
 Board of Riley County 

Commissioners 
Regular Meeting 

Agenda 

September 30, 2024 
 

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 

 1. Public Comments 

 Commission Comments 

 2. Commission Comments 

 Business Meeting 

 3. Riley County District Court 2025 Budget 

 4. National Community Planning Month Proclamation 

 5. Audit Consent Authorization 

 6. Sign Riley County Employee Action Form(s) 

 Review Minutes 

 7. Board of Riley County Commissioners - Regular Meeting - Sep 26, 

2024 8:30 AM 

 Review Tentative Agenda 

 8. Tentative Agenda 

 Press Conference Topics 

 9. Discuss Press Conference 

9:00 AM Clancy Holeman, Counselor/Director of Administrative Services 

 10. Administrative Work Session 

 11. Pending County Projects County Counselor 

9:20 AM David Adams, EMS/Ambulance Director 

 12. Request To Fill Open Position 

9:30 AM Press Conference 

 13. National Community Planning Month Proclamation - John Ford and 

Amanda Webb (3-5 minutes) 

 14. Upcoming programs - Gregg Eyestone (2-3 minutes) 

http://www.rileycountyks.gov/
http://www.rileycountyks.gov/67/Meet-the-Commissioners#tab756647ba-1e29-4701-8259-5a16c3188e6c_2
http://www.rileycountyks.gov/67/Meet-the-Commissioners
http://www.rileycountyks.gov/67/Meet-the-Commissioners#tab756647ba-1e29-4701-8259-5a16c3188e6c_1


Agenda Board of Riley County Commissioners September 30, 2024 
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 15. 2024 General Election - Rich Vargo (2-3 minutes) 

9:35 AM John Ellermann, Public Works Director/County Engineer 

 16. Request to Fill Admin Services Manager 

1:00 PM Leave for NBAF tour at 1980 Denison Avenue 

 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. 



  

Updated: 9/26/2024 10:30 AM by Brittany Phillips  Page 1 

 

 

COUNTY CLERK & ELECTIONS 
Budget 

 
 

 

Rich Vargo 

County Clerk 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-565-6200 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Brittany Phillips, Budget & Finance Officer 

 

MEETING:   September 30, 2024 

  

SUBJECT:   Riley County District Court 2025 Budget 

 

PRESENTER: Brittany Phillips, Budget & Finance Officer 

 

 
 

POSSIBLE MOTION(S) 

 

Move to approve the Riley County District Court 2025 Annual Budget to be submitted to the 

Office of Judicial Administration. 

 

Move to deny 

 

Move to modify 

 

Move to table 

 

No action required. 

 

The Board agreed by consensus to  

 

 

Enclosures: 
• Form JA 101 proposedA (PDF) 

• JA100 (PDF) 
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ANNUAL BUDGET
K.S.A. 20-349     

Form No. JA 101      
(Rev. 04/2024)

General Fund Account 

 Judicial District  County, Kansas 

Expenditure Detail 
Actual  

Previous Year 
2023

Estimated 
Current Year 

2024

Proposed 
Budget Year 

2025

Personnel Services: 
 Salaries 
 Fringe Benefits 
    Health Insurance 
Contractual Services: 
 Indigent Services 
    Legal Defense 
    Witness Fees and Travel 
    Transcripts 
    Medical/Psychiatric Exam 
    Other (Specify) 

Juveniles GAL 
 Mentally Ill GAL 
 Alcoholic Treatment 
 Drug Tests 
 Judges pro tem  
Court Reporters 
Court Costs

Juror’s Fees and Travel

Juror’s meals

    Other (Specify) 

 Travel 
 Education, Tuition, and Training 
 Equipment Rental 
 Repair and Maintenance 
 Microfilming 
 Postage 
 Rent (including utilities if applicable) 
 Telephone 
 Utilities 
 Computer Services 
 Fax Service 
Liability Ins

 Other (Specify) 

Commodities: 
 Printing and Office Supplies 
 Recording Tapes 
 Other (Specify) 

Capital Outlay: 
 Office Equipment 
 Recording Equipment 
 Other (Specify) 

Total $ $ $ 

BUDGETED IN COUNTY GENERAL FUND

3.a

Packet Pg. 4

A
tt

ac
h

m
en

t:
 F

o
rm

 J
A

 1
01

 p
ro

p
o

se
d

A
  (

15
07

4 
: 

R
ile

y 
C

o
u

n
ty

 D
is

tr
ic

t 
C

o
u

rt
 2

02
5 

B
u

d
g

et
)



3.b

Packet Pg. 5

A
tt

ac
h

m
en

t:
 J

A
10

0 
 (

15
07

4 
: 

R
ile

y 
C

o
u

n
ty

 D
is

tr
ic

t 
C

o
u

rt
 2

02
5 

B
u

d
g

et
)



  

Updated: 9/24/2024 12:47 PM by Amanda Webb  Page 1 

 

 

PLANNING & DEVELOPMENT 
Proclamation 

 
 

 

Amanda Webb 

Planning/Special Projects 

Director 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-537-6332 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Amanda Webb, Planning Director 

 

MEETING:   September 30, 2024 

  

SUBJECT:   National Community Planning Month Proclamation 

 

PRESENTER: Amanda Webb, Planning Director 

 

 
 

BACKGROUND/DISCUSSION 

 
October is National Community Planning Month. The idea is to bring recognition to the planning 

field and what planners (including local officials, public and private planners, planning boards 

and commissions, citizens, volunteers, and others) do for their respective communities. The 

attached proclamation is provided by the American Planning Association.  

 

POSSIBLE MOTION(S) 

 

Move to sign the proclamation declaring October as National Community Planning Month.  

 

 

Enclosures: 
• NCPM-Proclamation-2024 (PDF) 

4
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COMMUNITY PLANNING MONTH PROCLAMATION  
  

WHEREAS, change is constant and affects all cities, towns, suburbs, counties, boroughs, townships, 
rural areas, and other places; and   
 

WHEREAS, planners can help navigate this change with data-driven insights and expertise that provide 
better choices for how people work and live; and 
 

WHEREAS, community planning provides an opportunity for all residents to be meaningfully involved in 
making choices that determine the future of their community; and     
 

WHEREAS, the full benefits of planning requires public elected and appointed officials who understand, 
support, and demand excellence in planning and plan implementation; and   
 

WHEREAS, the month of October is designated as National Community Planning Month throughout the 
United States of America and its territories, and   
 

WHEREAS, American Planning Association endorses National Community Planning Month as an 
opportunity to highlight how planning is essential to every community, and how planners are uniquely positioned 
to identify solutions to communities’ most difficult housing, transportation, and land use questions; and 
  

WHEREAS, the celebration of National Community Planning Month gives us the opportunity to publicly 
recognize the participation and dedication of appointed planning commission members who have contributed 
their time and expertise to the improvement of Riley County; and   
 

WHEREAS, we recognize the many valuable contributions made by professional community and regional 
planners of Riley County and extend our heartfelt thanks for the continued commitment to public service by 
these professionals;   
 

NOW, THEREFORE, BE IT RESOLVED that the month of October 2024 is hereby designated as 
Community Planning Month in Riley County in conjunction with the celebration of National Community Planning 
Month.  
 
 IN WITNESS WHEREOF, we have hereunto set our hands and caused the seal of the County of Riley, 
Kansas, to be affixed this 30th day of September 2024.  
  
BOARD OF COUNTY COMMISSIONERS 
OF RILEY COUNTY KANSAS 
 
 
__________________________________ 
John Ford, Chair 
 
 
__________________________________ 
Greg McKinley, Member 
 
 
__________________________________      
Kathryn Focke, Member                         
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ATTEST:  
 
 
_________________________________ 
Rich Vargo, Riley County Clerk 
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Updated: 9/25/2024 4:26 PM by Brittany Phillips  Page 1 

 

 

COUNTY CLERK & ELECTIONS 
Audit 

 
 

 

Rich Vargo 

County Clerk 

110 Courthouse Plaza 

Manhattan, KS 66502 

Phone: 785-565-6200 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   Brittany Phillips, Budget & Finance Officer 

 

MEETING:   September 30, 2024 

  

SUBJECT:   Audit Consent Authorization 

 

PRESENTER: Brittany Phillips, Budget & Finance Officer 

 

 
 

BACKGROUND 
James Gordon & Associates are conducting an audit of our financial statement for the fiscal year 

of 2023. This letter allows us to furnish all the information to our auditors requested in this letter 

along with the information that was already requested in the engagement letter. 
 

DISCUSSION 
The auditors are requesting information regarding any pending, threatened litigations, claims, 

and assessments.  

 

RECOMMENDATION(S) 
It is my recommendation that the commissioners make a motion to approve the authorization of 

the release of this information to the auditors. 
 

POSSIBLE MOTION(S) 
Move to approve 

 

Move to deny 

 

Move to modify 

 

Move to table 

 

No action required. 

5
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Action Item (ID # 15072)  Meeting of September 30, 2024 

 

Updated: 9/25/2024 4:26 PM by Brittany Phillips  Page 2 

 

The Board agreed by consensus to  

 

 

Enclosures: 
• 2023 Audit Consent Letter (PDF) 

5
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Updated: 9/26/2024 9:28 AM by Michele Reid  Page 1 

 

 

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 Resources Director 

 

MEETING:   September 30, 2024 

  

SUBJECT:   Sign Riley County Employee Action Form(s) 

 

PRESENTER: Elizabeth Ward, Human Resources Director 

 

 
 

 

 

Enclosures: 
• 2024-09 Fire CLauw EAF (PDF) 

• 2024-08 Counselor JHansen EAF (DOCX) 

• 2024-09 Election List EAF (DOCX) 

6
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Original document stored in Human Resources  Revised 2022-11 

Company Code: 166733 RILEY COUNTY EMPLOYEE ACTION FORM  

 

Full Legal Name: Jacob Hansen Status Change Date:  08/26/2024 

Status Change: New Hire Date of Hire: 09/30/2024 

Seniority: 0 Year(s), 0 Month(s) 

 

Position: Deputy Riley County Counselor Position Type: Regular Full-Time 

Pay Range: FF Pay Type: Salary 

Base Rate: $4,674.98 Annualized Pay: $121,549.48 

Funds Codes: 1-General/4-Counselor 

Supervisor: Clarence Holeman Department Head: Clarence Holeman 

 

 

 

 

 

 

 

 

BoCC Chair        ___________________________________  Date:  ____________________ 

BoCC Member  ___________________________________  Date:  ____________________ 

BoCC Member  ___________________________________  Date:  ____________________ 
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Original document stored in Human Resources  Revised 2022-11 

Company Code: 166733 RILEY COUNTY EMPLOYEE ACTION FORM  

 

Full Legal Name: See List (page 2) Status Change Date: 09/23/2024 

Status Change: New Hire Date of Hire: 09/23/2024 

Seniority: 0 Year(s), 0 Month(s) 

 

Position: Election Day Worker Position Type: As Needed 

Pay Range: Election Pay Type: Stipend 

Base Rate: By Position Annualized Pay: $0.00 

Funds Codes: 1-General/19-Election 

Supervisor: Susan Boller Department Head: Richard Vargo 

 

 

 

 

 

 

 

 

BoCC Chair        ___________________________________  Date:  ____________________ 

BoCC Member  ___________________________________  Date:  ____________________ 

BoCC Member  ___________________________________  Date:  ____________________ 
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Original document stored in Human Resources  Revised 2022-11 

