Public health facility requires a non-smoker. 

 
Approved:  Date:  (Supervisor) 

 
 

The duties listed above are intended only as illustrations of the various types of work that may be performed. The 
omission of specific statements of duties does not exclude them from the position if work is similar, related or a 
logical assignment of the position. 

 
The job description does not constitute an employment agreement between the employer and the employee and is 
subject to change by the employer as the needs of the employer and requirement of the job change. 
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Updated 2017 

RILEY COUNTY, KANSAS JOB DESCRIPTION 
 

Job Title:   ENVIRONMENTAL HEALTH SPECIALIST 
 
Department:  Planning & Development    Division: 
Reports To:   Director of Planning & Development                     
Pay Grade:  Q    Status:   Full Time 
FLSA Status:  Exempt 

 
 
Position Summary: To promote the environmental health of Riley County through the enforcement of 
the Riley County Sanitary Code by providing education to the public regarding environmental health 
programs/regulations, and by providing inspection and technical assistance services for water and 
wastewater systems. 
  
Essential Functions: 
 
Water 

 Conducts field inspections and writes reports regarding private water supplies (e.g. inspects sites for 
drilling, evaluates wellhead construction, and promotes the wellhead protection program.) 

 Issues permits for all water wells and submits well plugging reports to the state. 

 Conducts laboratory testing of well water for Nitrates, Coliform Bacteria, Fluoride, Hardness, 
Sulfates, Iron, Chlorides, and Free Cl2 . 

 Assists public with environmental questions regarding water softening, water remediation such as UV 
treatment or chlorination, and proper protocols for removal of toxic materials from water wells. 

 
Wastewater 

 Conducts field inspections and writes reports regarding private wastewater treatment facilities (e.g. 
evaluates proposed sites to determine suitable type of system, conducts soil profile and percolation 
tests, and designs appropriate repair of existing systems). 

 Composes training manual/materials for licensing training and conducts training for installers and 
septage haulers. 

 Issues system installation/construction permits and repair permits for wastewater systems. 

 Conducts inspections of alternative private wastewater disposal systems as per the Riley County 
Sanitary Code and maintains a database for each system for billing and inspection reports. 
 

General 

 Answers requests for assistance and investigates environmental health complaints. 

 Maintains knowledge of and enforces the provisions of the Riley County Sanitary Code. 

 Obtains grants to support program and submits paperwork per grant requirements. 

 Educate the public regarding environmental health issues through presentations, website 
information, media releases or other appropriate means. 

 Conducts State of Kansas required school inspections under the direction of the Riley County Health 
Officer. 
 

Nominal Functions: 

 Performs special projects and tasks as assigned by the Director. 

 Assists Health Officer with fulfillment of additional Riley County Health Officer duties upon request 
and upon approval from Director. 

 Assists Emergency Management in emergency response upon request and upon approval from 
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Updated 2017 

Director. 
 
 
Position Requirements: 
Education:  Bachelor’s degree from an accredited college or university in natural science, 
environmental health or public health with at least 45 credit hours of classroom and laboratory 
coursework in math, biology, microbiology, geology, chemistry, environmental engineering and physics.     
 
License(s)/Certification(s):  Registered Environmental Health Specialist/Registered Sanitarian 
(REHS/RS) certification from the National Environmental Health Association or ability to obtain 
REHS/RS certification within 6 months of employment. Valid driver’s license is required.   
 
Knowledge and Experience:  Advanced knowledge of the principles and techniques of environmental 
health, and the regulations and standards that apply.  Knowledge of on-site water supply and on-site 
wastewater treatment methodology.  Knowledge of groundwater flow and patterns.  Knowledge of the 
principles of business letter writing and basic report preparation, including the use of the English 
language, spelling, grammar and punctuation. Minimum one year experience working with 
environmental health regulations or related experience required.  Experience in conducting 
environmental inspections required.  Two (2) years’ experience with private water and wastewater 
system regulation preferred. Experience working in local government preferred.  Advanced training in 
the inspection and operation of various types of alternative wastewater systems preferred.   
 
Skills:  Competent organizational skills and the ability to work effectively with the public, other agencies, 
and other county staff.  Ability to assess situations and make decisions independent of supervision.  
Ability to multi-task and resolve problems in a timely manner. Ability to communicate effectively both 
orally and in writing.   Skill in the use of a personal computer and related software.  Ability to locate 
property, read maps and read legal descriptions.    Ability to walk and stand for extended periods of time 
on uneven terrain and in various weather conditions.   Ability to recognize and respond appropriately to 
potential physical threats in the field, e.g. snakes, ticks, poison ivy.  Ability to follow protocols and 
established regulations.  
 
