Notice & Agenda

Swift County Board of Commissioners

Tuesday, September 5, 2017
9:00 AM

Benson City Council Chambers — 1410 Kansas Ave, Benson, MN

If you need any type of accommodation to participate in this meeting, please contact the County Administrator at 320-314-
8399 at least 48 hours prior to the meeting. Times are only estimates and items may be taken out of order.

Time Reference Item
9:00 a.m. Call to Order and Roll Call
9:01 a.m. Approve Agenda
9:02 a.m. Consent Agenda
1-2 Q Minutes from the August 15, 2017 Meeting
3-6 2 Consider approval of VCI Environmental Abatement Services
7-13 3) Consider approval of Sussner Construction Services
14-22 4 Consider approving Safe Assurance Contract/Agreement October
1, 2017 to September 30, 2018
23-30 5) Consider approving Administrative Penalty Order Plan for Buffer
Law Implementation
31-32 (6) Consider approval for County Wide Striping 2017
33-120 @) Consider approval for County Policies
9:04 a.m. Consider Approval of Commissioner warrants and review Auditor
warrants reviewed
9:05a.m. Commissioner and Board reports
9:35a.m. Citizens Comments
9:36 a.m. David Barrett, Veteran’s Service Officer
Veteran’s Service Office Annual Update
9:45 a.m. Scott Collins, Environmental Services Director
121-124 Consider approving amendment to Conditional Use Permit for Johnson
Dairy Properties, LLP
Discussion on Set Back from Irrigation Well
10:00 a.m. Melissa Streich, UMVRDC Communications Coordinator
10:15 a.m. 125 Catie Lee, Human Services Director
Consider approving two daycare loans
10:30 a.m. Kelsey Baker, County Administrator
126 2018 Preliminary County Budget Presentation
County Administrator Report
10:50 a.m. Other Business
127-131 Consider approving a resolution on the 2018 Budget and Levy for the HRA
Consider approving a resolution on the 2018 Budget and Levy for the RDA
Road Tour Discussion
11:05 a.m. Adjournment



SWIFT COUNTY BOARD MINUTES
August 15, 2017

Chairman Rudningen called the meeting to order at 9:00 AM with all members present. Also present:
County Administrator Kelsey Baker, County Attorney Danielle Olson, Community Social Services Director
Catie Lee, Fiscal Supervisor Gary Jensen, County Auditor Kim Saterbak and Amanda Ness.

Chairman Rudningen asked if there were any changes or additions to the agenda. A change was made to
remove Prairie Waters Tourism from the agenda and to move Catie Lee’s report to 9:45 AM. There were no
other changes or additions to the agenda.

08-15-17-01 Commissioner Hendrickx moved and Commissioner E. Pederson seconded to approve the
agenda as amended. Motion carried unanimously.

Commissioner P. Peterson requested the removal of considering reimbursing a resident of Kerkhoven
Township $2,500 for the demolition of his house from the Consent Agenda and requested it to be sent to the
Demolition Committee.

08-15-17-02 Commissioner P. Peterson moved and Commissioner Fox seconded to approve the Consent
Agenda items as : (1) Approval of Minutes from the August 1, 2017 Regular Meeting, (2) Approval of
Minutes from the Human Services July 18, 2017 Meeting, (3) Approval of Minutes from the Human
Services July 18, 2017 Annual Meeting, (4) Appointment of Earl Molden to the Extension Committee, (5)
Approval of an application for Property Tax Abatement, (6) Adoption of the County General Records
Retention Schedule — Human Resources Records, and (7) Approval of the following daycare loans:
Discovery Kids, $12, 500.00 and Kathy Rein, $1,409.09. Motion carried unanimously.

08-15-17-03 Commissioner Hendrickx moved and Commissioner Fox seconded to approve the
Commissioner warrants as follows: Revenue: $110,073.46; Solid Waste: $24,625.14; Road and Bridge:
$1,676,065.68; County Ditches: $16,642.66 which includes the following bills over $2,000:
CliftonLarsonAllen LLP, $25,000.00; Commerford Gravel, Inc., $8,436.50; Computer Professionals
Unlimited, Inc., $5,997.52; Don’s Building Center, $5,712.17; Dooley Petroleum, Inc., $14,940.87; Glacial
Plains Cooperative, $4,543.40; Hannaher’s, $27,187.00; Institute for Environmental Assessment,
$16,198.31; Kandiyohi County Sheriff’s Department, $2,021.62; Knife River Midwest LLC,
$1,639,994.54; Pflipsen Trucking LLC, $13,477.10: Ron Schade Construction, $4,575.00; Soil
Conservation Office, $2,431.07; Swift County Highway Department, $6,460.26; VVanHeuveln General
Contracting, Inc., $4,675.00; Waste Management Of Northern Minnesota, $8,928.46; and Wold Architects
& Engineers, $9,501.72. Motion carried unanimously.

Board and Committee Reports were given as follows: Commissioner Fox reported on Joint Ditch #9,
Woodland Centers, and the Well-Being Committee. Commissioner E. Pederson reported on Joint Ditch #9,
DAC, and SWCD. Commissioner P. Peterson reported on 6W Community Corrections and Helping Hands
Nurse Family Partnership. Commissioner Gary Hendrickx reported on 6W Community Corrections and
Woodland Centers. Chairman Rudningen reported on Courthouse Construction Meeting, Enhancing the
Organization, and Well-Being Committee.

Administrator Baker reported on the Countryside Public Health project, Courthouse construction project,
Supervisory Training, Schedule Updates, and Regional Administrator’s Meeting.

Chairman Rudningen asked for citizens comments. There were none.

Human Services Director Catie Lee and Fiscal Supervisor Gary Jensen reviewed the 2" Quarter Summary



Reports.

08-15-17-04 Commissioner Hendrickx moved and Commissioner P. Peterson seconded to approve payment
of the Human Services bills. Motion carried unanimously.

Sheri Gades, Andy Albertson and Dale Schlieman of the Soil and Water Conservation District reviewed the
2018 SWCD budget.

Restorative Practices Coordinator Will Warnock gave an update on the Summer Feeding Program and the
Restorative Practices Program.

The board recessed at 10:25 AM.

The board reconvened at 10:30 AM.

Kyle Clark and Kim Clark requested an appeal of a variance decision on the addition of an approach.
Highway Engineer Andy Sander and Assistant Engineer Paul Petrick were also available to respond to
questions during the discussion.

08-15-17-05 Commissioner Rudningen moved and Commissioner P. Peterson seconded to approve
allowing an approach to be added to the SW corner of the grove on the property. Motion carried 4-1 with
Commissioner Hendrickx opposing.

A lengthy discussion was held regarding a buffer ordinance.

08-15-17-06 Commissioner P. Peterson moved and Commissioner Hendrickx seconded to adjourn. Motion
carried unanimously.

Meeting adjourned at 11:19 AM.

WITNESSED:

Eric Rudningen, Chair

ATTEST:

Kelsey Baker, County Administrator



8/22/2017

8/22/2017

COllllty of Swift VCI Environmental, Inc.
01-110 6610|Asbestos abatement services 69,648.78
GRAND TOTAL . ) 69,648.78

Check #:

Date:

Vendor #: ____ New” \Oq g';

Account#:____ see above
Amount $ S 69,648.78
Auditor:
State of Minnesota

]ss
County of Swift j l,

in said County and State declare under the penalties of perjury, that | am the

for Swift County making the within claim; that | have examined said claim and that the same is just and true; that the
money therein charged was actually paid for the purposes therein stated; that the property therein charged was actually
delivered or used for the purposes therein stated; and was of the value therein charged; that the services therein
charged were actually rendered and were of the value therein charged; that the fees therein charged are official and are
such as are allowed by law; and that no part of said claim has been paid.

ML\L\!W 6& L~ %1 / 7

fhe effect (chls verification shall be the same
as if subscribed and sworn to under oath.
M.S.A. 471.38 as amended by Laws, Chapter 416.




APFLICATION AND CERTIFICATION FOR PAYMENT

asbestos abatement services

AIA DOCUMENT G702 PAGE 1 OF 2 PAGES

TO OWNER: PROJECT: APPLICATION NO: 1 Distribution to:

Swift County Swift County Courthouse A u X _JOWNER

301 - 14th Street North Sy x_|ARCHITECT

Benson, MN 56215 PERIOD TO: 8/10/2017 x |CONTRACTOR
FROM CONTRACTOR: VIA ARCHITECT:

VI Environmental, Inc IEA

76 St. Croix TrI N 9201 West Broadway, Suite 600 PROJECT NOS: |

Lakeland, MN 55043 Brooklyn Park, MN 55445 .
CONTRACT FOR: CONTRACT DATE  6/13/2017

CONTRACTOR'S APPLICATION FOR PAYMENT

Application is made for payment, as shown below, in connection with the Contract.
Continuation Sheet, AIA Document G703, is attached.

The undersigned Contractor certifies that to the best of the Contractor's knowledge,
information and belief the Work covered by this Application for Payment has been
completed in accordance with the Contract Documents, that all amounts have been paid by
the Contractor for Work for which previous Certificates for Payment were issued and

payments received from the Owner, and that EWWWB now due. -

g %x GRETCHEN L. GUNDERSON

CONTRACTOR g NOTARY PUBLIC - MINNESOTA
My Commission Expires

"%
\V". ,Xﬁ] January 31, 2020
iSate: *

State of:Mihesota

Subscribed and m to before me t is I
Notary Public:
My Comm1551o explres /2020

8/15/2017

County of: Washington
day of Aug-17
s SE—

{. ORIGINAL CONTRACT SUM $ 73,052.00
2. Net change by Change Orders $ 262.50
3. CONTRACT SUM TO DATE (Line 1 +2) $ 73,314.50
4. TOTAL COMPLETED & STORED TO $ 73,314.50
DATE (Column G on G703)
5. RETAINAGE:
a. 53 % of Completed Work $ 3665.73
{(Column D +E on G703)
b. % of Stored Material $
(Column F on G703)
Total Retainage (Lines 5a + 5b or
Total in Column [ of G703) $ 3.665.73
6. TOTAL EARNID LIISS RETAINAGIS $ 69,648.78
(Line 4 Less Line 5 Total)
7. LESS PREVIOUS CERTIFICATES FOR __+
PAYMENT (Line 6 from prior Certificate) $ 0.00
8. CURRENT PAYMENT DUE $ o 69,648.78
9. BALANCL TO FINISH, INCLUDING RETAINAGIH $ 3,065.73
(Line 3 less Line 6)
CHANGE ORDER SUMMARY ADDITIONS DEDUCTIONS
Total changes approved $0.00
in previous months by Owner )
Total approved this Month $262.50
TOTALS $262.50 $0.00
NET CHANGES by Change Order $262.50

ARCHITECT'S CERTIFICATE FOR PAYMENT

In accordance with the Contract Documents, based on on-site observations and the data
comprising the application, the Architect certifies to the Owner that to the best of the
Architect's knowledge, information and belief the Work has progressed as indicated,

the quality of the Work is in accordance with the Contract Documents, and the Contractor
is entitled to payment of the AMOUNT CERTIFIED.