Lynette Kieffer-Tate 

Alison Wheatley 

Becky Wallace 

Dan Hall 

Steve Sollner 

Joyce Troyer 

Larry Fox 

Colleen Hampton 

Pam Phinney 

Karen Kann 

Ashleigh Ring 

Lee Haar 

Denise Ingram 

Erin Moore 

Maria Paz Debo Loecker 

Carlene Frost 

Renee Gassmann 

Christy Hood 

Marcia Marker 

Jessica Green 

Rebecca Gould 

Kennedy Dodds 

Debbie Nuss 

Mike Alexander 

Debi Devenuto 

Larry Johnson 

Katie Bunting 

Emry Vossen 

David Holcomb 

Davin Wilson 

John Huss 
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Original document stored in Human Resources  Revised 2022-11 
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 Board of Riley County 

Commissioners 
Regular Meeting 

TENTATIVE Agenda 

October 03, 2024 
 

115 North 4th Street 
Manhattan, KS 66502 

www.rileycountyks.gov 
 

Cindy Kabriel 
785-565-6200 

 

Riley City Hall, 222 S. Broadway, Riley, 

Kansas 

6:00 PM 

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

 

Board of Riley County Commissioners  Page 1   

 

6:00 PM 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 

6:15 PM Clancy Holeman, Counselor/Director of Administrative Services 

 2. Administrative Work Session 

6:30 PM Darci Pottroff, Riley City Mayor 

 3. Riley City update 

 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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http://www.rileycountyks.gov/67/Meet-the-Commissioners
http://www.rileycountyks.gov/67/Meet-the-Commissioners#tab756647ba-1e29-4701-8259-5a16c3188e6c_1


 Board of Riley County 

Commissioners 
Regular Meeting 

TENTATIVE Agenda 

October 07, 2024 
 

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 

9:00 AM Clancy Holeman, Counselor/Director of Administrative Services 

 1. Administrative Work Session 

9:20 AM Anna Burson, Appraiser 

 2. Staff update 

9:30 AM Press Conference 

 3. RCPD Update - Greg Steere (3-5 minutes) 

 4. 2024 General Election - Rich Vargo (2-3 minutes) 

9:40 AM Bob Isaac, Planner 

 5. Special Use Authorization to allow construction of a rural fire station 

on an unplatted tract and plat into a single lot 

10:00 AM Russel Stukey, Emergency Management Director 

 6. Staff update 

10:15 AM Amanda Webb, Planning/Special Projects Director 

 7. Staff update 

 8. Planning and Development Fee Schedule Resolution 

8.b
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TENTATIVE Agenda Board of Riley County Commissioners October 7, 2024 

Board of Riley County Commissioners  Page 2   

 Adjournment 

 Announcement 

  A commissioner will be on In Focus live at 9:05 a.m. Tuesday, October 

8, 2024 (JF). 
 

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: 9/26/2024 2:41 PM by Shannon Sterling  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 

 

 

STAFF REPORT 

  

  

FROM:   Clancy Holeman, Riley County Counselor 

 

MEETING:   September 30, 2024 

  

SUBJECT:   Pending County Projects County Counselor 

 

PRESENTER: Clancy Holeman, Riley County Counselor 

 

 
 

 

Enclosures: 
• FINAL_Commission List 09.30.2024 (DOCX) 
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1  

PENDING COUNTY PROJECTS ▪ April. 2024 through September 25, 2024, Submitted by Clancy 

Holeman, Riley County Counselor 

 

NOTE: The below lists are not intended to be a comprehensive list of all “pending” Commission or 

other County Department/Division projects underway. Instead, the below lists represent an ongoing 

“snapshot” of the current status of selected pending projects which have either consumed significant 

staff time or involve county issues of widespread significance. Additional entries show selected project 

work for individual county departments. The sequence of entries below is not intended to reflect the 

priority assigned to any work described. All entries more than 6 months old have been removed (with 

the exception of some entries when historical information may be useful).  Bold type entries are the most 

recent.   

 

COMMISSION LIST 

 

I. Projects By Category:   

 

American Rescue Plan: Discussion with staff about possibly engaging consultant to assist County with   

federal/state requirements in future use of County’s $14M allocation of ARPA funds. Similar concept to staff’s 

use of consultant with prior CARES funding. Unlike CARES funding, a primary focus of ARPA funding is 

infrastructure. (8-31-21)  

 

Board of Riley County Commissioners:  Prepare letter of support for City of Ogden grant application. (9-

13-23) Attend and participate in BOCC meetings. (9-7-23; 9-11-23) Assist in finalization of annual County 

financial audit. (9-14-23) Attend and participate in BOCC meeting. (10-12-23.) Work on pending litigation 

“I”. (10-13-23) Attend and participate in BOCC meeting (10-16-23.)  Attend and participate in BOCC 

meetings.  (10-19-23;10-23-23) Work on communication project. (10-24-23; 10-25-23.)  Review contractual 

provisions for subsequent use. (10-25-23.)  Attend and participate in BOCC meeting.  (10-26-23.) Attend and 

participate in County/City/USD 383 meeting.  (10-26-23.)  Attend and participate in BOCC public meeting in 

City of Ogden. (10-30-23.) Attend and participate in BOCC meeting.  (11-2-23.)   Prepare for late arrival to 

BOCC meeting on November 6, 2023. (11-5-23.)  Work on Fire District project. (11-7-23) Attend and 

participate in BOCC meetings. (11-9-23; 11-13-23)   Attend and participate in BOCC meeting. (12-28-23) 

(Work on fence view issue.  (1-2-24) Review agenda and prepare for 1-4-24 BOCC meeting. (1-3-24) Attend 

and participate in BOCC meeting. (1-4-24) Prepare for 1-8-24 BOCC meeting. (1-5-24) Work on fence view 

issue. (1-5-24) Attend and participate in BOCC public meetings. (1-8-24; 1-11-24) Review project contract. 

(1-11-24) Work on fence view. (1-14-24; 1-15-24; 1-16-24; 1-17-24) Work on Fence view. (1-18-24; 1-19-

24; 1-20-24;1-21-24;1-22-24) Work on letter of support for WTC. (1-19-24; 1-20-24) Attend and participate 

in BOCC meeting. (1-18-24; 1-22-24) Obtain BOCC approval of letter of support for WTC. Attend and 

participate in BOCC meetings. (1-25-24; 1-29-24) Draft and place on BOCC agenda support letter for City of 

Ogden’s grant application. (1-25-24) Work on fence view. (1-25-24; 1-26-24;1-28-24; 1-29-24; 1-30-24; 1-

31-24) Attend and participate in BOCC meetings. (2-1-24;2-5-24) Obtain BOCC signature on fence view 

order; file with ROD; email copies of signed order to both parties (or their counsel). (2-1-24) Regular mail 

and email to both parties of file-stamped originals of fence view order. (2-2-24) Attend and participate in 

BOCC meetings. (2-12-24; 2-15-24;2-19-24) Meet with counsel for party in pending matter. (2-16-24) Attend 

and participate in public BOCC meetings. (2-22-24; 2-26-24) Attend and participate in BOCC meeting. (2-

29-24) Attend and participate in BOCC meeting (3-7-24) Attend and participate in BOCC meetings. (3-11-

24;3-14-24; 3-18-24) Attend and participate in BOCC public meetings.  (3-21-24;3-25-24) Work to schedule 

executive session. (3-21-24) Attend and participate in BOCC Meetings. (4-4-24; 4-8-24) Attend and 

participate in BOCC meetings. (4-11-24; 4-15-24) Enter appearance as counsel of record in multiple pending 

mortgage foreclosure and probate cases to process claims for unpaid real and/or personal property taxes. (4-

9-24; 4-10-24; 4-11-24; 4-12-24) Review mtg. foreclosure file and answer filed. 4-16-24) Attend and 

participate in BOCC public meetings. (4-22-24; 4-25-24,4-29-24) Attend and participate in BOCC public 
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2  

meetings. (5-2-24; 5-6-24) Attend budget presentations to BOCC of various outside agencies. (5-6-24) Work 

on file documentation presented today by Jason Hilgers of City’s draft plan on City’s proposed CICO Park 

Improvements. (5-2-24) Review information for BOCC agenda item scheduled for 5-6-24.  (5-3-24) Work on 

appropriation request analysis. (5-3-24) Attend and participate in BOCC public meetings. (5-9-24; 5-13-24. 

Work on analysis of appropriation issues. (5-9-24;5-12-24) Work on appropriation issue question. (5-14-24) 

Attend and participate in BOCC public meetings: (5-30-24; 6-3-24) Attend and participate in BOCC public 

meetings. (6-6-24; 6-10-24) Watch BOCC public meeting online during remote work. (6-13-24) Attend and 

participate in BOCC public meeting. (6-17-24) Attend and participate in BOCC public meetings. (6-20-24;6-

24-24) Attend City/County/County meeting. (6-20-24) Communication on pending contractual issue. (6-21-

24) Schedule executive session for Monday, July 1, 2024.  (6-26-24) Attend and participate in BOCC meetings 

(6-27-24; 7-1-24) Attend and participate in BOCC meetings. (July 8, 2024; July 11, 2024) Attend and 

participate in staff working group on planned retreat. (7-9-24) Prepare for upcoming executive session. (7-8-

24;7-9-24;7-10-24) Work on potential authorization for beer sales at Kaw Valley Rodeo during Riley County 

Fair.  (7-8-24) Attend and participate in BOCC public meetings.  (7-15-24;7-18-24) Confirm vendor has 

complied with terms of beer sales at Kaw valley Rodeo. during Riley County Fair. (7-12-24) Place 

indemnification agreement on BOCC agenda for review and approval by BOCC at 7-18-24 public meeting. 

(7-16-24) Attend and participate in BOCC public meetings. (7-22-24; 7-25-24) Discuss new potential fence 

view with citizen. (7-24-24) Attend and participate in BOCC public meetings. (8-1-24; 8-5-24) Attend and 

participate in BOCC public meetings.  (8-8-24;8-12-24; 8-15-24; 8-19-24; 8-26-24;8-29-24;) Register for 

ARPA webinar on preparation for 12-31-24 deadlines. (8-13-24) Work on citizen application to BOCC. (8-

26-24) Attend and participate in BOCC public meetings.  (9-5-24; 9-9-24) Attend and participate in BOCC 

public meetings. (9-12-24; 9-16-24) Review probate case matter. Communicate with staff.  (9-17-24) Attend 

and participate in BOCC meetings. (9-19-24; 9-23-24) Work on fence view. (9-23-24; 9-24-24; 9-25-24) 

Consult with Deputy County Counselor on draft. (9-24-24) Attend and participate in County retreat. 9-25-

24)  

 

“Constitutional Protection of County Home Rule”:  

 

County Jail Inmate Medical Care: Schedule staff discussion of contract development. (5-21-23) Meeting 

with Mark French on contract. Communication with staff working group to schedule teams meeting May 7, 

2024. (5-1-24) Review material in preparation for Teams meeting.  Participate in Teams meeting. Carry out 

assigned task.  (5-7-24) Communication from team members regarding assigned task. (5-8-24)   Communicate 

with working group and vendor. Possible resolution by Thursday, September 5th, (9-2-24; 9-3-24) Finalize 

contract documents working with vendor and working group. Provide final contract documents to Clerk’s 

office for 9-5-24 BOCC public agenda. (9-3-24)   

 

Countywide Emergency Radio Communications System Upgrade: The upgrade is complete. But now the 

“program” phase has been completed, additional work from this department will be provided, as necessary, 

during the “maintenance” and “warranty” periods now underway. Discussion with contract administrator for 

vendor (L3Harris) scheduled for August 27, 2021. Discussion held with vendor contract administrator. 

Discussion with EM Director (8-30-21). Working toward final documents of “program” phase. Conversation 

with EM Director. (9-24-21) Conversation with L3Harris contract administrator, moving this matter toward 

likely resolution by the BOCC on 9-30-21. (9-24-21) Review appropriately continues among EM, KSU and 

Emergency Dispatch personnel regarding close out of this phase of the project. (9-24-21) Draw Commission 

Agenda Report and place on 9-30-21 agenda for BOCC review and approval of contract documents. (9-28-

21) Discuss final contract documents for agenda separately with EM Director and L3Harris Contract 

Administrator. (9-29-21) Obtain BOCC approval of Amendment 1 to Master Service Agreement. (9-30-21)  

 

Delinquent Real Property Tax Sale:  Legal research.  Prepare documents for the next stage in the process. 