Supervisory Controls:  This position is expected to operate independently without a great degree of 
supervision.  The Director defines overall objectives and assists the employee with unusual situations 
which do not have clear precedent.   The employee establishes priorities and deadlines, plans and 
carries out the successive steps and handles problems and deviations in the work tasks independently 
and seeks guidance from the Director when needed.  
 
Supervisory Responsibility:  This position has no supervisory responsibilities. 
 
Guidelines:  County, State, and Federal regulations relating to environmental health are the guidelines 
for decisions.  Some of the regulations are very plainly written and easily adapted to a specific question.  
Other regulations are outdated and do not pertain to current day problems.  Therefore, judgment and 
interpretation are required in applying the regulations.  The employee may also determine which of 
several established alternatives to use.  Situations to which existing guidelines cannot be applied or 
significant proposed deviations from the guidelines are referred to the director. 
 
Complexity:  The work includes various duties involving different and unrelated processes and 
methods.  The decision regarding what needs to be done depends upon the analysis of the subject, 
phase or issues involved in each assignment, and the chosen course of action may have to be selected 
from many alternatives.  The work involves conditions and elements that must be identified and 
analyzed to discern interrelationships.  Alternative private wastewater disposal system inspections 
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Updated 2017 

involve the use of complex equipment and the interpretation of readings and data to determine proper 
system operation and needed corrective measures.  These inspections also involve the potential for 
contact with raw sewage (a potential hazard) which therefore requires the use of proper techniques and 
precautionary measures.   
 
Scope and Effect of Work:  The work involves the execution of specific rules, regulations, or 
procedures and typically comprises a complete segment of an assignment or project of broader scope.  
The work product or service affects the accuracy, reliability, or acceptability of further processes or 
services.  The alternative private wastewater disposal system inspections requires independent 
investigation, data evaluation and determination of corrective measures needed. 
 
Personal Contacts:  The contacts are generally with members of the general public, as individuals or 
groups, in a moderately unstructured setting.   The contacts are not established on a routine basis; the 
purpose and extent of each contact is different and the role and authority of each party is identified and 
developed during the course of the contact. 
 
Purpose of Contacts:  The purpose is to influence, motivate, interrogate, or control persons or groups.  
The persons contacted may be fearful, skeptical, uncooperative, or dangerous.  Therefore the employee 
must be skillful in approaching the individual or group in order to obtain the desired effect, such as, 
gaining compliance with established policies and regulations by persuasion or negotiation, or gaining 
information by establishing rapport with a suspicious informant. 
 
Physical Demands: The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is required to stand; walk; sit; use hands to finger, 
handle, or feel; reach with hands and arms; talk or hear. The employee must regularly lift and/or move 
up to 80 pounds. Specific vision abilities required by this job include close vision, distance vision and 
color vision.   The work is often sedentary and the employee can sit comfortably to do the work.   Site 
inspections, however, require some physical exertion with occasionally having to walk over rough, 
uneven or rocky surfaces.  Average or above-average agility is important.  Periodic lifting of heavy 
objects is required.  Stress is inherent to the position by having to deal with difficult persons and/or 
situations.  Must have required immunizations as per Osha 1910.1030 Bloodborne Pathogens Rule. 
 
Work Environment: The work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is exposed to a moderate noise level in the work 
environment. Job may involve significant stress during certain periods of difficult interactions with the 
public or high demands by the Director or other staff members. 
 
 
Approved:                               Date:             
                  (Supervisor) 
 
The duties listed above are intended only as illustrations of the various types of work that may be performed.  The 
omission of specific statements of duties does not exclude them from the position if work is similar, related or a 
logical assignment of the position. 
 
The job description does not constitute an employment agreement between the employer and the employee and is 
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subject to change by the employer as the needs of the employer and requirements of the job change. 
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BACKGROUND/DISCUSSION: 
 
There is currently only one Environmental Health Specialist position within Planning & 
Development who serves the entire county (including some duties within the incorporated 
cities). The citizens of Riley County would be well served by adding another Environmental 
Health Specialist (EHS) staff member. This position would be identical to the existing EHS on 
staff and do all the same job duties. 
 
Prior to April 2012, the Environmental Health Specialist position was housed in the Health 
Department. When this position was in danger of elimination, the Planning Director at the time 
rightly lobbied to bring this position into Planning & Development. As this position is heavily 
involved with land development, it makes sense to be in Planning & Development. No additional 
staff was brought over with the EHS position. (The position was previously supported by 2-3 
administrative assistants). 
 