69, £98.76

(Attach explanation if amount certified differs from the amount applied. Initial all figures on this
Application and onthe Continuagjon Sheet that are changed to conform with the amount certified.)

ARCHITECT:
By: / Date: ?Z / / z

AMOUNT CERTIFIED . ........ .. $

This Cemﬁcate is not negotlable The AMOUNT CERTIFIED is payable only to the
Contractor named herem. Issuance, payment and acceptance ot payment are without

prejudice to any rights of the Owner or Contractor under this Contract.

AIA DOCUMENT G702 - APPLICATION AND CERTIFICATION FOR PAYMENT - 1992 EDITION - AlA - ©1992
Ilsers may obtain validation of this document by requesting a completed AIA Document D401 - Certification of Document's Authenticity from the Licensee.

THE AMERICAN INSTITUTE OF ARCHITECTS, 1735 NEW YORK AVE., N.W., WASHINGTON, DC 20006-5292

Note: Items in RED FONT are automatically calculated from the G703 form or from items within this G702 Form. Do NOT hand enter these items on this sheet.
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VCI Environmental, Inc. Proposal

Environmental Contracting Services Since 1987

DATE: July 13, 2017
PROPOSAL SUBMITTED TO: Swift County PROPOSAL #: 350345
ADDRESS: 301 14th St. N WORK DESCRIPTION:  Asbestos Abatement
CITY, STATE, ZIP: Benson, MN 56215 SITE LOCATION: Swift County Courthouse
ATTENTION: Kelsey Baker ADDRESS: 301 14th St. N
FAX NO: CITY, STATE, ZIP: Benson, MN 56215
E-MAIL ADDRESS: PHONE NO:
VCI Environmental, Inc. proposes the following scope of work:
Scope of Work VCI Environmental proposes to provide labor, materials & equipment to properly

remove and dispose of asbestos containing caulking on 3 openings on steeple per
site instruction from IEA (1 large louver/2 small openings).

Base Bid: ; $2,000.00
Alt: Secure Openings $750.00
Notes: 1. Price refiects straight time M-F & 1 mobilization.

2. Work to be done at same time as other louver openings.
3. Others to disconnect mechanical equipment.

We propose to fumish material and labor - complete in accordance with above Scope of Work, for the sum of:

Two Thousand dollars $2,000.00

Terms of Payment: Net 30 days

Payment(s) to be made as follows:

In the event payment are not made as outlined herein, the undersigned agrees to pay ali costs of collection and attomey's fees incurred by VCi Environmental, Inc.

All matenial is guaranteed to be specified. All work to be completed in a workmanlike manner according to standard practices. Any alteration of deviation from above
specifications involving extra costs will be executed only upon written orders, and will become an extra charge over and above the estimate. All agreements contingent

upon strikes, accidents or delays beyond our controf. Owner to cary fire, tomado and other necessary insurance. Our workers are fully covered by Workman's Compensation
Insurance. Owner agrees to supply VC! Environmental, Inc. with 110 volt power and potabie water to complete the cleaning process.

Authorized Signature Aaron Oetormarn Note: This proposal may be withdrawn by us if not accepted within 60 days
Aaron Ostermann
Acceptance of Proposal: The above prices, specifications
and conditions are satisfactory and are hereby accepted. You are
authorized to do the work as specified. Payment will be made as outlined. Signature
Date of Acceptance:
VCI Environmental., Inc. OFFICE NO.: (651) 436-8559
76 St. Croix Trail North FAXNO.: (651)436-2021 E-MAIL ADDRESS aaron@vci-environmental.com
Lakeland, MN 55043 Cell: (651) 329-2829

3)




CONTRACTOR'S WAIVER AND RELEASE OF LIEN
UNCONDITIONAL PARTIAL

Know all mepyby these presents that the undersigned has received payment in the sum of
$  69,648.78 on the job of Swift County Courthouse

located at 301  14th st N Benson, MN 56215

receipt whereof is hereby acknowledged and with other valuable consideration and benefits to
the undersigned occurring, do hereby waive, release and quit claim all liens, lien rights, claims
or demands of every kind whatsoever which the undersigned now has, or may hereafter have,
against the real estate and the improvements thereon on account of work and labor performed,
and/or materials furnished in, to, or about the construction of any building or buildings situate
thereon, or in improving said property above described, or any part thereof furnished to

provide asbestos abatement sgervices through 8-10-17

It being the understanding of the undersigned that this is a Waiver and Release of Lien which
the undersigned has against the premises described herein, the undersigned warrants that no
assignment of said liens or claims, nor the authority to perfect a lien against said real estate,
by virtue of the accrual of said payment, has or will be made, and that the undersigned has
the authority to execute this Waiver and Release, and that all laborers employed by the
undersigned, and all bills for materials and supplies furnished by others to the undersigned in
connection with the construction of improvements upon the aforesaid premises, to the extent
of the payment herein referred to, have been fully paid.

This Waiver and Release does not cover any retention or labor, services, or materials furnished
after the date specified.

In witness whereof, l/we have executed this instrument under seal this date 8-22-2017

'WWNWMWAVWWW\A d
{:‘“»fi GRETCHEN L. GUKDERSON
%é%éé} NOTARY PUBLIC - NNESOTA

Hargs

My Commission Expires
January 31, 2023
v

Sworn to me and subscribed before me this VCI Enviropnmental, Inc.

day of ,200) C"Wmme ol /ﬁ ——
! - e Y,e/ T ~..\

%na/‘l?e N,
otary Public
My Commission Expires: |-3/[- A0S0 lp}rai\nrtg;lNgnf ternann

(Y Personally Known () Produced Identification %‘32”31 Manager




8/28/2017

8/28/2017
County of Swift Sussner Construction, Inc.
01-112 6610|Application #2 88,468.75
GRAND TOTAL S 88,468.75
Check #:
Date:
Vendor #: \m 43.
Account#: ___ seeabove
Amount $ ) 88,468.75
Auditor:
State of Minnesota
]ss.
County of Swift j I,

in said County and State declare under the penalties of perjury, that | am the

for Swift County making the within claim; that | have examined said claim and that the same is just and true; that the
money therein charged was actually paid for the purposes therein stated; that the property therein charged was actually
delivered or used for the purposes therein stated; and was of the value therein charged; that the services therein
charged were actually rendered and were of the value therein charged; that the fees therein charged are official and are
such as are allowed by law; and that no part of said claim has been paid.

The effect of this verification shall be the same
as if subscribed and sworn to under oath.
M.S.A. 471.38 as amended by Laws, Chapter 416.



; AIA Document G702" - 1992

Application and Certif“ cate for Payment

TO OWNER: ATTN: Kelsgy PROJECT:  country Side Public

APPLICATION NO: - 2 Distribution to:

gsv;ﬂ“ z%ug:'yeet North gg;:r;tghssl’c:; ePtusb\l;s Health Renovation PER’OD TO 08/18/2017 OWNER 01
Benson, MN. 56215 Benson, MN 56215 CONTRACT FOR: ARCHITECT [
FROM CONTRACTOR: VIA ARCHITECT: . . CONTRACT DATE; 06/06/2017 CONTRACTOR O3
305 Logion it Rosd 352 Mimnesota S1, te W2000 PROJECT NOS: / / mED O
Marshall, MN 56258 Saint Paul, MN 55101 OTHER O

CONTRACTOR'S APPLICATION FOR PAYMENT

Application is made for payment, as shown below, in connection with the Contract.
AlA Document G703™, Continuation Sheet, is anached

The undersigned Contractor certifies that to the best of the Contractor’s knowledge; information
and belief the Work covered by this Application for Payment has been completed- in‘ accordance
with the Contract Documents, that all amounts have been paid by the Contractor for Work for
which previous Certificates for Payment were issued and paymenls received from the Owner, and
that current payment shown hereln is now due.

County of:

Subscribed and swom; to bcfﬂm
me this /8%

day of /%

ot Rouverd

Notary Public;:
My commission expires: 1-31-2020

1. ORIGINAL CONTRACT SUM .............. TCOT, SO PP IPR $ 346,630.00
2, NET CHANGE BY CHANGE ORDERS .............cocioviivninnn $ 0.00
3. CONTRACT SUM TO DATE (Line 1+ 2) Sieeen . ORI | 346,630.00
4.TOTAL COMPLETED & STORED TO DATE (Ca/mmx Gon 0703) ..... 8§ 123,640.00
5. RETAINAGE:
a. _ s5.00%of Compleled Work
(Colufqgs JD +Eon G703) $ 6,182.00
b. __s.od% of Stored Material
(Column Fon G703) $ 0.00
> Total Retaihagéi(Lfnés Sa+ 5b, or Total in Column I of G703) ...... $ 6,182.00
6. TOTAL EARNED LESSRETAINAGE ©....iovvvvveenieiieeieiieiinenas £ .117,458.00
(Line 4 minus Line 5 Total) ‘
7.LESS PREVIOUS CERTIFICATES FOR PAYMENT ........0...00 v w8 28,989.25
: (Line 6 from prior Certificate)
8.CURRENT PAYMENT DUE .............. Fihaan Teriies bevin e pain i l $ : 63.468.75:]
9. BALANCE TO FINISH, INCLUDING RETAINAGE . k
(Line 3 minus Line 6) ... e T $ 229,172.00
TC‘HANGE ORDER SUMMARY ADDITIONS DEDUCTIONS
[Total ebanges,a Provix in Prévious months by Owner | $ -~ 0.00]% 0.00
month. ‘ $ 0.00{$ 0.00
: ' TOTAL 18 - - 0.00($ 0.00
ET CHANGES by Cb __ge Order - $ ~0.00

CAUTION: You should sign an original AlA Contract Document on which this text appears in RED. An-original assures that changes will not be obscured.