(4-12-24) Work to review final contract signed. (May 1, 2024) Contact IT with information on underlying 

purchase. (5-3-24) Attend and assist in Delinquent Real Property Tax Sale. (6-28-24)   
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 “Dark Store”:  

 

District Court:   

Federal Rules on Vaccination Mandate: 

 

First Christian Church: Now this property is “listed” as a “historic site,” there are state law restrictions 

applicable whenever a “project” is undertaken involving potential repair, damage or destruction of the site or 

its structure (9-11-23;9-12-23;9-13-23) Work on Appeal. (9-14-23;9-15-23;9-16-23;9-17-23;9-18-23;9-19-

23; 9-20-23; 10-4-23;10-5-23-10-6-23;10-7-23;10-8-23;10-10-23; 10-11-23.) Work on appeal. (10-12-23; 10-

17-23; 10-18-23.)  Conversation with opposing counsel and agree to extend her time to file brief. (11-3-23) 

Receive emailed brief from opposing counsel on appeal; following two extensions of time which opposing 

counsel had requested—which extensions were granted by the Court of Appeals. (1-19-24) Timely filed our 

brief in February 2024.  Checked with Clerk of Court of Appeals—There have been no orders from Court of 

Appeals since, setting or denying both sides’ request for oral argument, etc. (5-2-24)   

 

Indigent Legal Services: Attorney contracts for 2022 were created and emailed to current attorneys under 

contract. (11-3-21) Notice to Riley County Bar Association of at least one attorney vacancy effective January 

1, 2022. (11-4-21) Proposed 2022 contracts have been provided to all current lawyers under contracts. None 

returned as of 11-23-21. No indigent legal service contracts are in place for the calendar year 2022. Work on 

various issues related to this service. (2-10-23; 2-13-23; 2-14-23; 2-15-23; 2-16-23; 2-19-23; 2-20-23; 2-21-

23; 2-22-23; 2-24-23; 2-26-23; 2-27-23; 2-28-23; 3-1-23; 3-2-23; 3-3-23; 3-4-23; 3-6-23; 3-7-23; 3-8-23) 

Work on various issues related to this service. (3-19-23) Work at staff level on compensation for this service. 

(3-28-23) schedule next staff level discussion of compensation for this service. Discuss with Deputy Counselor 

compensation for this service. (3-29-23) Work on project. (6-1-23) Work on project. (6-8-23) Draw up final 

version of CAR; RFP; and Contract.  (6-19-23; 6-20-23) Obtain BOCC approval of form RFP and Contract. 

(6-22-23) Finalize RFP and contract and distribute to local Bar Association membership with encouragement 

to apply well before August 4, 2023, deadline for proposals because they will be considered as they are 

submitted. (6-29-23; 6-30-23) Create documents for publication in newspaper and placement on county 

website for this service. (7-7-23; 7-10-23; 7-11-23; 7-12-23) Deadline for proposals to arrive in Clerk’s office 

5 p.m. August 4.  Work on issues related to service. (10-25-23.)  Work on scheduling discussion. (6-5-24) 

Work on issues. (7-29-24; 8-8-24; 8-9-24;8-12-24)   Continue working on project. (9-18-24).  Work on same 

project. (9-23-24;9-24-24; 9-25-26) 

 

Legislation:  Discuss with BOCC potential annual legislative conference dates in December 2023. (10-16-

23) Notify delegation members conference scheduled on the following date which worked for a majority of 

responding legislators:  December 14, 2023, noon to 2 pm.  (10-26-23) Work on agenda for legislative 

conference (10-27-23; 10-30-23) Work on agenda for legislative conference. (11-13-23;11-14-23;11-15-23) 

Work on letter of BOCC support for SB 196. Obtain BOCC signatures and email to Senate Assessment and 

Taxation Committee.  (1-4-24;1-5-24;1-7-24;1-8-24) Prepare and submit timely lobbyist compensation report 

for 2023 legislative session.  (1-10-24) Prepare BOCC opposition letter for HB 2036. (1-10-24) Present draft 

of HB 2036 opposition testimony.  Re-draft to insert BOCC changes.  Obtain BOCC final approval of letter. 

Timely submit to senate committee secretary final version of HB 2036 BOCC opposition testimony. (1-11-

24) Communicate with House delegation on BOCC testimony submitted previously to Senate Tax on SB 196 

and HB 2036.  (1-15-24) Communicate with contract lobbyist on HB 2468 (a bill of concern to Emergency 

management) (1-16-24) Communicate with member of state delegation on SB 196; HB 2036.  Work on HB 

2026 opposition testimony. (1-16-24) Work on HB 2036. (1-17-24) Work on SB 162. Communicate with 

lobbyist.  (1-18-24) Work on SB 162 (1-19-24)   Appear before Senate Committee on Local Government on 

SB 162. (1-22-24) Review SB346(upzoning/downzoning—removal of county authority). (1-25-24) Work on 

SB 162. (1-25-24; 1-31-24) Discuss various bills with lobbyist. (2-2-24) Discussion with another county 

counselor on a bill Riley County is interested in. (2-2-24) Work on SB 162.  (2-2-24) Discuss SB 162 with 

lobbyist.  (2-21-24) Communicate with contract lobbyist on HB 2599 (KORA request fees) (2-27-24) Review 
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legislative issues remaining in session of interest to Riley County. (2-28-24) Work on SB 162 set for hearing 

in House Local Government committee on Monday, March 11, 2024.  (3-5-24;3-6-24) Work with Deputy 

Counselor on contract issue. (3-6-24) Work on SB 162 hearing scheduled for March 11, 2024. (3-7-24;3-8-

24) Attend and participate with Commissioner McKinley in hearing before the House Committee on Local 

Government in support of SB 162. (3-11-24) Communicate with contract lobbyist on SB 162.  (3-12-24) 

Communicate with delegation member on SB 311; Discuss with County Appraiser.  (3-12-24) Review House 

calendar status of SB 162.  It is on General Orders. (3-20-24) Communication from contract lobbyist.  

Communicate with BOCC members regarding immediately foregoing. Attend and participate in KAC 

legislative policy committee zoom meeting.  Present Riley County legislative requests. (8-28-24) 

 

Leonardville North County EMS Station: Follow up call to City of Leonardville attorney. (4-11-23) Set up 

phone appointment with City of Leonardville Attorney—to discuss having city begin process of opening the 

easement as an alley for access to the site. (5-3-23) Phone discussion with City of Leonardville attorney and 

arrange for teams meeting next Tuesday (5-9-23) with him, Craig and me to discuss details of City legally 

“opening” alley to site of ambulance and performing tree trimming along that alley. (5-3-23)   

 

National Opioid Litigation Settlement: Notice of Deadline to “opt in” to latest round of national opioid class 

action litigation settlements is April 18, 2023. (3-27-23) Prepare and submit CAR for BOCC 4-10-23 public 

meeting; with my recommendation to BOCC regarding “opt in” to latest round of national opioid class action 

litigation settlements—5 new defendants settling. Discuss with Assistant Attorney General managing this 

matter state-wide. (4-6-23) Submit electronically our “opt in” to latest round of national opioid class action 

settlements, as previously authorized by BOCC. Confirmation from settlement administrator that “opt in” 

accomplished. (4-14-23) 

 

NG-911 Committee (Road naming): Attend and participate in committee meeting. (2-14-23) 

 

Proposed Construction of EMS/EM/RCFD Emergency Services Headquarters:  Schedule work session 

for discussion of design issue related to facility. (1-27-23) 

 

Riley County Annual Legislative Conference:   Discussion with County Register of Deeds to schedule 

meeting week of December 5th to review documentation of long-term revenue loss to Riley County caused by 

legislature’s past elimination of the mortgage registration fee.  (12-1-22) Work preparing for 12-12-22 

legislative conference. (12-8-22; 12-11-22) Discuss legislative conference information with County Appraiser. 

(12-8-22) Discuss legislative conference information in meeting with County Register of Deeds. (12-9-22) 

Work with members of delegation; 2023 Annual Legislative Conference scheduled for Thursday, December 

14th, from noon to 2 p.m., BOCC chambers. (10-23-23) Conversation with member of delegation—confirming 

member will attend. (10-24-23.)  Discuss options with BOCC regarding potential 2024 annual legislative 

conference. (7-22-24)   

 

Riley County District Court:  Discussion regarding BOCC consideration of funding potential “resolution 

docket” to assist with case backlog. (4-27-23) Work on project. (5-2-24)   

 

Rural Economic Development Advisory Board: 

 

Staff Budget and Planning Committee:  

 

White Canyon Benefit District: White Canyon benefit district’s residents’ request, made during this date’s 

public commission meeting, asking whether Riley County willing to supplement the cost of the benefit 

district’s proposed private road improvement project. No dollar figure provided by benefit district residents. 

County staff instructed to provide BOCC at upcoming meeting most recent Riley County Public Works’ 

“estimate” of “northern route” as an option to current benefit district project proposed. (8-30-21) 
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II. Projects by Department or Division: 

 

Administrative Services/County Counselor:  Work on matters related to departmental transition. (1-25-

2023; 1-26-2023; 1-27-2023) Interviews of applicants for Deputy County Counselor position in transition 

scheduled to take place 9-29-23.-23. (3-2-23; 3-3-23) Work on Departmental transition matters. (4-28-24) 

Work on Departmental transition matters. (5-2-24; 5-3-24)  

 

Riley County Appraiser’s Office: Communicate with department Head on costs associated with BOTA 

appeal. (12-29-23) Communicate with staff on immediately preceding issue. (1-1-24) Communicate with 

Appraiser on exemption application. (1-11-24) Advise Department Head on legal issues. (1-24-24) Advise 

Department Head on process issue. (2-29-24;3-1-24) Communicate with department head. And Deputy  

Counselor. (3-4-24; 3-8-24) Advise Appraiser on KORA request. (5-1-24) Communication on legal matters. 

(5-1-24) Communication on different legal matters.  (5-1-24; 5-2-24) Assist Department Head on pending 

matter. (5-6-24)   Communicate on legal matter. (5-14-24) Meet with and advise Department Head on BOTA 

decision and separate appraisal matter. (5-29-24) Communicate with staff on upcoming meeting dates for 

discussion. (7-5-24) Communicate with Department Head about recent appellate case victory for PVD 

involving 8 other counties. (9-3-24) Assist and advise Department Head with question. (9-18-24)   

 

Riley County Attorney:  Discuss legal issue. (2-1-24)  

 

Riley County Clerk: Advise and assist on open record act issue. (9-12-23;9-13-23) Schedule meeting with 

staff of two departments to plan means of addressing particular type of KORA request in most fair and efficient 

manner to reduce, potentially, two departmental workloads. (9-13-23;9-14-23) Reschedule forgoing meeting 

to 10-27-23. (10-19-23) Work on contract law issue. (10-24-23) Assist with legal issue. (11-3-23;11-5-23; 11-

6-23.)  Approve on minute track as to form revised parking lot resolution developed by Deputy Counselor. (1-

2-24) Work on autopsy record storage issue. (2-2-24) Prepare resolution regarding Plaza reservations; present 

to BOCC and obtain approval. (2-27-24; 2-28-24;2-29-24) Communicate with staff on a request for a mailing 

address change. Communicate with counsel on client name change. Communicate with staff on records name 

change issue. (3-4-24;3-5-24) Work on notice of upcoming special meeting of BOCC. (3-12-24) Work with 

Clerk staff member on preparing for RNR compliance during 2025 budget. (3-20-24) Work with Department 

Head and his staff on election procedural matters raised by vacancy in a City of Manhattan elected office. (5-

10-24) Work on contract issue for department. (6-14-24) Attend and participate in staff working group 

regarding ongoing project. Communicate with contractor afterward. (6-17-24) Review return of contract 

accepting our contractual attachment. Communicate with Department staff on next steps for BOCC approval. 