As Perry’s presentation before the BOCC on May 6 showed, EHS is involved in a wide variety of 
job tasks and responsibilities, including wastewater systems, private wells, water testing, public 
education and assistance, code enforcement, school/daycare/kennel inspections and special 
projects, all while maintaining professional certifications and providing excellent customer 
service.  
 
It is uncommon and a challenge for a county our size (both geographically and population) to 
have a single EHS position. Many counties around the state have a minimum of 2 EHS 
positions: 
 

 Pratt County (pop. approximately 10,000): Two EH positions that also do noxious weed, 
including one director. 

 Lyon County (pop. 33,251 plus Chase County pop. 2,637): Three EH specific positions 
including a supervisor.  

 Reno County (pop. 61,000): Three EH specific positions, including one supervisor, with a 
single administrative assistant. 

 Saline County (pop. 69,147 between four counties including Saline, Ellsworth, Ottawa, 
and Lincoln): Two EH specific positions with a shared administrative assistant. 

 Wyandotte County (pop. 166,000): Four EH specific positions, including one director and 
one supervisor with a single administrative assistant. 

 Shawnee County (pop. 177,000): Three EH specific positions, but they also have 
dedicated Child Care workers, one manager, and one clerk.  

 Johnson County (pop. 602,401): Four EH specific positions with shared administrative 
staff. (Note that while Johnson County has a high population, the vast majority of the 
county contains city water, rural water, and public sewer systems. The EH positions they 
have deal with private wastewater systems and wells).  

 
Again, it may be easy to say that some counties that have multiple EHS positions have a greater 
population than Riley, which is true. However, Riley County is a very geographically large 
county as well. It can take an hour plus to get up to the northern county line. Also, there are 
several job tasks that he must do within City limits and not just unincorporated Riley County.  
 
Riley County is growing, and with that growth comes development – new homes, home sales, 
etc. Everything has to meet sanitary code, no matter what. While Perry is very good at keeping 
on top of things with generally minimal delay, this will become less and less possible as we 
continue to get busier and more people move into the County (to live, work, or visit). There are 
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lesser important duties that have had to be put on the backburner such as handling expired 
permits, etc.  
 
Perry is rarely able to take time off (he’s currently carrying 216 annual leave hours), usually 
returning to dozens, if not hundreds, of emails sometimes in just one day. He often answers 
calls on his cell phone on his days off. All of this also means that he often works through lunch 
or after hours to get things done in a timely manner. Since January 20, 2021, and through April 
20, 2021, Perry has either shortened or skipped his lunch eight times, and has worked after 
hours twice. Note that this does not account for the majority of February where the 
temperatures were subzero so contractors were not working. If they had been, his additional 
hours would have been greater. He has only tracked extra hours since January 20, but has 
worked many extra hours in the three years he has been here that were not tracked.  
 
When installers or others call, especially if there is an emergency like a system failure or 
someone is on a time crunch due to weather or house sale, this leaves reports and permits 
delayed. While it’s generally not a significant delay, because Perry is only one person and has to 
prioritize his time and work, delays will inevitably occur. Adding another EHS would help that 
situation, benefiting the Planning & Development Department and ultimately the citizens of 
Riley County.  
 
FISCAL IMPACT: 
 
 

Position Salary Benefits Position Cost 

Annualized 
Enviro Health Spec 

Grade Q    

Hiring Range - $2009.60 -$2,222.40 

 

$54,080 
 

$21,361.60 
 

$75,441.60 
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 EMS Administrative Assistant Proposal May 12th, 2021 
 

BACKGROUND/DISCUSSION: 
 
This position was initially discussed in 2017 when EMS/Ambulance became a department of Riley 
County. It was my recommendation at the time for us to evaluate the need for the position as 
well as identify a location for which this person would work. We were working on preparing a 
document last year when the pandemic became our focal point and it was never presented.  
 
The EMS Administrative Assistant has been, is currently, and will continue to be a need for our 
department. The work product normally assigned a person in this position continues to increase. 
Currently these tasks are handled by the Administrative team, preventing us from leading and 
managing more mission critical projects as we desire. The routine and administrative distractions 
to our days have stunted our ability to progress in areas such as: developing a more robust 
training program that is responsive to observed trends and occurrences on calls; providing EMS 
officers with the time and skills necessary to be clinical and professional leaders on calls and at 
stations; mid and long term strategic planning and subsequent project management.  
 