'AMOUNT CERTIFIED

ARCHITECT'S CERTIFICATE FOR PAYMENT

In accordance with the Contract Documents, based on on-site observations and th a comprising
this application, the Architect certifies to the Owner that to the best of - the Architect’s knowledge,
information and belief the Work has progressed as indicated, the quality of the Work is in
accordance with the Contract: Documents, and the Contractor is emltled to payment of the
~AMOUNT CFRTIFIED

N - k! "
This Certif' Ble. T e AMOUNT CERTIFIED is payable-only to the U
named

pefhi. [ssuange,’ ,ymem and acceptance of payment are w1thout rejudice to any nghts of
er ot Cmrme!or under this Contract. .

AlA Document G702™ <1992. Copyright © 1953 1963, 1965, 1971 1978, 1983 and 1992 by The American Institute of Architects. All sights reserved. WARNING: This AIAY Document is protected by U.S. Copyright Law
and international Treaties; Unauthorized reproduction or distribution of this AIA" :Document, or any portion of it, may result in' severe civil and criminal penalties, and will ba prosecuted to the maximum extent
possible under the law. Purchasers are permittad to repraduce ten (10) copies of this document when completed. To report copyright violations of AIA Contract Documents, e-mail The American Institute of Architects’ legal

counsel, copyright@aia.ong,

0107 HACDH




Document G703’" -1992

,~~~Contmuatlon Sheet

; E Page 2 of 6 -
ppm:mian and Certificate forPaymeut or G732.2009, - ‘ APPLICATION NO:

Document G702™
Application and Certific

Payment, Construction Manager as Adviser Edition,
containing Contmc%q gned certification is attached. PROJ ECT: Country Side Publlc - AP PLICATIDN DATE: 08/18/2017
In mbulﬂnaﬂs momw are in US dollars. Country Side PUb’IC Health Renovatmn . . : PER‘OD TO 08/18/2017 -
Use Column Ton Contracts Where vanable retamage for lme items may apply. el ARCHITECT'S PROJECT NO: .
A | B TS D | E T G T oo T
: , WORK COMPLETED o
e . MATERIALS TOTAL i : .
TE) DESCRIPTION 5F WORK SCHEDULED | o pREVIOUS PRESENTLY | COMPLETEDAND| o | BALANCETO 1§ gerapmace
e APPLICATION THIS PERIOD STORED STOREDTODATE | - (G C) (C-G) (if variable rate).
(D +E) (Not in'D.or E) (DAE+F)- o
1 HASE 1
2 ivision 2 - Bidg Demo 5 ‘ ' Lo , , , :
3 ‘Materials | 370000 $3,700.00 8000 | £ $0.00 $3,700.00 $0.00
4 Labor 4 |l $14,00000 $14,000.00 $0.00 | $0.00 $14,000.00 | 1008 $0.00
5 [ivision3-Concrete .~ . ‘ : i o N o - ~
8 | Materials  $7,600.00 $1,14000 |  $6.48000 | %000 | $7T60000° | 100% $0.00
7 $7,400.00 $1,110.00 $6,290.00 $0.00 71/$7,40000 | 100% $0.00
8 ;y S e iE g y ;
o $1,000.00 $0.00 $1,00000 | $0.00 $1,00000 | 100% | -~ $0.00
10 $1,400.00 $0:00 £:7$0.00 ; $0.00 L 0% | $1.400.00
11 !Misions Metals ; ; ; S L r ‘
12 | Materials S E 1 $1,10000 000 |  s000 | : $000 ( 0% |  $1,10000
13 bor N | $2,500.00 . $000 |  $000 | - $0.00 $000 | 0% |  $2500.00
14 gion 6 - Carpentry S w : [ T R 5 o E A
16° | "Materials" : o $2,200.00 $0.00 ' $1,10000 | . $0.00 $1,100.00 50% $1,100.00
18 . Labor = : $2,000.00 $0.00 $1,000.00 - | - $0.00 $1,000.00 - 50% ---$1,000.00
17 ,,Ms?on 7- Thermal& Monsture ‘ ¥ ; 1 . , ‘
18 | $5,300.00 5000 Coso00 | 5000 $000 |- $5,300.00
19 - $4,800.00 $0.00 . ~$0.00 .| $0.00 $0.00 | $4,800.00
20~ Divist , ' » o ot
: NVood Doors; Hdwe . N e N A [
21 | Materials $4,700.00 $470.00 $1,880.00 © . .$0.00 -$2,350.00 - 50% $2,350.00
22 | Labor i o | 1. $800.00 $0.00
o - $10.000.00
GRAND TOTAL
A Document GT03™ — 1982; Copyright © 1863, 15 567, 7970, 1970, 1683 o0 1 zbyme* car neUiute of Acciiests, All ights reserved. Pon
; B, ; : WARNING: Thi ) g
Law and tnternations! Treatles. Unisuthorized mpméucﬁn or distribition of this. AIAT Bocument, or any  portion of it, may resultin wmgv civil and criming! Th Q”A l}ocummt Is piotacled by U5, Copy"gm

and
ma#hh’ %gg }?‘5 ;a‘:&mpumhasm; are:pormitted to reproduce 1en(10) copies of this: ducumamwhen eompletad To report: eﬂpyright viglations of AlA Contract Ducummsmmll The mmw”ﬁ“nsﬂmﬂfetgt%t?mmm 1"35"“’"‘
101210ACO44 9




/* A Document G703" —1992 | |

Contmuatton Sheet

Page 3 of 6

ument G702™-1992, Apphcatlon and Certificate for Payment, or G732™-2009, - APPLICATION NO:
Application and Certificate for Payment, Construction Manager as Adviser Edition, AppucAﬂmf DATE:
containing Contractar's. signed certification is attached. PROJECT: Country Side Public ST ) 08/18/2017
In tabulations below, amounts are in US dollars. Country Side Public Health Renovation ; PERIOD TO: 0811812017
Use Column T'on Contracty where variable retainage for line items may apply. " ARCHITECT'S PROJECT NO:
AL ~ B c D ] E G H I
iy ‘ WORK COMPLETED
MATERIALS TOTAL
ITEM}  DESCRIPTION OF WORK SCHEDULED | prom PREVIOUS PRESENTLY | COMPLETEDAND | % A A en 'O | RETAINAGE
i APPLICATION - |  THIS PERIOD STORED STORED TODATE | (G +C) C-G) (If variable rate)
{D+E) {Not in'D or E) (D+E+F) ( ]
25 | Labor $7,000.00 $0.00 $0.00 $0.00 $0.00 0% $7,000.00
26 Division 9 - Finishes & Gypsum Board | - $0.00 $0.00 $0.00 $0.00 $0.00 ¥ $0.00
27 | Materiais ~ $5,100.00 $4,845.00 $255.00 $0.00  $5100.00 $0.00
28 Labor $4,900.00 $3,920.00 $980.00 $0.00 - $4,900.00 . $0.00
20 Tie S : , o ‘ T O Py
30 | Materials ~ $1,700.00 S $0.00 $1,700.00 $0.00° | $1,700.00° 100% | $0.00
31 "'Labor el $1,600.00 $0.00 $1,600.00 $0.00 |  $1.600.00 100% $0.00
3 | Materials ' $10,300.00 50,00 $10,300.00 $10,300.00 100% $0.00
a4 Labor - : $5,200.00 $0.00 | $5,200.00 +$0.00 $5,200.00 100% $0.00
36 Acoustical Ceiling , B ' ] 3 T : T (L E vy
36 | Materials ' $1,200.00 . $0.00 - $1,200.00 $0.00° - . §1,200.00- 100% »..$0.00
a7 : $1,100.00 %000 |  $1100.00 ‘ 1$0.00 1$1,100.00 100% | $0.00 ‘
38 A - ; o : [ASES At ‘ . ,
39 | Materials $3,700.00 $0.00 $3,700.00 $0.00 $3,700.00 100% %000 | :
40 | labor j - $3,900.00 - $0.00 $3,900.00 $0.00 $3.900.00 100% 7 $0.00 ;
41 éMsioMZ Furnishings - : o a I . o
42 | Materials ; ! © $1,300.00 ~ $0.00 | . $0.00 $0.00 . $0.00 0% | $1,300.00
a3 | Labor 1 7% $400.00 $0.00 - $0.00 1$0.00 3000 0% | $400.00
44 Divigion 22 < Plumbing 5 o ; S : a1
45 | Materials , $3,000.00 $150.00 . $2,850.00 $0.00 $3.00000 | 100% $0.00 e |
4 | Labor . $3,000.00 $150.00 $2,850.00 I 000000 | 100% $0.00 : '
vision 23 - HVAC Yy L : ‘ y ; : ‘
als- $12,000.00 $0.00- |~ $10,800.00 , s1o 800.00 90% $1,200.00
‘ 11,000.0¢ $9.900.00 11$9.900.00 90% $1,100.00
CAUTION B ; appedil Bl an original & natf‘ $BWik not bemured $A0,550:00 :
gy ; e -
e e R T e e e 0 e

possible under the law. Purchasers are permitted o raproduce ten (10 esouhis ocumiant
counse!, copyright@alaiorg, e S

nt when complated. To report copyright. violations oMiA Conlract Documents, e-mail The Amerisan Institute of Architects’ legal
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x A Document G703" - 1992

Contmuatton Sheet g , | AN Page 4 of 6

AIA Document G7027“—19?2 Appllcatzon and Certificate for Payment or G732™-2009, T ‘ ‘ APPLICAT[ON NO » ' '
iy Consetat i cominention s sseht " " PROJECR EBinty side Pubtc APPLICATION DATE: 0B/18/2017 |
In tabulations below, aniounts.are in US dollars. Country Side Public Health Renovation PERIOD TO: 08/18/2017 L