(6-21-24) Prepare Commission Agenda report on foregoing project. Staff uploads for Thursday, June 27th 

BOCC public meeting. (6-24-24) Work on Finance Officer question on behalf of BOCC. (6-25-24) Legal 

analysis of RNR statute. (6-27-24; 6-28-24;7-2-24;7-3-24) Assist with staff questions regarding legal 

interpretation. (7-5-24) Assist with project. (8-16-24) Assist with RNR resolution. (8-19-24;8-20-24) Assist 

with project.  (8-21-24; 8-22-24;8-23-24; 8-27-24;8-28-24;8-29-24;8-30-24; 9-2-24;9-3-24) Assist with same 

project. (9-6-24) Assist with same project. (9-9-24; 9-13-24;9-15-24;9-16-24; 9-17-24) Discuss with Dept. 

Head news item about election offices in 6 states. (9-17-24)   

 

Riley County Community Corrections:  Discuss with PIO and department Head proposed correction of 

recently published newspaper article on grant award to Department. (1-2-24) Further conversation with 

Department Head and PIO about immediately preceding newspaper article. (1-2-24) Communicate with 

Director on potential policy. (2-27-24) Contact Department at request. (5-14-24) Work with Department on 

project involving funding. (5-15-24)   

 

Riley County Emergency Management:  Work on project issue. (11-7-23; 11-8-23) Conversation with 

stakeholders on a radio tower lease amendment. (1-2-24) Communicate with Director on state winter weather 

disaster declaration just released. (1-24-24) Assist with written response to vendor. (4-22-24) Advise on 
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KORA request. (5-2-24) Advise other staff on same KORA request. (5-2-24) Contact County PIO about 

foregoing, relevant to any photos or video.  (5-2-24; 5-3-24) Check in with Helpdesk.  (5-7-24) Work with 

State project manager regarding scheduling matter on roundabout project at k-13/US24, easement purchase 

from county of County ROW at Fire Station. Work with Cindy K.  on agenda time. (5-7-24) Work with 

department on personnel law matter. (5-14-24; 5-15-24) Assist with project legal issue. (8-8-24) Assist with 

project legal issue. (8-12-24; 8-13-24; 8-14-24;8-15-16;8-16-24)   

 

Riley County Emergency Medical Services:  Prepare for staff discussion of proposed ride along program 

and its necessary requirements.  Participate in staff discussion.  (5-7-24) 

 

Riley County Extension: Work on legal question raised by Director. (5-29-24) Communicate with 

Department Head.  Work on project for upcoming use of Fairground Arena for KSU rodeo club event at county 

fairground arena. (8-20-24; 8-23-24; 8-25-24;9-2-24) 

 

Riley County Fire District No. 1: Work on contract law issue.  (11-7-23; 11-8-23.)  Work on separate contract 

law issue. (11-7-23) Prepare for January 9, 2024, training presentation to District leadership. (12-27-23; 12-

28-23; 12-29-23; 12-30-23; 12-31-23; 1-1-24) Conversation with HR Director regarding upcoming training to 

District leadership. (1-2-24) Conversation with Department Head on pending litigation. (1-2-24) Additional 

conversation with HR Director regarding upcoming training in District leadership.  (1-2-24) Preparation for 

January 9, 2024, training presentation to District Leadership. (1-3-24) Check out technology at Public Works 

for tonight’s training presentation to District Leadership. (1-16-24) Present training, along with HR Director, 

to District Leadership. (1-16-24) Work on Fire District/University Park fire station project. (2-23-24) 

Communicate with lobbyist on HB of concern to department. (2-28-24) Communicate with department on 

KORA issue. Communicate with outside counsel. And Deputy County Counselor. (3-4-24) Communicate with 

Fire Chief. (3-21-24) Work on contract issue.  (3-26-24) Prepare and obtain Chairman’s signature on Local 

Disaster Emergency Declaration regarding cybersecurity incident. Attend and participate in special BOCC 

public meeting. (4-1-24) Draft extension of Local Disaster Emergency Declaration on cybersecurity incident. 

Then obtain BOCC approval of extension of local disaster emergency declaration. (4-2-24; 4-3-24; 4-4-24) 

Draft local emergency declaration on Axelton Hill Road wildfire and obtain BOCC chairman signature. (4-6-

24) Prepare extensions of both local disaster emergency declarations. (4-10-24) Present and obtain BOCC 

approval of both immediately preceding local disaster emergency declarations. (4-11-24) Review and 

approves as to form FRA matter.  (7-24-24) Communicate with department staff on pending matter and advise. 

(9-3-24) 

 

Riley County GIS: Assist with provision of “shapefile” requested by company. Communicate with company 

representatives and GIS staff. (6-5-23; 6-6-23) 

 

Riley County Health Department:  Work on contract law issue. (10-12-23;10-13-23.) Work on contract law 

issue. (10-19-23;10-23-23; 10-24-23.) Advise Department on personnel policy manual upcoming revision. (3-

19-24) Communicate with county staff on parking issue. (3-26-24) Schedule staff discussion with this 

Department and another on legislative issue. (6-26-24) (Advise Department Head on legislative matter. (7-3-

24) Advise Department Head on state funding matter.  (7-3-24) Work on project. (9-11-24) Work on electronic 

medical record matter. (9-24-24; 9-25-24))   

 

Riley County Historical Museum:  

 

Riley County Human Resources. Finalize Green Dot Contract.  (9-12-23) Conversation with HR. (10-12-

23.)  Review example of proposed Performance Review new form to be completed by 10-16-23. (10-12-23) 

Work with a department on HR issue “IV.” (10-13-23.)  Work with Department on unrelated HR issue(“V”). 

(10-16-23.)  Work with Department on unrelated HR issue “VI”. (10-16-23.) Work with department on 

Personnel issue I. (10-19-23;10-23-23; 10-25-23.)  Work with division on personnel law issue II. (10-24-23.)  
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Work with Division and Department Head on personnel law issue II. (10-25-23;10-26-23;10-27-23;10-28-23-

10-29-23;10-30-23) Work with Division and Department Head on personnel law issue. (11-1-23.) Work with 

Division and Department on personnel law issues.  (11-2-23;11-3-23; 11-5-23;11-6-23.) Work on personnel 

law issue for Division and Department. (11-10-23). Work with Division and Department on personnel law 

issues. (11-9-23;11-13-23; 11-14-23). Prepare for disciplinary action appeal scheduled for January 4, 2024. 

(12-289-23) Communicate with team members on working group considering revision of personnel manual. 

Working group to reconvene 1-9-24.  (1-2-24) Work on personnel issues. (1-4-24; 1-5-24) Communicate with 

Department head and Division head on upcoming potential meeting regarding process. (1-12-24) 

Communication from Division head on upcoming work group work for discussions on personnel policies. (1-

12-24) Working group discussion of personnel policy issues. (1-12-23) Working group discussion of personnel 

policy manual. (1-18-24) Working group discussion of personnel policy practice. (1-22-24) Analyze and 

comment upon potential policy. (1-24-24) Analyze potential changes to personnel policy. (1-29-24; 1-30-24; 

1-31-24) Advise on legal issue. (2-1-24) Work on personnel policy manual issues. (2-22-23;2-23-24) 

Communicate with Division director given federal law changes in identified policies. (2-27-24) Review 

material provided. (2-27-24) Work with Division Director on scheduling upcoming presentations to BOCC in 

public meetings. (3-12-24) Work on Personnel Policy issue. (3-13-24) Work on upcoming executive session.  

(3-12-24;3-13-24) Work on personnel policy issue. (3-14-24;3-15-24;3-17-24;3-18-24) Work on different 

personnel policy issues than immediately preceding entry. (3-18-24) Work on both of the immediately 

preceding entry matters.  (3-19-24) Work on dress code issues. (4-9-24) Review KORA request. (4-9-24) 

Discuss personnel law issue. (5-8-24) Work with Division and Department Head on two distinct personnel 

law issues. (5-10-12) Work with Division and Department Head on distinct personnel law issue. (5-14-24) 

Review and continue working on proposed policy. (5-28-24; 5-29-24) Work with HR, and a Dept. Head on 

personnel law issue. (5-31-24; 6-3-24) Work with staff group on proposed policy. (6-3-24) Work with HR and 

Department Head on personnel issue. (6-3-24) Work with HR. on personnel issue. (6-4-24; 6-5-24)) Work 

with HR on personnel matter. (6-7-24) Work with HR on personnel policy approval. (6-7-24)   Work with HR 

on 2 distinct and unrelated personnel law issues. (6-17-24) Work with HR on personnel law issues. (6-18-24) 

Work with Division head on personnel legal issue. (7-2-24) Assist with upcoming personnel issue. (7-5-24) 

Assist Division and BOCC with personnel law issue. (7-25-24) Assist with project on open position. (9-15-

24) Assist with unrelated issue. (9-17-24) Assist with statutory provisions—provide and communicate. (9-

23-24) 

 

Riley County Information Technology/GIS Work with department on contract law issue. (10-24-23.) 

Conversation with GIS staff member regarding City GIS “layer” issue. (1-2-24) Discuss legal issues involving 

federal act(s) and communication technology. (2-1-24) Communication from IT about on-going efforts to 

protect network.  (5-7-24) 

 

Riley County Museum:  Advise Director on question raised on behalf of Historical Society. (5-3-23)   

 

Riley County Noxious Weeds/Hazardous Household Waste:  Discuss with department head upcoming 

potential property leases of county ground. (5-3-23) Request Department Head provide copy of deed on one 

of leased properties—to review restrictions on all the leased properties. (5-4-23) Schedule discussion with 

Department Head on real property issue. (5-22-23) Review and approve as to form weed control contract 

proposed by KDOT. Inform Department head I’ve done so. (1-2-24) Conversation with Department Head on 

immediately preceding contract. (1-2-24)  

 

RILEY COUNTY PLANNING AND DEVELOPMENT.  Work on Comprehensive Plan update matter. (7-

17-24) Work on County Retreat matter.  (7-17-24)   

 

RILEY COUNTY POLICE DEPARTMENT—Administered by Law Enforcement Agency (“Law 

Board”):   Communication from City Manager, County Clerk and County Attorney regarding RCPD question 

about potential ordinance or resolution. I contact Barry Wilkerson for discussion. (1-12-24) Work on project. 
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8  

(4-15-24; 4-16-24;4-17-24) Communication from third party on budget matter. (5-2-24) Work on inmate 

medical project. (5-29-24) Participate in staff working group on inmate medical project. (5-31-24) 

Communicate with vendor of inmate medical services. (5-31-24) Work on inmate medical project. (8-14-24; 

8-15-24; 8-16-24) 

 

Riley County Planning & Development:  Represent County in District Court hearing on Prairiewood appeal. 