There currently exists space in the Lower West End of the FCRC for a cubicle and supporting office 
equipment/supply. Ideally, upon construction of an EMS Headquarters, there would be office 
space allocated permitting the EMS Administrative Assistant to work in close proximity to the 
EMS Administrative Team.  
 
Duties to include but are not limited to:  
 
1) Accounts Payable 

a) Process, pay, and account for received and reoccurring invoices 
i) Track invoices through the AP process and keep good accounting records 

b) Credit Card reconciliation, bookkeeping and processing 
c) In cooperation with OMNI and EMS Leadership, process client reimbursements resulting 

from insurance or personal overpayment  
2) Accounts Receivable  

a) Receive Payments 
i) Payments received by the EMS Administrative Team must be assigned to their 

proper Accounts Receiving process  
(1) Internal  

(a) Direct Bills 
(i) Standbys  

1. KSU, USD’s, and other area organizations  
(ii) Non-medically necessary inter-facility transfers 

(b) Education 
(i) NAEMT Classes 
(ii) AHA Classes 
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 EMS Administrative Assistant Proposal May 12th, 2021 
(c) Grants 

(i) GMCF 
 

(2) External (OMNI) 
(a) Client Services 

(i) Checks, Direct Deposit, Insurance Issued Credit 
b) Record Payments 

i) Based on the type of payment and the resulting AR process, specific information 
from each payment must be recorded for later reconciliation 

c) Reconcile Payments 
i) Payments received require reconciliation against internal (KOMTEK) and external 

(Zirmed) systems to ensure services rendered align with payments made and the 
those that don’t be remedied in a timely fashion  

d) Communicate with clients and partners  
i) Manage needs for subsequent documentation as requested by OMNI  
ii) Provide estimates for requested services  

3) Analytics and Reporting  
a) Gather reoccurring weekly, monthly, and quarterly reports on EMS operations to be 

used at various organizational levels for decision making 
i) Accounts Payable 
ii) Accounts Receivable 
iii) Labor Usage  
iv) Supply Usage 
v) Fleet Performance 
vi) General Operations 

(1) By type of service requested 
(2) By type of service rendered 
(3) By various time periods 
(4) By various geographical boundaries 
(5) Fractile response times 

4) Payroll 
i) Check and ensure employee clock in and out are accurate 
ii) Ensure that breakdown of extra duties are accounted for accurately and inputted 

correctly 
(a) Standbys, training, etc. 

iii) Vacations and time off requests are input accurately 
5) Fulfill PHI Requests from individuals, law offices, and hospitals/clinics maintaining strict 

compliance with HIPAA standards 
i) receive multiple requests weekly  

b) requests must be filled out correctly 
i) run reports must be accessed, and submitted in the format as requested 

6) Provide information by answering phone calls and other related requests 
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 EMS Administrative Assistant Proposal May 12th, 2021 
a) Calls for shift personnel not on duty must be tracked appropriately 
b) Manage and route phone calls to EMS Administration as well as handle requests 

 
c) Employment inquiries received via email, phone, in person visits 

7) Schedule Preventative maintenance with multiple vendors 
8) Coordinate with staff to ensure Captains know when to have appropriate equipment at 

location for PM  
9) Elimination of ‘niche’ assignments of on duty supervisors who are in the office 10 

days/month 
a) Purchasing: 

i) Tracking of inventory on a daily/weekly/monthly basis 
ii) Disposable medical supplies, uniforms, office supplies, station needs 
iii) Purchasing of supplies, inventory, tracking and distribution of such 
iv) Tracking use of equipment and supplies to better understand PAR levels and data to 

support operations 
b) Scheduling: 

i) Building and uploading schedule into department software 
ii) Assist shift leadership on scheduling time off requests, event requests, etc. 

c) Fleet Maintenance:  
i) Tracks fleet mileage/usage to ensure timely PM of vehicles 
ii) Assist shift leadership to ensure other items are prioritized and completed in a 

timely manner 
d) Training:  

i) Scheduling rooms 
ii) Compile pre class rosters, books, binders, assorted paperwork (in conjunction with 

Clinical Operations Administrator) 
iii) Assist in compiling post class paperwork and organizing for reporting purposes 

 
FISCAL IMPACT: 
 
Position Wages Benefits Position Cost 

Annualized 
Administrative Assistant 

PROPOSED Grade F    

Hiring Range - $14.69-$16.24 per hour 

 

$31,616.00 
 

$12,488.32 
 

$44,104.32 
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