A' n, Ton Contracts where variable retainage for line 1tems may apply ARCHITECT'S PROJECT NO: ‘

A | i B C g D 1 E P G H I
‘ ' WORK COMPLETED ,
ITEM| SCHEDULED © DRESENTLY | coMPLATEDAND| % | BALANCETO RETAINAGE
NO. |~ DESCRIPTION OF WORK VALUE O et | 1S PERIOD STORED STORED TODATE | (G+C) %N_ISG})’ (If variable rate)
(D+E) (Not in D or E) (D+E+F)
50  [Division 26 - Electrical ; :
51 | Materials $6,000.00 $0.00 $6,000.00 $0.00 $6,000.00 100% $0.00
52 | Labor | . $6,000.00 $300.00 $5,700.00 $0.00 $6,000.00 100% | $0.00
53 [Division 27 - Communications . ~ ; IS
54 |- Materials $1,000.00 $0.00 $0.00 $0.00 $0.00° | 0% $1,000.00
55 |  Labor Lo $1,000.00 $0.00 $0.00 $0.00 ‘ 0% $1,000.00
58 lDivision 3- Earthwnrk : E ‘ ; o
57 ‘ ’ ©$9,200.00 $0.00 $0.00 | $000 | $0.00 0% $9,200.00
58 $9,000,00 $0.00 : $0.00 $0.00° | - $0.00 0% $9,000.00
59 Dh{ ion 32- Ext. Improvements : Sl .
60 “Materials $10,100.00 $0.00 -$0.00 " $0.00 $0.00 Yo% $10,100.00
81 $6,200.00 - - %000 | - $0.00 $0.00 $0.00 0% ' $6,200.00
62 & ; 5
63 Materiais o ss 500.00 $650.00 ~ $5,200.00 $0.00 $5,850.00 90% $650.00
64 | Labor $1,600.00 | . $80.00 $1,360.00 - $0.00 $1,440.00 90% $160.00
85 |PHASE 2 : .
86  [Division 4 - Masonry
87 | Materials :  $4,400.00 $0.00 $0.00 | - $0.00 | $0.00 0% | $4,400.00
68 | Labor ' |- $6,900.00 $0.00 $0.00 $0.00 $0.00 0% | $6,900.00
89  |Division 5 - Metals . ‘ . s,
70 “’”Materials i $2,000.00 $0.00- |- $0.00 $0.00 $0.00 0% $2,000.00
7 <Labor © $800.00 $0.00 -$0.00 " $0.00 .. $0.00- 0% $800.00
72 ‘mvision 8 Carpem!y - , R
73 $1,800.00 $0.00 $0.00 $0.00 . - $0.00 0% $1,800.00
74 ” $1,700.00 $0.00 $0.00 ao;ao 1" %000 0% $1,700.00
GRAND TOTAL : '

: $240:460:00—_——$30,515:06———$03,425.00 : woe $423,640.00- | 56%
CAUTION You should s%gn an original AlA Ocmtracl Dﬂcummt on which this text appears in RED. An original assures that changes will not be obscured.

AlA Document GT03™ - 1992, Copyright © \%3 1886, 1966 196? 1970 1978, 1983 aad 1992 by The American institute of Architects: All rights reserved. WARNING: This AA" Dosument is protected by U.8. Copyright
Law and International Yreaties. Unauthiorized reprodistion er aistribution of this AIA® Document, or any portion of if, may resull In severe clvil and criminal panaities. and will be prosscuted to the maximum sxtent
possibla undar tha law. Purchasers are-permitted to reproduce ten (10) coples of this document when completed. Te report copyright vickations of AlA Contract Documenits, -mall Tha American institute of Architects tegal
‘counsel, eopyﬁgm@aia arg. 1n1z1mcou1 1




Document G703" - 1992

""Contmuatlon Sheet | grT - Page 5 of 6

AIA Document G702™-1992, Apphcahon and Certificate for Payment or G732™-2009, APPLICATION NO: 2 {
Application and Certificate for Payment, Construction Manager as%ﬁé-ﬁdnt{?&nw Side Public APPLICATION DATE: 08118/2017 l
containing Contracior s signed certification is attached. . . . iy ;
In tabulations below, amounts are in US dollars. Country Side Public Heaith Renovation PERIOD TO: 081812017 -
Use quumn 'on Contracts where variable retainage for line items may apply. ~ o ARCHITECT'S PROJECT NO:
A , B c D | E I ‘ G , Y T 1
WORK COMPLETED
- MATERIALS TOTAL BALANCE TO ~
ITEM | SCHEDULED PRESENTLY | COMPLETED AND % RETAINAGE
No, | DESCRIPTION OF WORK VALUE VIO | 1S PERIOD STORED STORED TODATE | (G +C) ‘;é.”_‘scg (if variable rate)
: (D +E) : (Not in D or E) (D+E+F)
75 [Dvision 7 - Thermal & Moisture
[Protection : "
76 “ Materials S $6,700.00 $0.00 ©$0.00 $0.00 $0.00 $6,700.00
77 | Labor 1 $6,20000 $0.00 $0.00 $0.00 $0.00 $6,200.00
78 [Division 8 - H.M. DoorsiFrames; - ,
ood Doors; Hdwe; Glazing. ‘ e :
79 | Materials ‘ $6,500.00 $0.00 $0.00 $0.00 $0:.00 0% $6,500.00
g0 | Labor . . $4,300.00 $0.00 $0.00 $0.00 S 80,00 0% $4,300.00 -
g1 [Aluminum Entrances ‘ ‘ 1 : ’ - |
82 | Materials $9,000.00 $0.00 ~ $0.00 80,00 ©$0.00 0% |  $9,000.00
83 1bo i $7,800.00 $0.00 © $0.00 : $000 . $0.00 ¥ 0% | $7,800.00
84 Division 9 - Finishes : i e
85 Materlals ‘ k $5,700.00 $0.00 $0.00 $0.00 -$0.00 0% $5,700.00
' $5,000.00 $0.00. ‘ $0.00 $0.00. ; $0.00 0% $5,000.00
$9,600.00 $0.00 ; $0.00 $0.00 $0.00 ; ... 0% $9,600.00
$4,900.00 . $0.00 $0.00 $0.00 : $0.00 0% $4,900.00
$1,200.00 $0.00° $0.00 $0.00 $0.00k 0% | $1,200.00
F $1,100.00 $0.00 $0.00 $0.00 $0.00 Q%4 $1,100.00
$3,100.00 $0.00- $0.00 $000 | %000 0% $3,100.00
$3,300.00 $0.00 ©$0.00 { - $0.00 ; i 0% $3,300.00
$610.00 $0.00 $0.00 0% $610.00
- $150.00 $0.00 $0.00 0% $150.00
$93.125.00 2% $170.520.00

' CAUTION You should 5|gn an ongmal AIA Contract Document on which this text appears in RED. An ongmal assures that changes will not be obscured.

AlA Document G703™ —1992. Copyright © 1963, 1965, 1966, 1967, 1970, 1978, 1983 and 1092 by The American Institute of Architects. All rlghts reserved. WARNING: This AIA” Document is protected by U.S. Copyright :
Law and Internationai Treaties. Unauthorized reproduction or distribution of this M‘Doaumw!. or any portion of it, may result in severe civil.-and criminal penalties; and will be prosecuted to the maximum extent

possible itnder the law. Purchasers are permitted to reproduce ten (10) copies of this document when-completed. To report copyright violations of AlA Contract Documents, e-mail The American Institute of Architects' legwl 2
counsel, copyright@aia.org. AnTaronROL




; . ™

Al Document G703" - 1992
Contmuatlon Sheet . 2 Page 6 of 6
AIA Dociment G702W‘—1992, Application and Certificate for Payment, or G732™-2009, APPLICATION NO: 2
Application and Cmgﬁ;am f‘:é Paﬁn:_et;tt, Constrtltl:é;:m:1 Manager as e B diteBuntry Side Public APPLIC ATION DATE: 08118/2017
?:‘::;&:‘&%fgﬁ:&ramiﬁgm ;_: 1:1 l{}s ‘g:)‘ll‘:rz © Country Side Public Health Renovation PERIOD TO: 08/18/2017
Use Column I'on Contracts where variable retainage for line items may apply. ) ARCHITECT'S PROJECT NO:

A B c D | E 'F G H T
WORK COMPLETED
ITEM SCHEDULED st%Ig?E\S' oowag%lld) AND| % BALANCE TO RETAINAGE
NO. DESCRIPTION OF WORK VALUE B ooy | Th1s PERIOD STORED | STOREDTODATE | (G+C) i (if variable rate)
(D +E) (Not inD or E) (D+E+F) o

59 [DWISTON T2 - FUrnIShGgs

100 Materials : $4,400.00 $0.00 $0.00 $0.00 $0.00 0% $4,400.00

101 | Labor $600.00 $0.00 $0.00 $0.00 $0.00 % |, $600.00

102 |Division 23 - HVAC . N

103 | Materials $7,500.00 $0.00 $0.00 $0.00 0.0¢ 0% $7,500.00

104 | - Labor $7,000.00 $0.00 $0.00 $0.00 0.00 0% $7.000.00

105 |Division 26 - Electrical s ‘

106 | Materials $8,400.00 $0.00 $0.00 $000 | $0.00 0% $8,400.00

107 Labor. $6,000.00 $0.00 $0.00 $0.00 $0.00 0% $6,000.00

108 (Division:27 - Communications : L}

100 | Materials $1,000.00 $0.00 $0.00 $0.00 | ¥ 0% $1,000.00

110 Labor $1,000.00 $0.00 $0.00 $0.00 $0.00 0% $1,000.00

111 |Division | - ‘ : g

12 | - Materials $6.440.00 - $0.00 $0.00 © $0.00 £ $0.00 0% $6,440.00

113 | _ Labor $1,000.00 $0.00 $0.00 $0.00 $0.00 0% $1,000.00

114 |ALTERNATE #1

115 [Phase #1

116 | Materials $1,000.00 $0.00 . $0.00 $0.00 $0.00 $1,000.00
|7 Labor ' $1,200.00 $0.00 $0.00 $0.00 $0.00 $1,200.00
| 118 {Phase #2