(8-29-23) Conversation with landowner. (10-12-23.)  Review and approve Comprehensive Plan resolution “as 

to form” for 10-16-23 BOCC meeting.10-12-13.)  Work on pending litigation. (10-13-23) Work on pending 

litigation “III”.  (10-13-23.)   Work on pending project “I”. (10-13-23.)  Conversation with opposing counsel 

in pending appeal “II.”   (10-13-23) Work on benefit district project.  (11-6-23; 11-7-23.) Work to schedule 

meetings with business and staff on different pending legal issues.  (11-7-23; 11-8-23) Work on benefit district 

contract for environmental assessment. (1-26-24; 1-31-24) Complete work on benefit district contract for 

environmental assessment; route vendor—approved contract to this department’s Office Manager for 

placement on next Monday’s business meeting agenda, following conversation with Department Head. (2-1-

24) Work with Department Head on contractual issue. (2-14-24) Work with Department Planner and Deputy 

on upcoming agenda item. (3-19-24) Work on immediately preceding entry again. (3-20-24) Work on benefit 

district issue.  Discuss with Deputy County Counselor. (3-20-24) Review and approve as to form plat.  (3-21-

24) Discuss upcoming public hearing with staff member. (3-21-24) Work on upcoming land use issue. (3-26-

24) Discuss with staff special use hearing before Planning Board evening of 4-8-24. (4-9-24) Conversation 

with opposing counsel in pending appeal. Draft motion to extend time to file our brief.  I will file such agreed 

motion this week. Motion filed. (4-15-24) Review sanitary code issue. (4-18-24) Schedule meeting with 

department staff member on separate code violation enforcement matter. (4-18-24) Review correspondence 

on separate possible code violation matter. (4-18-24) Status report back on separate code enforcement matter. 

(4-18-24) Status report back on separate code enforcement matter. (4-18-24) Work on SB 384. (SB 162) as 

signed by Governo as part of SB 384.  Meeting with staff of Planning and Development and RCHD. (4-26-

24).  Work solo on immediately preceding project list entry. (4-28-24)   Review and approve as to form contract 

for project. Discuss with Department Head. (5-2-24) Communication with Department Staff on pending code 

enforcement matter. (5-2-24) Communicate with Department head on immediately preceding code 

enforcement matter. (5-3-24) Correspondence with outside professional based on citizen question regarding 

pending project. (5-3-24) Assist staff of this department on pending matter. (5-6-24) Communication from 

Department staff on different matter for calendaring. Respond.   (5-6-24.  Contact representative of citizen in 

pending matter.  Relay information to staff member working on the matter.  Relay information to another 

Department Head assisting in matter. (5-6-24) Respond to communication from Department Head on ongoing 

project of her department.   Respond to communication from Department Head on different project of her 

department.  (5-7-24) Communication from staff of Department on different project of her department.  (5-7-

24) Discuss with Department Head different project of her department; in response to communication from 

her of procedural question. (5-7-24) Answer question from Department Head on procedural question.  

Communicate with Department Head and Cindy K.   (5-7-24) Review litigation material served on a co-

defendant in pending code enforcement case. (5-7-24) Discuss pending enforcement matter with Code 

Enforcement officer. (5-7-28; 5-8-24) Work on pending Court of Appeals matter. (5-15-24) Work on comp 

plan consultant project. (5-29-24) Calendar Evergy application regarding Ashland Bottoms special use 

application. (5-29-24) Review and sign plat presented by Department staff. (5-29-24) Prepare for executive 

sessions.  (6-5-24) Advise Department Head on project legal issue. (6-12-24) Work on pending appeal matter. 

(6-25-24) Work on pending sewer project. (7-3-24) (Advise Department Head on legislative matter. (7-3-24) 

Complete Agreement for Retreat Consultant.  (7-18-24) Work on Comprehensive Plan Update matter. (7-18-

24; 7-19-24) Work on court of appeals brief (8-1-24; 8-2-24; 8-3-24; 8-4-24; 8-5-24) Evaluate project grant 

possibility legal issue. (8-6-24) Work on different pending Court of Appeals brief augmentation in pending 

matter. (8-5-24; 8-6-24) Communicate with Deputy Counselor on update regarding project. (8-9-24) Review 

and approve “as to form” contract for surplus personal property auction. (8-30-24) Work on KDOT roundabout 

project involving K-13.  (9-2-24) Finalize contract documents for KDOT roundabout projects at two locations 

and provide documents to County Clerk for BOCC agenda for 9-5-24 (9-3-24) Attend and participate in tour 
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9  

of Riley County-owned buildings in preparation for upcoming retreat.  (9-20-24) Meet with Department 

Head on pending projects. (9-24-24) 

 

Riley County Public Information Officer: (5-8-23) Further communication with PIO and working group 

about same informational program. (5-8-23) Communication from PIO requesting legal advice. (7-24-23)  

Conversation on lawful options for final version of BOCC minutes. (10-24-23.)  Schedule upcoming meeting 

on possible documentary. (3-12-24) Communicate with regarding Facebook change of services offered. (3-

12-24) Discussion with PIO regarding request for release of information. (5-31-24)   

 

Riley County Public Works:  Discuss land use issue with Department Head. (10-12-23.) Communicate with 

potential vendor on project. (10-13-23.)  Communicate with county insurer on project. (10-13-23.) Contract 

law issue. (11-6-23.)  Work on bid packet issue.  (1-2-24) Contacted by KDHE requesting permission for 

project. Relay request to Public Works Director and invite conversation. (1-3-24) Discuss with Director 

Township Officers’ March 6, 2024, meeting agenda.  Contact outside party as possible participant to assist 

with program. (2-2-24)   Attend and participate in Township Officials annual meeting. (3-6-24) Review and 

approve contract “as to form.” (3-8-24) Review contract proposed. (3-11-24) Discuss staff contract proposed. 

(3-12-24) Work with Assistant County Engineer on assembly of contract for agenda. (3-19-24) Review and 

approve as to form immediately preceding contract. Conversation with Cindy K on delivery of contract to 

County Clerk’s office for this Thursday’s agenda.  Place contract in delivery bin from Public Works to County 

Clerk’s office. (3-20-24) Work on elevator contracts and discuss with Department Head.  (4-5-24; 4-6-24;4-8-

24) Conversation with Dept. Head regarding KDHE request to do well test on county site. (4-15-24) 

Conversation with Dept. Head regarding drainage easement. (4-16-24) Review update on pending resolution. 

(4-18-24).  Review and approve as to form covenant and easement documents for EMS HQ project. (4-23-24) 

Respond to email from KDHE on agency’s planned sampling in Fairmont Park, after discussion with 

Department Head. (4-23-24) Conversation with Assistant County Engineer. Approve as to form transfer 

station truck scale Contract. (4-23-24) Work on KDOT roundabout project as it affects Riley County. (4-26-

24; 4-28-24;4-29-24; 4-30-24) Work on preceding KDOT project as it affects Riley County. 5-8-24.  Work on 

policy issue involving CDL training. (5-30-24; 5-31-24) Review and approve as to form project document. (5-

31-24) Review and approve as to form unrelated project document. (5-31-24) Approve as to form contract for 

project. (6-3-24) Work on project documents.  (6-4-24) Conversation with consulting engineer on state 

highway project. (6-14-24) Communication from KDOT counsel on state “roundabout” project at US 24 and 

K-13.  Contact Public Works Directo. Contact KTOT counsel. (6-26-24) Communicate with Department Head 

on immediately preceding project. (7-2-24) Advise Department Head on separate and distinct legal matter.  

(7-3-24) Assist Department and BOCC with ongoing project issue. (7-25-24) Discuss with Department Head 

facilities matter. (8-15-24) Discuss with Department Head ongoing KDOT project. (8-15-24;8-16-24) 

Communicate in response to KDOT attorney on KDOT project. (8-16-24) Attend and participate in 

departmental staff meeting. (8-30-24)    Finalize contract documents on the two KDOT roundabout projects, 

working with Department Head. and provide documents to Clerk’s office for 9-5-24 agenda.  (9-3-24) Work 

with Department Head finalizing contract documents for design of window replacement project in CPE.  

Provide to Clerks office for 9-5-24 agenda (9-3-24). Work with counsel for KDOT on finalizing execution of 

contract documents on two roundabout projects. (9-12-24)     

 

Riley County Register of Deeds:  Communicate with three offices, their staff and department heads on 

common legal issues. (11-7-23) Communicate with department head on same issue. (11-8-23) Work on legal 

issue regarding filing. (2-29-24; 3-1-24;3-4-24) Work with department head and staff of County Clerk and 

County Appraiser to resolve filing issue. (3-4-24)   Assist with legal issue involving KORA (9-18-24; 9-19-

24; 9-23-24) Advise on legal issue. (9-25-24) 

  

Riley County Treasurer:  Discuss with Department Head process for Opioid Settlement Fund payments 

routed from Attorney General’s Office. Discuss with Assistant Attorney General supervising such 

distributions. (12-21-22) Work on Delinquent Real Property Tax Foreclosure case for 2024. (4-12-24) Review 
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claim for delinquent real property taxes in mtg foreclosure case. (4-16-24) Review claim for delinquent real 

property taxes in mtg foreclosure case. (4-16-24) Review probate case order directing payment of real property 

tax. (4-16-24) Review mtg foreclosure case and demand for payment of real property tax. (4-16-24) Review 

of probate case and real property tax. (4-16-24) Review delinquent real property tax efilings. (4-19-24) Work 

with legal staff on upcoming delinquent real property tax sale. (4-23-24) Process with staff response to citizen 

inquiry to county website about tax sale properties. (4-29-24) Process with staff response to another citizen 

inquiry to county website about tax sale. (4-29-24) Discuss tax sale property issue involving request from 

executor of titled owner.  Call the executor and leave voicemail.  Resolve with executor.  (5-7-24) Sign order 

dismissing individual parcel from tax sale. (5-8-24) Work with department staff on preparation of Motion for 

Default Judgement in 2024 delinquent real property tax sale.  (5-10-24) Obtain judgment in favor of Riley 

County on motion for default judgment in Riley County District Court for upcoming delinquent real property 

tax sale. (5-28-24) Delinquent property tax sale meeting with office staff. (5-29-24) Approve withdrawal 

pleadings from pending probate cases wherein our filed claims for property taxes resulted in payment. (6-14-

24) Assist Department Head with citizen communication. (6-17-24;6-18-24) Work on property tax foreclosure 

case. (6-26-24)   

 

III. Projects by Professional Association, Internal and External Committees/working groups, CLE, 

& Other Administrative Matters: 

 

Ad Hoc Staff Committees/Work Groups on Multiple Subjects:  Staff committee discussion of issue in 

recent tax sale. Clerk and staff, Treasurer, Appraiser and staff.  (3-6-23) 

 

Administrative Matters:  Discuss with HR CAR I’ll prepare for transition of Counselor position based upon 

my scheduled 2025 retirement. (5-19-23) Work on transition of Deputy position given incumbent’s scheduled 

retirement. (5-22-23;5-23-23) Discuss and decide with staff on renewal of “Hawver” subscription.  (5-30-23) 

Register for June 20 webinar on Title VI requirements under ARPA; to be conducted by Officer of Recovery. 

(6-5-23) Information to Office Manager on invoice for Westlaw. (7-5-23) Partners’ Meeting. (7-21-23) 

Review and approve proposed CAR drafted by H.R. for upcoming position vacancy due to retirement. (7-27-

23) Work with HR and staff working group preparing for candidate interviews for 2 positions. (7-27-23;7-28-

23) Staff meeting to discuss departmental input, as requested by PIO, on survey regarding retention and 

recruitment and retention.  Provide info to PIO. (8-2-23) Review, approve Department timecards. (8-6-23) 

Work on transition of department for upcoming vacancy in Office Manager position.  Review all internal 

applications.  Communicate with both Riley County Deputy County Counselors and H.R. Director. (8-6-23) 

Work on transition of department to fill vacancy in Legal Assistant position. (8-10-23;8-11-23; 8-13-23) 

Review City/County/County agenda for 8-17-23 meeting. (8-13-23)   Work on upcoming retirement receptions 

for department. (8-11-23; 8-14-23; 8-15-23;8-16-23;8-17-23) Continued work on transition of department to 

fill vacancy in Legal Assistant position. (8-15-23) Participate in panel interview of candidate for Legal 

Assistant I position.9 (8-18-23) Attend retirement reception in BOCC chambers for Jill Seaton. (8-31-23) 

Relay eflex latest to staff—No access to court of appeals or supreme court yet as of noon today. (1-26-24) 

Participate as donor in County/Red Cross blood donation drive. (2-14-24)   Work on closing issue involving 

sale of a portion of a larger parcel—the sale of which does not involve a pending code enforcement proceeding. 

(2-15-24) Work at PW successfully confirming, with IT assistance, our desktops there appropriately “sync” 

with our desktops in our CPE office. (2-26-24) Work with Public Works on key card/key fob access to that 

portion of Public Works building where our office will temporarily relocate. (2-27-24) Work on temporary 

relocation of office during 4th floor renovation project. (2-28-24) Work with I.T. to synchronize desktops at 

departmental CPE office and temporary space at Public Works. (3-1-24) Catch up on emails. Respond when 

appropriate. (4-9-24) Work on transition of Deputy County Counselor caseload to County Counselor. (4-10-

24; 4-11-24; 4-12-24) Work on applicant interview scheduling for Deputy County Counselor position. (4-15-

24) Work with our Office Manager on 2025 departmental budget request. (4-16-24) Work on departmental 

transition matters. (5-2-24; 5-2-24; 5-3-24) Brief staff meeting—my meetings schedule today. (5-7-24) 

Review and delete emails. (5-7-24) Work on transition: Introduce Deputy County Counselor to BOCC 
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members; and 3 department heads (5-13-24) Introduce Deputy County Counselor to 3 more department heads. 

(5-14-24) Review and approve as to form payroll and accounts payable. (5-28-24) Work on transition matters 

in office. (5-30-24; 5-31-24) Contact IT about recent communications to organization about a system update. 

(6-3-24) Brief Bryant on relevant discussions during today’s public BOCC meeting. (6-3-24) Weekly office 

staff meeting. (6-14-24) Work with staff working group on scheduled shut off of electricity to CPE. (6-17-24; 

6-18-24) Work on organization of office filing. (7-5-24) Participate in CAR promoting Deputy County 

Counselor to County Counselor, effective January 1, 2024. (7-18-24) Consult with Deputy County Counselor 

on various pending projects. (7-24-24) Discuss potential internal publication of notice of Deputy Counselor’s 

recent promotion by BOCC, effective January 1, 2025. (7-24-24) Prepare for interviews of candidates for 

Deputy County Counselor position, now that current Deputy has been promoted to County  

Counselor effective January 1, 2025. (8-7-24’ 8-8-24; 8-13-24) Weekly staff meeting. (8-9-24) Organization 

and filing in preparation for transition. (8-9-24; 8-10-24;8-11-24) Weekly staff meeting. (9-13-24) Discussion 

regarding transition matters with Deputy County Counselor. (9-18-24) 

 

Continuing Legal Education:  Attend online CLE program. (6-11-23) Attend CCAK CLE program. (6-16-

23) Discuss department budget preparation for 2025. (4-18-24) Attend an open.gov zoom on “roll out” of 

budget creation. (4-18-24) Work on department budget request. (4-22-24; 4-23-24; 4-24-24; 4-25-24) Confirm 

electronically with CLE commission whether compliant for 2023 through June 30, 2024, for CLE 

requirements. Register for the remaining one-hour CLE to be presented online. (5-2-24; 5-3-24)  

 

County Counselor Association of Kansas:  Attend and participate virtually in Board of Governors meeting 

of CCAK. Summer CLE planning. (2-21-24) Contact KAC about presenter’s assigned time during June 21, 

2024, CCAK CLE program. Relay to presenter. Recontact KAC.  Recontact presenter. (5-2-24) Contact from 

presenter. Relay information to Jay Hall.  Confirm to presenter all in place for CLE. (5-6-24) Communicate 

with Deputy Director and Presenter scheduled for CCAK CLE to take place 6-21-24. (6-18-24) Attend online 

program of association for required CLE. (6-21-24) Review opioid funds distribution charts from KAC. (8-9-

24)  

 

Department Head Committee: Attend and participate in committee meeting. (7-5-23) Attend and participate 

in meeting. (7-19-23) Attend and participate in committee meeting. (8-2-23) Attend and participate in 

Committee Meeting. (10-18-23) Attend and participate in committee meeting. (11-1-23.) Prepare for meeting 

scheduled for 1-3-24 (1-2-24) Attend and participate in Committee meeting. (1-3-24) Prepare for, attend and 

participate in committee meeting. (3-20-24) Prepare for 4-17-24 committee meeting. (4-16-24) Attend and 

participate in committee meeting. (5-1-24) Attend and participate in committee meeting. (6-5-24) Attend and 

participate in meeting. (7-3-24) Attend and participate in meeting. (9-18-24)  

 

Intergovernmental Luncheon:  Attend and participate in 2 pm. meeting of committee. (3-11-24) 

 

Joint Task Force on Possible Fair and Rodeo Relocation:  Attend 2nd meeting of group at Chamber offices.  

(7-14-23) Attend first ½ hour of task force meeting at KSU foundation. (8-16-23) 

 

Kansas Association of Counties:  Review communication on Kansas Supreme Court case considering self-

insured entities. (3-8-24) 

 

Staff Budget and Planning Committee:   Work with B & P on development of contracts for transfers to 

small cities for loss of funds as countywide ½ cent sales tax sunsets 12/31/22.  (11-15-22) Review material 

for BOCC presentation to be made by Budget and Planning during the next BOCC public meeting.  (11-28-

22) Attend and participate in Committee meeting.  (11-29-22) Ask Shilo for her opinion on draft of agreement.  

(2-7-23) Prepare for scheduled 1-3-24 committee meeting. (1-2-24) Attend and participate in Committee 

meeting. (1-3-24)    Review upcoming agenda for scheduled 1-30-24 committee meeting. Communicate with 

committee. (1-26-24) Attend and participate in committee meeting. (2-20-24) Work with IT/GIS staff on 
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temporary move of department to Public Works during 4th floor CPE construction project. (2-21-24) Attend 

and participate in meeting of committee.  (3-11-24; 3-12-24;3-13-24) Conversation with Budget and Finance 

Officer.  Available date of return from vacation.  Accept B & P Meeting scheduled for 3 pm May 28 , 2024.  

(5-7-24) Attend and participate in committee meeting. (5-28-24) Work on potential remote work policy. (5-

28-24; 5-29-24) Attend and participate in committee meeting. (6-4-24)   

 

Staff Riley County Employee Recognition Day Planning Committee:  Attend and participate in committee 

work planning Employee Recognition Day. (6-20-23) Analyze proposed venue contract. Conversation with 

County’s insurer. Voicemail left with PIO. (7-5-23) Attend and participate in Committee meeting (7-18-23) 

Communicate with sales representative for AMC Theatre.  (8-2-23; 8-3-23) Communicate with AMC 

representative and our insurer regarding event.  (8-13-23) Attend and participate in committee meeting.  (8-

15-23) Communicate with our insurer and attorney for venue regarding Recognition Day. (8-15-

23ommunicate with attorney for venue regarding Recognition Day. (8-16-23; 8-17-23) Attend and participate 

in Employee Day. (10-9-23.)  Work on future Employee Recognition Day issue. (10-18-23) Contact insurer 

to evaluate coverage for potential site for 2024 Employee Recognition Day. (1-2-24) Attend and participate 

in committee meeting. (2-20-24) Communicate in response to questions about recognition for years of service 

by employees in attendance.  (3-15-24) Attend and participate in committee meeting. (3-19-24) Check on 

potential keynote or breakout session speaker. Contact agent for venue to confirm paperwork necessary to 

finally reserve venue, obtain copy of complete contract required and obtain liability insurance coverage 

requirements.   Contact county’s insurer to confirm the required liability coverage will be in place for county 

on October 14th.  Attend and participate in committee meeting. (4-16-24) Work on venue documentation. (4-

30-24; 5-1-24) Check with C & W on status of certificate of insurance. (5-3-24; 5-7-24) Work on venue 

reservation and insurance coverage required. (5-28-24; 5-29-24) Work on venue reservation. (6-7-24) Attend 

and participate in committee meeting. (6-18-24) Work with group on input for CAR to describe event for 

BOCC. (6-24-24) Attend and participate in committee meeting. (7-16-24) Attend (slightly late) and participate 

in Committee meeting. (8-20-24) Sign up to volunteer to assist with event at Employee Recognition Day.  (9-

17-24) Order pastry for event as assigned by committee. (9-18-24)   

 

Staff Road Renaming Committee: 
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Updated: 9/24/2024 11:43 AM by David Adams  Page 1 

 

 

EMS/AMBULANCE 
Personnel 

 
 

 

David Adams 

EMS/Ambulance 

Director 

2011 Claflin Rd 

Manhattan, KS 66502 

Phone: 785-539-3535 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   David Adams, EMS/Ambulance Director 

 

MEETING:   September 30, 2024 

  

SUBJECT:   Request To Fill Open Position 

 

PRESENTER: David Adams, EMS/Ambulance Director 

 

 
 

BACKGROUND 
This is a request to fill an open full time Paramedic position within the EMS/Ambulance 

Department.  

 

DISCUSSION 
This is a budgeted full time Paramedic position which was recently vacated. This position was 

filled with an EMT when it was open 9 months ago as we had not received any qualified 

Paramedics at that time. The position will be posted for a Paramedic, AEMT, or EMT which will 

allow us to stream line the process and evaluate multiple candidates at once.  

 

This position provides direct patient care and is assigned to an ambulance and is also responsible 

for working event standbys. 

 

 

FISCAL IMPACT 
This is a budgeted position with no adverse effects to our budget. Failure to fill this opening will 

result in increased overtime costs as this position must be staffed when assigned to a shift. 

 

RECOMMENDATION(S) 
Staff recommend approval to fill this position.  
 

POSSIBLE MOTION(S) 
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Action Item (ID # 15066)  Meeting of September 30, 2024 

 

Updated: 9/24/2024 11:43 AM by David Adams  Page 2 

Move to approve 

 

Move to deny 

 

Move to modify 

 

Move to table 

 

No action required. 

 

The Board agreed by consensus to  

 

 

Enclosures: 
• EMS Paramedic Position Description (PDF) 

• EMS -EMT Position Description (PDF) 

• Staffing Template (DOCX) 

• AEMT Position Description (PDF) 

• 2024-09 EMS EMT,AEMT.Paramedic PAF (DOCX) 

12

Packet Pg. 36



Updated Jan 2023 

RILEY COUNTY, KANSAS POSITION DESCRIPTION 

Job Title:   Paramedic – Full Time 

Department:   EMS/Ambulance Services   

Reports To:   EMS Station Captain 

Pay Range:    Paramedic    Status: Full Time 

FLSA Status:   Non-Exempt      

 

POSITION SUMMARY: The Paramedic will lead and provide direct patient care within their scope 

of practice independently and in support of their partner in the pre-hospital, and inter-facility 

transfer settings. The employee will participate in the care and maintenance of                         facilities, 

equipment, and ambulances. The employee must be able to work independently, prioritize multiple 

tasks and maintain a high level of patient/customer satisfaction. EMS works 12/24/36 hour shift 

structures.       

 

ESSENTIAL FUNCTIONS: 

• Proficiently performs skills within the scope of practice of a Paramedic in a compassionate 

and caring    manner. 

• Proficiently performs ALS skills including advanced airway management, IV/IO insertion, 

medication administration, 4-Lead and 12-lead EKG placement and interpretation, defibrillation 

and pacing, chest decompression. This list is not all inclusive. 

• Leads, anticipates, and reacts to partner’s needs in support of patient care 

• Works independently, multi-tasks and manages a multi-casualty scene 

• Maintains professional image and promotes professional relationships among EMS, health 

care and             other public service personnel and encourages communication at all levels. 