19 | Materials $3,200.00 $0.00 $0.00 $0.00 $0.00 $3,200.00

120 | Labor $3,630.00 $0.00° $0.00 © $0.00 /$0.00 $3,630.00

iy
WAY%”‘L $346,630.00 $30,515.00 $93,125.00 | s0.00 $123,640.00 36% |  $222,990.00

"CAUTION: You should sign an orlgma! AlA Contract Document, on which this text appears in RED. An original assures that changes will not be obscured,

AlA Documsnt G703™ -~ 1992, COpyrIght © 1963, 1965, 1966, 1967, 1970, 1978, 1983 and 1992 by The American Institute of Architects: All rights reserved. WARNING: This AIA® Dacument is protected by U.S. Copytight
Law and International Treaties. Unauthorized reproduction or distribution of this AIA® Document, or any portion of it, may result in severe civil and criminal penalties, and will be prosecuted to the maximum extent
possible under the law. Purchasers are parmitted to reproduce ten (10) coples of this document when completed. To report copyright violations of AlA Contract Documents, e-mail The American Institute of Architects’ le:

counsel; copyright@ata.org. . 91 3
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Request for Board Action

BOARD MEETING DATE:
September 5, 2017
Commissioner's Report

Department Information

ORIGINATING DEPARTMENT: REQUESTOR: REQUESTOR PHONE:
Environmental Services Scott Collins 320-843-2356

Agenda Item Details
-
BRIEF DESCRIPTION OF YOUR REQUEST:

Consider approving Safe Assurance Contract/Agreement October 1, 2017 to September 30, 2018.

AGENDA YOU ARE REQUESTING TIME ON: ARE YOU SEEKING APPROVAL OF A CONTRACT?
Click here to enter text. No

IS THIS MANDATED? EXPLANATION OF MANDATE:

No N/A

BACKGROUND/JUSTIFICATION:

Renew safety contract with SafeAssure, who will assist with all of Swift County safety trainings and
review OSHA guidelines, recommendations and deficiencies.

PREVIOUS ACTION ON REQUEST / OTHER PARTIES

INVOLVED?

Budget Information

FUNDING:  N/A

Review/Recommendation
-]

COUNTY ATTORNEY: COUNTY ADMINISTRATOR:
Danielle Olson Kelsey Baker
RECOMMENDATIONS: RECOMMENDATIONS:
Click here to enter text. Click here to enter text.
COMMENTS: COMMENTS:

Click here to enter text. Click here to enter text.

Board Action
[

Motions
____E. Rudningen ___ G. Hendrickx ___E. Pederson ___J. Fox ___ P.Peterson
Action Vote




PPPPP

CONTRACT/AGREEMENT
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The United States Department of Labor, Division of Occupational Safety and Health Administration
and the Minnesota Department of Labor, Division of Occupational Safety and Health Administration
require employers to have documented proof of employee training and written procedures for certain
specific standards. The attached addendum and training schedule clarifies written and
training requirements.

The required standards that apply to Swift County are listed below:

A.W.A.L.R.

MN Statute 182.653
"An employer covered by this section must establish a written Work-place Accident & Injury program that
promotes safe & healthful working conditions”.

BLOODBORNE PATHOGENS

29 CFR 1910.1030
Each employer having an employee(s) with occupational exposure as defined by paragraph (b) of this section
shall establish a written Exposure Control Plan designed to eliminate or minimize employee exposure.

CONFINED SPACE

29 CFR 1910.146
If the employer decides that its employees will enter permit spaces, the employer shall develop and implement a
written permit space program........

CONTROL OF HAZARDOUS ENERGY

29 CFR 1910.147 &

MN Statute 5207.0600
"Procedures shall be developed, documented & utilized for the control of potentially hazardous energy when
employees are engaged in the activities covered by this section”.

EMERGENCY ACTION PLAN

29 CFR 1910.35 THRU .38
"The emergency action plan shall be in writing and shall cover the designated actions employers & employees
must take to insure employee safety from fire & other emergencies”.

ERGONOMICS
29 CFR PART 1910.900 THRU 1910.944

"Training required for each employee and their supervisors must address signs and symptoms of MSD’s, MSD
hazards and controls used to address MSD hazards.”

EXCAVATIONS/TRENCHING 1926.651 (k)(1)

Daily inspections of excavations, the adjacent areas, and protective systems shall be made by a competent
person for evidence of a situation that could result in possible cave-ins, indications of failure of protective
systems, hazardous atmospheres, or other hazardous conditions.

GENERAL DUTY CLAUSE

PL91-596
"Hazardous condiitions or practices not covered in an O.S.H.A. Standard may be covered under section 5(a)(1) of
the act, which states: Each employer shall furnish to each of {their} employees employment and a place of
employment which is free from recognized hazards that are causing or are likely to cause death or serious
physical harm to {their} employees.”

Page | 1
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HAZARD COMMUNICATIONS

29 CFR 1910.1200 &

MN Statute 5206.0100 thru 5206.1200
"Evaluating the potential hazards of chemicals, and communicating information concerning hazards and
appropriate protective measures to employees may include, but is not limited to, provision for: development &
maintaining a written hazard communication program for the work-place..."”

LOGGING OPERATIONS 1910.266 (i)(1)
The employer shall provide training for each employee, including supervisors, at no cost to the employee.

MOBILE EARTHMOVING EQUIPMENT

MN RULES 5207.1000

Mobile earth-moving equipment operators and all other employees working on the ground exposed to mobile
earth-moving equipment shall be trained in the safe work procedures pertaining to mobile earth-moving
equipment and in the recognition of unsafe or hazardous conditions.

OCCUPATIONAL NOISE EXPOSURE

29 CFR 1910.95
The employer shall institute a training program for all employees who are exposed to noise at or above an 8-hour
time weighted average of 85 decibels, and shall ensure employee participation in such a program.

OVERHEAD CRANES
1910.179(j)(3)

Perfodic inspection. Complete inspections of the crane shall be performed at intervals as generally defined in
paragraph (G)(1)(i))(b) of this section, depending upon its activity.....................

PERSONAL PROTECTIVE EQUIPMENT

1926.95 a)

"Application."” Protective equipment, including personal protective equipment for eyes, face, head, and extremities,
protective clothing, respiratory devices, and protective shields and barriers, shall be provided, used, and maintained in a
sanitary and reliable condition wherever it is necessary by reason of hazards of processes or environment, chemical
hazards, radiological hazards, or mechanical irritants encountered in a manner capable of causing injury or impairment in
the function of any part of the body through absorption, inhalation or physical contact.

POWERED INDUSTRIAL TRUCKS

29 CFR 1910.178
"Only trained and authorized operators shall be permitted to operate a powered industrial truck. Methods shall
be devised to train operators in the safe operation of Powered Industrial Trucks”.

RESPIRATORY PROTECTION
29 CFR 1910.134
Written standard operating procedures governing the selection and use of respirators shall be established.

RECORDING AND REPORTING OCCUPATIONAL INJURIES AND ILLNESSES

29 CFR 1904
"Each employer shall maintain in each establishment a log and summary of all occupational injuries and fllnesses
for that establishmenit............ "

Page | 2
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In the interest of Quality Safety Management, it may be recommended that written procedures and
documented employee training also be provided for the following Subparts when or if applicable
during the contract year. (Subparts represent multiple standards)

1910 Subparts

Subpart D - Walking - Working Surfaces

Subpart E - Means of Egress

Subpart F - Powered Platforms, Man-lifts, and Vehicle-Mounted Work Platforms
Subpart G - Occupational Health and Environmental Control
Subpart H - Hazardous Materials

Subpart I - Personal Protective Equipment

Subpart J - General Environmental Controls

Subpart K - Medical and First Aid

Subpart L - Fire Protection

Subpart M - Compressed Gas and Compressed Air EqQuipment
Subpart N - Materials Handling and Storage

Subpart O - Machinery and Machine Guarding

Subpart P - Hand and Portable Powered Tools and Other Hand-Held Equipment.
Subpart Q - Welding, Cutting, and Brazing.

Subpart S - Electrical

Subpart Z - Toxic and Hazardous Substances

1926 Subparts

Subpart C - General Safety and Health Provisions

Subpart D - Occupational Health and Environmental Controls
Subpart E - Personal Protective and Life Saving Equipment
Subpart F - Fire Protection and Prevention

Subpart G - Signs, Signals, and Barricades

Subpart H - Materials Handling, Storage, Use, and Disposal
Subpart I - Tools - Hand and Power

Subpart J - Welding and Cutting

Subpart K - Electrical

Subpart L - Scaffolds

Subpart M - Fall Protection

Subpart N - Cranes, Derricks, Hoists, Elevators, and Conveyors
Subpart O - Motor Vehicles, Mechanized Equipment, and Marine Operations
Subpart P - Excavations

Subpart V - Power Transmission and Distribution

Subpart W - Rollover Protective Structures; Overhead Protection
Subpart X - Stairways and Ladders

Subpart Z - Toxic and Hazardous Substances

Applicable MN OSHA 5205 Rules

Applicable MN OSHA 5207 Rules

Applicable MN OSHA 5206 Rules (Employee Right to Know)

All training on the programs written by SafeAssure Consultants, Inc. will meet or exceed
State and/or Federal OSHA requirements.

Page | 3
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These programs/policies and procedures listed on the addendum do not include the cost of
hardware such as labels, signs, etc. and will be the responsibility of Swift County to obtain as
required to comply with OSHA standards.

Our contract year will begin on the signing of this proposal/contract. Classroom training will be
accomplished at a time convenient to most employees/management and so selected as to disrupt the
workday as little as possible.

All documents and classroom training produced by SafeAssure Consultants for Swift
County are for the sole and express use by Swift County and its employees and not to be
shared, copied, recorded, filmed or used by any division, department, subsidiary, or
parent organization or any entity whatsoever, without prior written approval of
SafeAssure Consultants.

It is always the practice of SafeAssure Consultants to make modifications and/or
additions to your program when necessary to comply with changing OSHA
standards/statutes. These changes or additions, when made during a contract year, will
be made at no additional cost to Swift County.