• Documents accurately and timely the electronic medical record 

• Participates in routine shift duties (daily, weekly, and monthly activities) 

• Is available for event standby time per guidelines. 

 

SECONDARY FUNCTIONS: 

• Maintains positive and professional relationship with local emergency service providers, hospital 

staff, physicians, and other community shareholders. 

• Performs other duties as assigned. 

 

POSITION REQUIREMENTS: 

Education: High School diploma or equivalent required 

 

Certificate(s)/License(s): 

• Kansas Certified Paramedic required. 

• Advanced Cardiac Life Support credentialed from the American Heart Association within 6 

Months of hire. 

• BLS Provider credentialed from the American Heart Association, or Riley County EMS 

credentialed within 6 months upon hire. 

• Valid Kansas Driver's License History of minimal violations. Satisfactory Motor Vehicle 

Record and insurability also required. 
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Updated Jan 2023 

One or more of the following: 

• Pediatric Advanced Life Support or Emergency Pediatric Care  within 6 months of hire date or 

closest offered date of hire date.  

• Advanced Medical Life Support required within 6 months of hire Successfully completed 

RCEMS credentialing program. 

 

Skills: Ability to appraise emergency medical services and making appropriate decisions that could 

affect the population of the county. Ability to understand complex oral and written instruction, ability to 

speak and write effectively, and ability to give clear, concise instruction orally and in writing. Must 

demonstrate compassion and professionalism and have the ability to inspire and motivate others 

along with the emotional intelligence to provide care during emotionally stressful situations.  Must be 

able to assess patient needs and possess quality psychomotor skills. 

 

Supervisory Controls: Duties are performed regularly exercising discretion and independent 

judgment. Uses initiative in carrying out recurring assignments based on policy and Standard 

Operating Guidelines as defined by the director.  EMS Officers review regular work assignments and 

give direction for task completion EMS Director/Assistant Director provide general direction and 

review progress towards goal completion. 

 

Supervisory Responsibility: None 

 

Guidelines: Federal, State, and County laws and regulations are the basic written guidelines. 

Established principles of  emergency medical services and written emergency plans are guiding 

documents. EMS/Ambulance Director (or designee) provides guidelines and general direction. 

Guidelines may be provided  orally or in writing. Other guides are available but the use of these 

require extensive training, previous experience, and good judgment to interpret and adapt to a variety 

of specific  situations. 

 

Complexity: This position makes decisions which involve the assessment of unusual circumstances, 

variations in approach, the use of incomplete and/or conflicting data. This position requires the 

employee to routinely exercise independent judgement and make careful interpretations of more 

technical and complicated guidelines. Meeting and dealing with many individuals of varying interests 

and levels of responsibility creates complexities of a high degree. These encounters often involve 

concepts, theories, or programs with undefined issues and elements.  

 

Scope and Effect of Work: This position is responsible for making sound decisions that limit the 

County’s liability exposure, improve  public relations and enhance the County’s professional image. If 

errors are made, the County’s image is affected, accountability is lost, operations and projects are 

slowed or failed, services are not well provided and people’s life’s are affected and/or threatened. 

 
Personal Contacts: Many contacts are involved.  These include local, state and federal officials both 

within the emergency medical/ambulance services and in other agencies, volunteers, emergency 

medical victims, news media, contractors, and private citizens.  Contacts may be initiated by the 

EMS/Ambulance Director, by other officials, or by members of the public.  They may be groups or 
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Updated Jan 2023 

individuals and may be scheduled in advance or impromptu at the workplace, other offices, the 

homes of citizens, or other locations throughout the County or State.   

 

Purpose of Contacts: To exchange information; to receive instructions and to coordinate work 

scheduling; to receive requests for service; to instruct or train others;  and to ensure the  effective 

performance of tasks by others. 

 

Physical Demand/Effort: The physical demands described are representative of those required met 
to successfully perform the essential functions of this job.  
 
Occasionally required to sit in a stationary position. Frequently heavy physical demands when 
working the clinical area. The employee occasionally lifts/pushes/pulls 50+lbs, frequently lifts up of 
25-50lbs and constant lift of up to 25lbs. Frequently performs activities that require stooping, bending, 
and reaching, squatting, balancing, and trunk twisting throughout the shift. Frequently communicate 
verbally and in written form. Required to have good visual, auditory and color determination. Will 
include high stress situations and several activities simultaneously  
  
Work Environment/Conditions: The work environment characteristics described here are 
representative of those encountered 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 blood, body fluids, fumes, or 
airborne particles, and sharp objects potentially contaminated with blood borne pathogens or other 
infectious agents. The noise level in the work environment is usually moderate. Working environment 
may quickly change from an office setting to an indoor acute care clinical setting or to an 
uncontrolled, unpredictable pre-hospital setting. May be exposed to extreme heat or cold 
environment, wet or slippery surfaces. May be exposed to patients with communicable diseases. 
Wears personal protective equipment as needed. 
 

 

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 requirements of the job change. 
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Updated Jan 2023 

RILEY COUNTY, KANSAS JOB DESCRIPTION 

Job Title:  Emergency Medical Technician (EMT) – Full Time and Part Time 

Department:  EMS/Ambulance Services 

Reports To:   EMS/Ambulance Station Captain                    

Pay Grade:   EMT    Status:   Full Time/Part Time 

FLSA Status:  Non-Exempt 

                 

POSITION SUMMARY:  The EMT will provide direct patient care within their scope of practice 

independently and in support of their partner in pre-hospital and inter-facility transfer settings.  The EMT 

will participate in maintenance of facilities, equipment and ambulances. EMT’s must work independently, 

prioritize multiple tasks and maintain a high level of patient/customer satisfaction. EMT’s work 12/24/36 

hour shift structures.       

 

ESSENTIAL FUNCTIONS: 

• Proficiently performs skills within the scope of practice of an EMT in a compassionate caring manner. 

• Proficiently performs BLS skills: basic airway management, statutorily allowed medication 

administration, three and 12-lead EKG placement. This list is not all inclusive. 

• Ability to lead, anticipate and react to partners needs in support of patient care 

• Ability to work independently, multi-task and manage a multi-casualty scene 

• Maintains professional image and promotes harmonious relationships among EMS, health care and 

other public service personnel and encourages communication at all levels 

• Accurate and timely documentation of the electronic medical record 

• Shows initiative participating in routine shift duties (daily, weekly and monthly activities) 

• Is available for event standby time per guidelines. 

 

SECONDARY FUNCTIONS: 

• Maintains positive and professional relationship with local emergency service providers, hospital staff, 

physicians, and other community shareholders. 

• Performs other duties as assigned. 

 

POSITION REQUIREMENTS: 

 

Education:  High School diploma or equivalent required. Successful completion of EMT training 

program required. 

 

Certificate(s)/License(s): 

▪ Department specific CPR credentialing within 180 days of hire. 

▪ Valid Kansas Driver's License History of minimal violations. Satisfactory Motor Vehicle Record 

and insurability also required. 

• Certified by the Kansas Board of Emergency Medical Services (KSBEMS) as an Emergency 
Medical Technical (EMT) obtained prior to hire date or job transfer date. 

 

Skills:   

Ability to appraise emergency medical services and making appropriate decisions that could affect the 
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Updated Jan 2023 

population of the county. Ability to understand complex oral and written instruction, ability to speak and 

write effectively, and ability to give clear, concise instruction orally and in writing. Must demonstrate 

compassion and professionalism and have the ability to inspire and motivate others along with the 

emotional intelligence to provide care during emotionally stressful situations.  Must be able to assess 

patient needs and possess quality psychomotor skills. 

 

Supervisory Controls:  The EMS/Ambulance Director/Assistant Director set overall goals and objectives, 

develop the projects, deadlines and work assignments. 

 

Supervisory Responsibility: None.  

 

Guidelines: Federal, State, and County laws and regulations are the basic written guidelines. 

Established principles of  emergency medical services and written emergency plans are guiding 

documents. EMS/Ambulance Director (or designee) provides guidelines and general direction. 

Guidelines may be provided  orally or in writing. Other guides are available but the use of these require 

extensive training, previous experience and good judgment to interpret and adapt to a variety of specific  

situations. 

 

Complexity: This position makes decisions which involve the assessment of unusual circumstances, 

variations in approach, the use of incomplete and/or conflicting data. This position requires the 

employee to routinely exercise independent judgement and make careful interpretations of more 

technical and complicated guidelines. Meeting and dealing with many individuals of varying interests and 

levels of responsibility creates complexities of a high degree. These encounters often involve concepts, 

theories, or programs with undefined issues and elements.  

 

Scope and Effect of Work: This position is responsible for making sound decisions that limit the 

County’s liability exposure, improve  public relations and enhance the County’s professional image. If 

errors are made, the County’s image is affected, accountability is lost, operations and projects are 

slowed or failed, services are not well provided and people’s life’s are affected and/or threatened. 

 
Personal Contacts: Many contacts are involved.  These include local, state and federal officials both 

within the emergency medical/ambulance services and in other agencies, volunteers, emergency 

medical victims, news media, contractors, and private citizens.  Contacts may be initiated by the 

EMS/Ambulance Director, by other officials, or by members of the public.  They may be groups or 

individuals and may be scheduled in advance or impromptu at the workplace, other offices, the homes of 

citizens, or other locations throughout the County or State.   

 

Purpose of Contacts: To exchange information; to receive instructions and to coordinate work 

scheduling; to receive requests for service; to instruct or train others; and to ensure the  effective 

performance of tasks by others. 

 

Physical Demand/Effort: The physical demands described are representative of those required met to 
successfully perform the essential functions of this job.  
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Updated Jan 2023 

Occasionally required to sit in a stationary position. Frequently heavy physical demands when working 
the clinical area. The employee occasionally lifts/pushes/pulls 50+lbs, frequently lifts up of 25-50lbs and 
constant lift of up to 25lbs. Frequently performs activities that require stooping, bending and reaching, 
squatting, balancing, and trunk twisting throughout the shift. Frequently communicate verbally and in 
written form. Required to have good visual, auditory and color determination. Will include high stress 
situations and several activities simultaneously. 
  
Work Environment/Conditions: The work environment characteristics described here are 
representative of those encountered 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 blood, body fluids, fumes, or airborne 
particles, and sharp objects potentially contaminated with blood borne pathogens or other infectious 
agents. The noise level in the work environment is usually moderate. Working environment may quickly 
change from an office setting, to an indoor acute care clinical setting or to an uncontrolled, unpredictable 
pre-hospital setting. May be exposed to extreme heat or cold environment, wet or slippery surfaces. May 
be exposed to patients with communicable diseases. Wears personal protective equipment as needed. 
 