All written programs/services that are produced by SafeAssure Consultants, Inc. are
guaranteed to meet the requirements set forth by MNOSHA/OSHA. SafeAssure
Consultants, Inc. will reimburse Swift County should MNOSHA/OSHA assess a fine for a
deficient or inadequate written program that was produced by SafeAssure Consultants,
Inc. SafeAssure Consultants, Inc. does not take responsibility for financial loss due to
MNOSHA/OSHA fines that are unrelated to written programs mentioned above.

Page | 4
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ADDENDUM
SAFETY PROGRAM RECOMMENDATIONS
Swift County

Written Programs & Training

A.W.A.I.R. (A Workplace Accident and Injury Reduction Act)
e review/modify or write site specific program

e documented training of all personnel

e accident investigation

e simulated OSHA inspection

Bloodborne Pathogens

e review/modify or write site specific program

e documented training of all personnel
Chainsaw/Tree Trimming

e review/modify or write site specific program
documented training of all personnel

Contractors Safety Program

e review/modify or write site specific program

e documented training of all personnel
Cranes-Chains-Slings

e review/modify or write site specific program

e documented training of all personnel (inspections)
Emergency Action Plan

e review/modify or write site specific program
documented training of all personnel

Employee Right to Know/Hazard Communication
e review/modify or write site specific program

e documented training of all personnel (general and specific training)
e various labeling requirements

e assist with installing and initiating DAMARCO Solutions, LLC, MSDS and data base program

Ergonomics/Proper Lifting
e review/modify or write site specific program
e documented training of all personnel

o job hazards-recognition

o control steps

o reporting

o management leadership requirements
employee participation requirements
Fleet Safety/Defensive Driving
e review/modify or write site specific program
e documented training of all personnel
General Safety Requirements (other as required)
e review/modify or write site specific program
documented training of all personnel

O

Page | 5
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Hearing Conservation (Occupational Noise Exposure)
e review/modify or write site specific program
e documented training of all personnel

e decibel testing and documentation

Lock Out/Tag Out (Control of Hazardous Energy)
e review/modify or write site specific program
e documented training of all personnel
Mobile Earthmoving Equipment

e review/modify or write site specific program
documented training of all personal

Personal Protective Equipment

e review/modify or write site specific program
e documented training of all personnel
Powered Industrial Trucks/Forklifts

e o maintain site specific program

e o documented training applicable personnel
e  testing and licensing

Recordkeeping

e review/modify or write site specific program
e documented training of all personnel
Respiratory Protection

e review/modify or write site specific program
e documented training of all personnel
Trenching/Excavation

e review/modify or write site specific program
e documented training of all personnel

The “SafeAssure Advantage”
On-Line training available for AWAIR, EAP, ERTK, ERGO/Lifting, Bloodborne, Fire Extinguishers
Safety Committee Advisor
Employee Safety Progress Analysis
SafeAssure “Client Discount Card” from Fastenal Stores or Catalogs
(15% off any item)
Job Hazard Analysis (JHA for more hazardous tasks/jobs)
Training manual maintenance
Safety manual maintenance
Documented decibel testing
Documented air quality readings-(CO-as required)
Documented foot-candle readings (if needed)
OSHA recordkeeping
General Duty Clause
Assistance during an actual OSHA inspection
General safety recommendations
“ALERT"” data base
Unlimited consulting services

Page | 6
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Contract/Agreement

THIS AGREEMENT is made this fourteenth day of September, 2017 between Swift County, Benson,
Minnesota, herein referred to as Swift County and SafeAssure Consultants, Inc. 200 S.W. Fourth
Street, Willmar, Minnesota, herein referred to as SafeAssure.

SafeAssure agrees to abide by all applicable federal and state laws including, but not limited to,
OSHA regulations and local/state/national building codes. Additionally, SafeAssure will practice all
reasonable and appropriate safety and loss control practices.

SafeAssure agrees to provide, at the time of execution of this contract/agreement, Swift County
(upon request) with a current Certificate of Insurance with proper coverage lines and a minimum of
$2,000,000.00 in insurance limits of general liability and statutory for workers' compensation
insurance. SafeAssure is insured by “The Hartford” insurance companies.

SafeAssure further agrees that Swift County will not be held liable for any claims, injuries, or
damages of whatever nature due to negligence, alleged negligence, acts or omissions of SafeAssure
to third parties. SafeAssure expressly forever releases and discharges Swift County, its agents,
members, officers, employees, heirs and assigns from any such claims, injuries, or damages.
SafeAssure will also agree to defend, indemnify and hold harmless Swift County, its agents, members
and heirs from any and all claims, injuries, or damages of whatever nature pursuant to the provisions
of this agreement.

SafeAssure and its employees is an independent contractor of Swift County, and nothing in this
agreement shall be considered to create the relationship of an employer/employee.

In consideration of this signed agreement/contract, for the period of Twelve Months from the
signing month, SafeAssure Consultants, Inc. agrees to provide Swift County, the aforementioned
features and services. These features and services include but are not limited to providing OSHA
compliance recommendations/consultations, scheduled classroom-training sessions, unlimited online
training, and writing and maintaining mandatory OSHA programs. These features and services will be
prepared to meet the specific needs of Swift County.

ANNUAL CONTRACT $7,006.05
MSDS ON-LINE (Included)

TOTAL ANNUAL $ $7,006.05
IN TESTIMONY WHEREOF, we agree to the day and year first above written and, if representing an
organization or similar entity, further certify the undersigned are a duly authorized agent of said

entity and authorized to sign on behalf of identified entity.

TWELVE MONTH CONTRACT II‘ X

Swift County Date
X
Swift County Date
XC@/ ')’ ::" 080117
President-SafeAssure Date
Page | 7
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SWIFT COUNTY BUFFER ENFORCEMENT ORDINANCE PURSUANT TO STATUTES SECTION
103F.48

1.0 STATUTORY AUTHORIZATION AND POLICY

1.1 Statutory authorization. This buffer ordinance is adopted pursuant to the authorization and policies
contained in Minn. Stat. §103F.48, the Buffer Law as amended from time to time, Minn. Stat. §103B.101,
subdivision 12a, authority to issue penalty orders, and the County planning and zoning enabling
legislation in Minn. Stat. chapter 394.

1.2 Purpose and intent. It is the purpose and intent of the County to:

(a) Provide for riparian vegetated buffers and water quality practices to achieve the following purposes:

(1) Protect state water resources from erosion and runoff pollution;
(2) Stabilize soils, shores and banks; and
(3) Protect or provide riparian corridors.

(b) Coordinate the implementation and enforcement of the water resources riparian protection
requirements of Minn. Stat. §103F.48 with the shoreland management rules and ordinances adopted
under the authority of Minn. Stat. §103F.201 to 103F.227 and the management of public drainage
systems established under Minn. Stat. chapter 103E where applicable; and

(c) Provide efficient and effective direction to landowners and protection of surface water quality and
related land resources.

2.0 DEFINITIONS AND GENERAL PROVISIONS

2.1 Definitions. Unless specifically defined below, words or phrases used in this ordinance shall be
interpreted to give them the same meaning they have in common usage and to give this ordinance it’s
most reasonable application. For the purpose of this ordinance, the words “must” and “shall” are
mandatory and not permissive. All distances, unless otherwise specified, are measured horizontally.

2.1.1 “APO” means the administrative penalty order issued pursuant to Minn. Stat. §103F.48, subd. 7
and Minn. Stat. §103B.101, subd. 12a.

2.1.2 "Buffer" has the meaning provided in Minn. Stat. §103F.48, subd. 1(c).

2.1.3 "Buffer protection map" has the meaning provided in Minn. Stat. §103F.48, subd. 1(d) and which
are available on the Department of Natural Resources website.

2.1.4 “BWSR" means the Board of Water and Soil Resources.

2.1.5 “Cultivation farming” means farming practices that disturb root or soil structure or that impair the
viability of perennial vegetation due to cutting or harvesting near the soil surface.

2.1.6 “Drainage authority” has the meaning provided in Minn. Stat. §103E.005, subd. 9.
2.1.7 “Landowner” means the holder of the fee title, the holder’s agents or assigns, any lessee, licensee,

or operator of the real property and includes all land occupiers as defined by Minn. Stat.

§103F.401, subd. 7 or any other party conducting farming activities on or exercising control over
the real property.
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2.1.8 “Parcel” means a unit of real property that has been given a tax identification number maintained
by the County.

2.1.9 “Public drainage system" has the meaning given to “drainage system” in Minn. Stat. §103E.005,
subd. 12.

2.1.10 "Local water management authority" has the meaning provided in Minn. Stat. §103F.48, Subd.
1(g)-

2.1.11 "Normal water level" means the level evidenced by the long-term presence of surface water as
indicated directly by hydrophytic plants or hydric soils or indirectly determined via hydrological
models or analysis.

2.1.12 “SWCD” means Soil and Water Conservation District.
2.1.13 “County” means Swift County and its employees, designees or representatives.

2.1.14. “Validation of Compliance” means a notice issued by SWCD that validates that a site(s) is
compliant and that said validation is good as long as all practices identified/documented continue
to be in place and substantially in the condition identified at the time of issuance. Said notice
shall be in recordable form.

2.2 Severability. If any section, clause, provision, or portion of this ordinance is adjudged unconstitutional or
invalid by a court of competent jurisdiction, the remainder of this ordinance shall not be affected
thereby.

2.3 Data sharing/management.

2.3.1 The County may enter into arrangements with an SWCD, a watershed district if applicable, BWSR
and other parties with respect to the creation and maintenance of, and access to, data concerning
buffers and alternative practices under this ordinance.

2.3.2 The County will manage all such data in accordance with the Minnesota Data Practices Act and
any other applicable laws.

2.4 Delegation of Enforcement. Nothing herein shall prevent the County from entering into an agreement
with any other entity, authorized under statutes section 103F.48 to enforce buffer requirements, for the
enforcement of buffer requirements within its jurisdiction according to this ordinance or other properly
adopted enforcement rule. The County may delegate certain other functions under this ordinance to the
SWCD under separate agreement.