 

 

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 

requirements of the job change. 
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Compassion   Professionalism   Integrity 

Riley County 
Emergency Medical Services 
Director David Adams 

2011 Claflin Rd. 
Manhattan, KS 66502 

785-539-3535 

 

 

 

 

 

 

 

 

  

A SHIFT B SHIFT C SHIFT ALS PRN BLS PRN

CURRENT CURRENT CURRENT CURRENT CURRENT

M10 Captain Dustin Cassel Sherry Reinhardt John Talley 1 Sara Thielenhaus 6 Barbara Hoyt

2 Brieaunn Baier 7 Kayla Bizek

M11 Lt. Sam Spillman Mike Fry Nathan Dixon 3 Cody Woodruff 8 Brian Savage

M11 Paramedic 1 *AEMT Josh Hettenbach OPEN Abby Linderman 4 Jamie Dierking 9 Abby Rounbehler

5 OPEN 10 Lexi Ziolo

M12 Paramedic 2 James Marstall Scott Ten Eyck Aaron Broxterman

M12 EMT 1 Blake Martin Tim Innes Brandi Castro

M21 Paramedic 3 Caitlin Vinson Hannah Coates Phillip Valentine

M21 EMT 2 Kailey Ward Kerry Kolzow Sydney Tracy  

M31 Paramedic 4 Wes Proctor Dawson Beffa Bill Dunn

M31 EMT 3 James Watiti Mia Coley Corrina Hammon

M41 Paramedic 5 Courtney Seimers Ethan Easets Alex Knox

M41 EMT 4 John Candido Chris Albanese Anna Yeakel

M51 Paramedic 6 Maria Palmeri Alex Snyder Rose Saeman

M51 EMT 5 Jairus Kelley Drew Buchanan Cooper Brazee
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Updated Dec 2022 

RILEY COUNTY, KANSAS JOB DESCRIPTION 

Job Title:  Advanced Emergency Medical Technician (AEMT) – Full Time and Part Time 

Department:  EMS/Ambulance Services 

Reports To:   EMS/Ambulance Captain                     

Pay Range:   AEMT    Status:   Full Time/Part Time 

FLSA Status:  Non-Exempt 
                 

POSITION SUMMARY:  The AEMT will lead and provide direct patient care within their scope of 

practice independently and in support of their partner in the pre-hospital, emergency department, tertiary 

and inter-facility transfer settings.  The employee will participate in the care and maintenance of 

facilities, equipment, and ambulances.  The employee must be able to work independently, prioritize 

multiple tasks and maintain a high level of patient/customer satisfaction.       
 

ESSENTIAL FUNCTIONS: 

• Proficiently perform within the scope of practice of an AEMT in a compassionate caring manner. 

• Proficiently perform BLS: including basic airway management, statutorily allowed medication 

administration, 3 and 12-lead EKG placement, and defibrillation.  

• Lead, anticipate and react to partners needs in support of patient care 

• Work independently, multi-task and manage a multi-casualty scene 

• Maintain professional image and promote harmonious relationships among EMS, health care and 

other public service personnel and encourages communication at all levels 

• Document the electronic medical record accurately and timely 

• Participate in routine shift duties (daily, weekly, and monthly activities) 

• Take on-call and event standby time per guidelines of the different agencies 

• Perform other duties as assigned or requested 
 

SECONDARY FUNCTIONS: 

• Maintain positive and professional relationship with local emergency service providers, hospital staff, 

physicians, and other community shareholders. 
 

POSITION REQUIREMENTS: 

Education:  High School diploma or equivalent required. Successful completion of an AEMT training 

program required. 
 

Certificate(s)/License(s): 

• ACSL and BLS Provider credentialed from the American Heart Association (AHA) obtained within 
1.5 months (45 days) of hire. 

• Valid Driver's License. Satisfactory Motor Vehicle Record and insurability required. 
• Certified by the Kansas Board of Emergency Medical Services (KSBEMS) as an Advanced 

Emergency Medical Technical (AEMT) obtained prior to hire. 
 

Skills: Ability to exercise good judgment in emergency medical services and making appropriate 

decisions that could dramatically affect most of the population of the county.  Ability to understand 

complex oral and written instruction, ability to speak and write effectively, and ability to give clear, 

concise instruction orally and in writing. Astute patient assessment skills. Quality psychomotor skills. 
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Updated Dec 2022 

Physical Demand/Effort: The physical demands described represent those required to successfully 
perform the essential functions of this job.  
 
Occasionally required to sit in a stationary position. Frequently heavy physical demands when working 
the clinical area. Frequently required to lift over 50 pounds. Frequently performs activities that require 
stooping, bending, and reaching, squatting, balancing, and trunk twisting throughout the shift. Frequently 
communicate verbally and in written form. Required to have good visual, auditory and color 
determination. Will include high stress situations and several activities simultaneously  
  
Work Environment/Conditions: The work environment characteristics represent those encountered 
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 blood, body fluids, fumes, or airborne 
particles, and sharp objects potentially contaminated with blood borne pathogens or other infectious 
agents. The noise level in the work environment is usually moderate. Working environment may quickly 
change from an office setting to an indoor acute care clinical setting or to an uncontrolled, unpredictable 
pre-hospital setting. May be exposed to extreme heat or cold environment, wet or slippery surfaces. May 
be exposed to patients with communicable diseases. Wears personal protective equipment as needed. 
 

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 requirements of the job change. 
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RILEY COUNTY POSITION ACTION FORM 

 

 

 

  Supervisor: Joshua Gering    Department Head: David Adams 

☒No changes to Position or Budget  ☒Position Description attached  Total annual hours: 2080  

☒Budgeted      ☐New or updated position description   

☐New request for budget (details attached)          

Salary: $84,360.00   Budget for Benefits: $33,322.20  Total proposed annual budget: $117,682.20 

Additional Position Comments: ______________________________________________________________________________________________ 

 

BoCC Chair    ______________________________________  Date:  ____________________ 

BoCC Member  ______________________________________  Date:  ____________________ 

BoCC Member  ______________________________________  Date:  ____________________ 
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Updated: 9/26/2024 3:10 PM by Elizabeth Ward B Page 1 

 

 

PUBLIC WORKS 
Personnel 

 
 

 

John Ellermann 

Public Works 

Director/County Engineer 

6215 Tuttle Creek Blvd 

Manhattan, KS 66503 

Phone: 785-537-6330 

 

 

COMMISSION AGENDA REPORT 

  

  

FROM:   John Ellermann, PE, Public Works Director 

 

MEETING:   September 30, 2024 

  

SUBJECT:   Request to Fill Admin Services Manager 

 

PRESENTER: John Ellermann 

 

 
 

BACKGROUND 
Today, I am requesting to fill the position of Administrative Services Manager for the 

Department of Public Work.  After 47+ years of service to Riley County, the incumbent has 

decided to retire.   

 

This position is responsible for the managing the Administration Services Division of  Public 

Works including the accounting, clerical, contract development and administration, inventory , 

utility location, maintenance if historical records and security for Public Works.  This position 

supervises customer service for the Department, creates and maintains the Administrative 

Services budget proposals and manages the Departments financial transactions. 

 

DISCUSSION 
Discuss the request to fill the Administrative Services Manager position. 

 

FISCAL IMPACT 
This is a budgeted position.  However, there is need to fill this position soon and have 

approximately a two month overlap for training.  The current Public Works budget is able to 

support the overlap of this position.  

 

RECOMMENDATION(S) 
I recommend  the position be advertise internally before opening it up the general public.   
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Action Item (ID # 15062)  Meeting of September 30, 2024 

 

Updated: 9/26/2024 3:10 PM by Elizabeth Ward B Page 2 

POSSIBLE MOTION(S) 
Move to approve Public Works Department advertise and to hire the Administrative Services 

Manager  position. 

 

Move to deny Public Works Department advertise to hire the Administrative Services Manager  

position. 

 

Move to modify 

 

Move to table 

 

No action required. 

 

The Board agreed by consensus to  

 

 

Enclosures: 
• Administrative Services Manager Position Description (PDF) 

• 2024-09 PW Admin Services Manager PAF (DOCX) 
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Updated September 2024 

RILEY COUNTY, KANSAS JOB DESCRIPTION 
 

Job Title:  Administrative Services Manager 
Department:  Public Works    Division:  Administrative Services            
Reports To:  Director of Public Works    
Pay Grade:         17    Status:   Full Time 
FLSA Status:  Exempt                                                                 

             
POSITION SUMMARY:  The Administrative Services Manager manages the Administrative Services 
Division of the Public Works Department including accounting, clerical, contract development and 
administration, inventory, utility location, maintenance of historical records and security for Public 
Works.  The position manages building access for Riley County.  The position assists in developing 
policy and strategic organization, provides leadership, advice and support for the Department.  
Supervises customer service for the department.   
 
Essential Functions: 

• Manages the Administrative Services Division of the Public Works Department.                  

• Acts as key member of the PW management team, providing judgment, making decisions and 
providing solutions, including operational, personnel, organizational and financial aspects  

• Identifies and proposes opportunities for continuous improvement; manages the implementation 
of operational improvements. 

• Manages financial activities for Public Works, Solid Waste and Benefit Districts, including 
building funds for the county and budget preparation and presentation. 

• Evaluates, recommends and implements corrective actions addressed in the annual audit. 

• Manages special building maintenance and improvement projects. 

• Administers contracts and proposals to ensure accuracy and compliance.  

• Research historical records for highway and construction plans, surveys, road right-of-way, 
dedications, vacations, resolutions, and Commission decisions relating to County Roads. 

• Develops, organizes and maintains electronic document system. 

• Manages county key and security access systems. 

• Maintains the absolute confidentiality of all records and information. 

• Identifies staff development and training needs and ensures that training is obtained. 

• Manages Benefit District Utility locations / Kansas one call. 

• Issues State of Kansas Project Tax Exemptions 

• Administers Purchase Cards for Public Works   

• Overseas Facility Work Order System. 
 

Secondary Functions: 

• Acts as the PW Director in the absence of the Director, Assistant County Engineer and 
Operations Manager  

• Conducts new employee onboarding and training for department. 

• Department POC for the website and social media accounts, with direction of the Public 
Information Officer. 

• Oversees mail distribution.  

• Performs other duties as assigned 
 

POSITION REQURIEMENTS:  
Education:  Bachelor’s degree in business, Finance or equivalent required 
License(s) Certification(s): Valid driver’s license required. Certified Public Manager Certificate 
required. within 3 years of hire.  Supervision/Leadership Certification from a recognized supervisory 
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Updated September 2024 

program (Road Scholar/PW Supervisor or KAC Leadership program) preferred.  Must be eligible to 
be commissioned as a notary for the State of Kansas. 
 
Experience:  6 years administrative services experience, 3 years accounts receivable and payables, 
3 years supervisory experience required. Accounting software experience preferred 

 
Equivalent combination of experience and education may be considered in lieu of above requirements. 
 
Position may be required to work outside of normal work hours including holidays and weekends 
 
Skills: Proficiency in Microsoft Office Word and Excel, with particular emphasis on complex Excel 
spreadsheet required.  Broad knowledge of accounting practices, office administration and 
organization management required. 
 
Knowledge of Riley County Geographical Information Systems (GIS) preferred. 
 
Strong qualitative abilities including strong analytical skills, technical proficiency and effective 
problem-solving skills required.   
 
Ability and willingness to learn new concepts and techniques, be an organized team player with 
strong leadership, management and excellent time management skills 
 
Physical Demand/Effort:  The physical demands described represent those required to successfully 
perform the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
Specific vision abilities required by this job include close vision, distance vision, color vision and 
peripheral vision.  The position has a dimension which may lead to mental and physical fatigue.   
 
The employee is required to stand; walk; sit; use hands to finger, handle, reach with hands and arms; 
talk or hear.  The employee must occasionally lift and/or move up to 20 pounds.  
 
Work Environment: The work environment characteristics represent those encountered while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
Work is generally in an office setting involving everyday risks or discomforts and normal safety 
precautions typical of an office setting with visual attention and dexterity in computer operation.  
There is an occasional risk the employee is potentially subject to verbal or physical abuse from 
disgruntled individuals.  The noise level in the work environment is usually moderate. 
 
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 requirements of the job change. 
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RILEY COUNTY POSITION ACTION FORM 

 

 

  Supervisor: John Ellerman    Department Head: John Ellermann 

☒No changes to Position or Budget  ☒Position Description attached  Total annual hours: 2080  

☒Budgeted      ☐New or updated position description   

☐New request for budget (details attached)          

Salary: $75,483.20   Budget for Benefits: $29,815.87  Total proposed annual budget: $105,299.07 

Additional Position Comments: ______________________________________________________________________________________________ 

 

BoCC Chair    ______________________________________  Date:  ____________________ 

BoCC Member  ______________________________________  Date:  ____________________ 

BoCC Member  ______________________________________  Date:  ____________________ 
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