2.5 Drainage System Acquisition and Compensation for Buffer. Nothing in this ordinance shall prevent the
acquisition and compensation of grass buffers on public drainage systems pursuant to Minnesota
Statutes chapter 103E.

2.6 Notice. Any notice or other communication to be provided herein shall be directed to the Landowner
whose name and address appears on the County’s Property Taxes Records and listed as the taxpayer.
Notice on said Landowner shall be considered sufficient notice to all those who may be considered a
Landowner as defined in Section 2.1.7.

3.0 JURISDICTION

3.1 Jurisdiction. The provisions of this ordinance apply to all waters, shown on the buffer protection map,
excluding public drainage systems for which the County is not the drainage authority or a member of
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4.0
4.1

joint drainage authority under Minn. Stat. chapter 103E, where another enforcement authority has
elected enforcement jurisdiction.

BUFFER REQUIREMENTS

Buffer width. Except as provided in subsection 4.4 and 4.5, a landowner owning property adjacent to a
water body identified on the buffer protection map must establish and maintain a buffer area as follows:

(a) For waters shown on the buffer protection map requiring a fifty (50) foot width buffer, the buffer
width will be fifty (50) foot average and thirty (30) foot minimum width as provided in Minn. Stat.
§103F.48, subd. 3 as measured according to subsection 4.2; and

(b) For waters shown on the buffer protection map requiring a sixteen and a half (16.5) foot minimum
width buffer, the buffer width will be sixteen and a half (16.5) feet as provided in Minn. Stat. §103F.48,
subd. 3 and as measured according to subsection 4.2. This subsection applies only if the County is the
drainage authority.

4.2 Measurement.

(a) The width of any required buffer on land adjacent to a water requiring a fifty (50) foot average width
and a thirty (30) foot minimum width buffer shall be measured from the top or crown of the bank. Where
there is no defined bank, measurement must be from the edge of the normal water level as provided in
Minn. Stat. §103F.48, subd. 3(c).

(b) The width of any required buffer on land adjacent to a water requiring a sixteen and a half (16.5) foot
minimum width buffer shall be measured in the same manner as for measuring the vegetated grass strip
under Minn. Stat. §103E.021, subd. 1 as provided in Minn. Stat. §103F.48, subd. 3(c).

4.3 Use of buffer area. Except as provided in sections 4.4 and 4.5 a buffer as defined in this ordinance may

not be put to any use, included but not limited to cultivation farming, which would remove or prevent the
permanent growth of perennial vegetation.

4.4 Exemptions. The requirement of section 4.1 does not apply to land that is exempted from the water

4.5.

resources riparian protection requirements under Minn. Stat. §103F.48, subd. 5.

Alternative practices. As provided in Minn. Stat. §103F.48, subd. 3(b) an owner of land that is used for
cultivation farming may demonstrate compliance with subsection 4.1 by establishing and maintaining an
alternative riparian water quality practice(s), or combination of structural, vegetative, and management
practice(s) which provide water quality protection comparable to the water quality protection provided
by a required buffer as defined in sections 4.1 to 4.3. The adequacy of any alternative practice allowed
under this section shall be based on:

(a) the Natural Resources Conservation Service (NRCS) Field Office Technical Guide (FOTG);
(b) common alternative practices adopted and published by BWSR;

(c) practices based on local conditions approved by the SWCD that are consistent with the Natural
Resources Conservation Service (NRCS) Field Office Technical Guide (FOTG); or

(d) other practices adopted by BWSR.

25



4.6 Compliance with other statute, ordinance or regulation. Where the provisions of any statute, other
ordinance or regulation imposes greater restrictions than this ordinance, the provisions of such statute,
other ordinance or regulation shall be controlling.

5.0 COMPLIANCE DETERMINATIONS

5.1 Compliance determinations. Compliance with the buffer requirements set forth in section 4 will be
determined by the SWCD on a parcel by parcel basis. The compliance status of each bank, or edge of a
watercourse on an individual parcel will be determined independently.

5.2 Investigation and notification of noncompliance. When SWCD identifies a potential noncompliance with
the buffer requirements or receives a third party complaint from a private individual or entity, or from
another public agency, it will consult with the County to determine the appropriate course of action to
document compliance status. This may include communication with the landowner, inspection or other
appropriate steps necessary to verify the compliance status of the parcel. On the basis of the evidence
gathered in this process, the SWCD may issue a Notification of Noncompliance to the County. If the
SWCD does not issue such a Notification, the County will not pursue a compliance or enforcement action
under Minnesota Statutes §103F.48 and subsection 6.2. If the SWCD does issue such a Notification, the
SWCD must include, for consideration by the County, a list of corrective actions needed to come into
compliance with the requirements of Minn. Stat. §103F.48; a recommended timeline for completing the
corrective actions; and a standard by which the SWCD will judge compliance with the requirements of
Minn. Stat. §103F.48 after the corrective actions are taken.

At any time during process set forth in 5.2 and 5.3, the landowner may provide documentation of
compliance to the SWCD.

5.2.1 Compliance determination. The SWCD will evaluate the available documentation, and/or evaluate
and/or inspect the buffer and/or alternative practices to determine if the parcel is in compliance.
Upon completion of the evaluation and/or inspection the SWCD shall issue a written compliance
determination to the landowner, the County and BWSR. The SWCD may also issue a Validation of
Compliance if applicable and requested by the landowner.

5.3 Corrective Action Notice. On receipt of an SWCD Notification of Noncompliance, the County will issue the
landowner a Corrective Action Notice that will:

(a) include a list of corrective actions needed to come into compliance with the requirements of Minn.
Stat. §103F.48;

(b) provide a timeline for completing the corrective actions;

(c) provide the standard by which compliance will be evaluated after the corrective actions are taken; and
(d) include a statement that failure to complete corrective actions and achieve compliance within the
timeline provided may result in civil or administrative enforcement actions and the assessment of

administrative penalties.

The County may send the landowner a combined Corrective Action Notice and APO as provided in section
6.2 so long as the combined Notice/APO includes all the required elements of both.

The County shall transmit the corrective action notice by either personal service to the landowner or by
depositing the same in the U.S. Mail. If service is made by U.S. mail, the document is deemed received
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three business days after the notice was placed in the U.S. mail. Failure of actual receipt of a corrective
action notice that has either been personally served or served by depositing the same in the U.S. Mail
shall not be deemed a defense in an enforcement proceeding under section 6.0. The County shall also
send a copy of the Notice to the SWCD and BWSR.

Counties may modify the corrective actions and timeline for compliance, in accordance with section 5.2,
to extend the compliance timeline for a modification that imposes a substantial new action or significantly
accelerates the completion date for an action.

5.3.1 At any time after receipt of a corrective action notice, the landowner may provide documentation
of compliance to the County. In addition, the landowner may supply information to the County or
the SWCD in support of a request to modify a corrective action or the timeline for compliance. On
the basis of any such submittal or at its own discretion, the County, after consulting the SWCD,
may make a written modification to the Corrective Action Notice or timeline for compliance. The
County, upon review and notification by the SWCD, should also make a written determination
documenting whether the noncompliance has been fully corrected. Any such modification of a
compliance determination will be served on the landowner in the manner provided for in section
5.3. The County shall provide the SWCD and BWSR a written copy of any modification made
pursuant to this provision.

5.3.2 The SWCD may, after an evaluation of the evidence documenting compliance submitted by the
landowner, issue a written Validation of Compliance if requested by the landowner. Upon receipt
by the County of a written compliance determination issued by the SWCD, the Corrective Action
Notice will be deemed withdrawn for the purpose of section 6.0, and the subject property will not
be subject to enforcement under that section.

6.0 ENFORCEMENT

6.1 Administrative Penalty. The County may issue an APO as provided for in Minn. Stat. §§103F.48, subd. 7(b)
and (c) and 103B.101, subdivision 12a to a landowner who has failed to take the corrective action as set forth
in the corrective action notice. For the APO to be effective it must be served on the landowner together with
a copy of the corrective action notice or alternatively the County may serve the landowner with a combined
Corrective Action Notice and APO so long as the combined Notice/APO includes all the elements of both.
Service is effective either by personal service or by depositing the documents set forth herein in the U.S. Mail.
Any penalty assessed in the APO shall continue to accrue until the violation is corrected as provided in the
Corrective Action Notice and APO.

6.2 Administrative Penalty Order (APO).

(a) Initial violation. The penalty for a landowner on a single parcel that has not previously been issued a
corrective action notice by the County shall be:

i S0 for 11 months after issuance of the Corrective Action Notice or during the schedule issued for
taking correction actions, whichever is greater;
ii. Up to $200 per parcel per month for the first six (6) months (180 days) following the time period
ini;and
iii. Up to $500 per parcel per month after six (6) months (180 days) following the time period in ii.

(b) Repeat violation. The penalty for a landowner on a single parcel that has previously been issued a
corrective action notice by the County shall be:
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Up to $200 per parcel per day for 180 days after issuance of the subsequent Corrective Action
Notice; and
Up to $500 per parcel per day for after 180 days following the time period in i.

(c) Ongoing penalty assessment. Any penalty assessed under this section shall continue until the

corrective action notice has been satisfied.

6.2.1 Penalty Determination. For administrative penalties imposed by the County, the County shall
determine the severity of the noncompliance, intentional nature of noncompliance and frequency
of noncompliance in determining the amount of violation. The amount of an administrative
penalty will be based on considerations including the extent, gravity and willfulness of the
noncompliance; its economic benefit to the responsible party; the extent of the responsible
party’s diligence in addressing it; any noncompliance history; the public costs incurred to address
the noncompliance; and other factors as justice may require. Upon appropriate findings, the
County shall use the following table to determining a penalty amount:

Nature of Violation Severity of Violation

Minor Moderate Substantial
Initial noncompliance S50 $100 $150
(initial term)
Initial noncompliance $200 $300 $S400
(subsequent term)
Subsequent initial $100 $150 $200
noncompliance (new parcel,
initial term)
Subsequent initial $300 $400 $500
noncompliance (new parcel,
subsequent term)
Repeat noncompliance $100 $150 $200
(same parcel, initial term)
Repeat noncompliance $300 $400 $500

(same parcel, subsequent

term)

6.2.2 APO. To be valid the APO shall include, at a minimum:

vii.
viii.

The facts constituting the violation of the riparian protection and water quality practices
requirements set forth in this section 4.0 of this ordinance or Minn. Stat. §103F.48 ;

The specific statute and/or ordinance section(s) that has/have been violated;

A written description of prior efforts to work with the landowner to resolve the violation;
The amount of the penalty to be imposed;

The facts supporting the amount of the penalty;

The date the penalty will begin to accrue;

The date that payment of the penalty is due;

The date by which all or part of the penalty may be forgiven if the landowner has/have complied
with the Corrective Action Notice; and

A statement of the landowner’s right to appeal the APO.

6.2.3 All or part of the penalty may be forgiven based on the correction of the noncompliance by the date

specified in the APO by the landowner as provided in Minn. Stat. §103F.48, subd. 7(d).
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6.2.4 A copy of the APO must be sent to the SWCD and BWSR.

6.2.5 An APO issued under this section may be appealed to the BWSR within 30 days of receipt by the
landowner in accordance with the requirements set for the in Minn. Stat. §103F.48, subd. 9. Any
APO that is not appealed within the 30 day period shall be deemed final.

6.3 Administrative Penalty Order Procedures

6.3.1 Statute of limitations. Any administrative enforcement proceeding including the issuance of an
APO should be undertaken within three years after the alleged violations was discovered or
reasonably should have been discovered by the SWCD. According to Minn. Stat. §541.07, the County
has two years in which to commence an APO action after the date the violation is discovered. The
goal is to complete the action as soon as reasonably practical, recognizing that situations for which
data must be gathered, field investigations must be completed and/or modeling must be performed
will require adequate time to complete the work and communicate with the landowner involved.

6.3.2 Compliance verification. Once a landowner has provided notice and submitted written
evidence of correction of the violation set forth in the notice of compliance, compliance must be
verified. The County will refer the landowner’s evidence and notice to the SWCD to:

i Review and evaluate all information related to the corrective action notice or APO to
determine if the violation has been corrected;
ii.  Verify compliance by site visit, re-inspection, examination of documentation, or other means
as may be reasonable under the facts of the case; and
iii. Document compliance verification.

The SWCD may consult with the County when conducting a compliance verification.

6.3.3 Right to appeal. Within 30 days after receipt of the APO, a landowner may appeal the terms and
conditions of an APO issued by a County to BWSR as provided in Minn. Stat. §103F.48, subd. 9. The
appeal must be in writing and must include a copy of the APO that is being appealed, the basis for the
appeal and any supporting evidence. The appeal may be submitted personally, by U.S. mail, or
electronically, to the Executive Director of BWSR.

6.3.4 Penalty due. Unless the landowner appeals the APO as provided in section 6.3.3 the penalty
specified in the APO becomes immediately due and payable to the County as set forth in the APO. If,
however, the landowner submits written documentation that the violations has been corrected prior
to the time the penalty becomes due and payable the County shall verify compliance and adjust the
penalty to an amount the landowner would have owed had the penalty been paid on the date the
landowner submitted written documentation of compliance. Written documentation of compliance
may include a written validation of compliance issued by the SWCD.

However, if the County determines the violation was not fully corrected, the County shall notify the
landowner by issuing a written letter of determination and depositing it in the U.S. Mail. Any
determination sent by U.S. Mail shall be deemed received three business days after the letter of
determination has been deposited in the U.S. Mail. The landowner shall have an additional 20 days
after receipt of the letter of determination to pay the penalty or the time period specified in the APO
as issued, whichever is later. The penalty will continue to accrue until the violation is corrected as
provided in the Corrective Action Notice and APO.
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6.3.5 Referral for collection of penalty. All penalties and interest assessed under an APO must be paid
by the landowner. All payments shall be made payable to the County. Any penalty or interest not
received in the specified time may be collected by the County using any lawful means, including, if
lawful, recovery by additional property tax or by recording a lien against the property.

6.3.6 Reporting and documentation. The SWCD shall maintain the following records for any potential
violation of the riparian protection and water quality practices requirements. Said records shall
include but are not limited to the following:

iv.  The cause of the violation;
v.  The magnitude and duration of the violation;

Vi. Documentation showing whether the violation presents an actual or imminent risk to public
health and safety;
vii. Documentation showing whether the violation has the potential to harm to the natural
resources of the state;
viii. A record of past violations;

ix. Efforts by the SWCD, County, Watershed District or BWSR to assist the responsible party or
parties to become compliant, including written and oral communications with the
responsible party or parties ; and

X. Past and present corrective action efforts by the responsible party or parties.
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Department Information

ORIGINATING DEPARTMENT:
Highway

REQUESTOR:
Andrew Sander

Request for Board Action

BOARD MEETING DATE:
September 5, 2017

Commissioner's Report

REQUESTOR PHONE:
(320) 842-5251

Agenda Item Details

BRIEF DESCRIPTION OF YOUR REQUEST: Contract Approval for County Wide Striping 2017

AGENDA YOU ARE REQUESTING TIME ON:
September 5, 2017

ARE YOU SEEKING APPROVAL OF A CONTRACT?
no

IS THIS MANDATED?

yes

EXPLANATION OF MANDATE:
Statute

BACKGROUND/JUSTIFICATION:

County wide Striping for 2017 were opened on August 30, 2017

PREVIOUS ACTION ON REQUEST / OTHER PARTIES
INVOLVED?

none

Budget Information

FUNDING: State, County

Review/Recommendation

COUNTY ATTORNEY:
Danielle Olson

COUNTY ADMINISTRATOR:
Kelsey Baker

RECOMMENDATIONS:

RECOMMENDATIONS:

XXX XXX
COMMENTS: COMMENTS:
XXX XXX

Board Action

Motions
___JFox ___ GHendrickx __ EPederson ___ PPeterson ___ ERudningen
Action Vote
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Swift County Highway Department

BID TABULATIONS: Maintenance Striping
August 30, 2017

County Wide Annual Maintenance Striping:

CONTRACTOR BID
Traffic Marking Service, Inc. $23,330.59
AAA Striping Service Co. $26,920.34
Budget $35,000.00
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Request for Board Action

BOARD MEETING DATE:
September 5, 2017
Commissioner's Report

Department Information

ORIGINATING DEPARTMENT: REQUESTOR: REQUESTOR PHONE:
Policy Committee & Human Catie Lee 320-843-6301
Services

Agenda ltem Details
-]
BRIEF DESCRIPTION OF YOUR REQUEST:

Approve the following county policies:

201 - Personnel Policy Manual

204 - Conflict of Interest

215 — Acceptable Use

401 — Swift County Investment Policy

Approve the following Departmental policy:

Human Services

1.403 — Administration of Overtime and Compensatory Time

AGENDA YOU ARE REQUESTING TIME ON: ARE YOU SEEKING APPROVAL OF A CONTRACT?

Consent No

IS THIS MANDATED? EXPLANATION OF MANDATE:

Yes County Board action needs to be taken to review
and approve the policy

BACKGROUND/JUSTIFICATION:

These are all existing policies that have been reviewed, updated and recommended for approval.
PREVIOUS ACTION ON REQUEST / OTHER PARTIES Click here to enter text.
INVOLVED?

Budget Information

FUNDING: n/a

Review/Recommendation
]

COUNTY ATTORNEY: COUNTY ADMINISTRATOR:
Danielle Olson Kelsey Baker
RECOMMENDATIONS: RECOMMENDATIONS:
Click here to enter text.

COMMENTS: COMMENTS:

n/a None
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Policies for Board Approval

This packet contains the following Policies:
County Policies
201 - Personnel Policy Manual — updated changes with new union contracts
204 — Conflict of Interest — No significant change
215 — Acceptable Use — No significant change

401 - Swift County Investment Policy — No Change

Departmental Policies
Human Services

1.403 Administration of Overtime and Compensatory Time — Updated
policy to comply with new union contract language
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Policy Name Personnel Policy Manual

Policy Number 201

Origination Date 01/01/2005

Board Approval Date 09/05/2017

Policy Owner Administrator

Responsible Personnel | All County Employees

Regulatory Minnesota Statute 471.661 and IRS rules (Includes but not limited

Requirement to Federal laws, MN Statutes, Mn Rules, or other regulators)

Cross References (Includes but not limited to Department processes, workflows, guidelines or other
policies etc...)

Attachments

Policy Purpose

It is the purpose of this policy manual to establish and maintain a uniform system
for Managing personnel matters; to comply with applicable employment laws;
union contracts; and to provide for the standards, terms and conditions of
employment with Swift County.

Policy

It is intended, by adoption and periodic amendment of these policies and procedures, to provide
a guide for employees of the County in their routine work activities and relationships to the
extent that the objectives of both Swift County and individual employees can be achieved.

Table of Contents:

201.050 General Provisions
201.051 Purpose and Scope
201.052 Equal Employment Opportunities
201.053 Applications and Amendments
201.054 Administrative Policies
201.055 Violation

201.100 Conditions of Employment
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201.101

201.102

201.103

201.104

201.105

201.106

201.107

201.108

201.109

201.110

201.111

201.112

201.113

201.114

201.115

201.150

201.151

201.152

201.153

201.154

201.155

201.156

201.157

201.200

201.201

201.202

Acknowledgment of Policies
Workweek

Working Hours

Overtime

Compensatory Time

On-Call Time

Emergency Closings

Time Records

Personal Use of County Vehicles
Travel, Meals, and Other Expenses
Outside Employment

Gifts

Conduct, Appearance, and Uniforms
Use of Drugs and Alcohol Prohibited

Prohibited Political Activities

Employee Benefits

Fringe Benefits

Insurance Benefits
Health/Medical Insurance

Health Care Savings Arrangement
Life Insurance

Disability Insurance

Other Benefits

Employee Safety and Welfare

Employee Suggestions

Safety
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201.203

Accidents or Loss of License

201.250 Vacation and Leave
201.251 Qualified Employees
201.252 Vacation
201.253 Holiday Leave
201.254 Sick Leave
201.255 Coordination of Leave with Workers’ Compensation
201.256 Bereavement Leave
201.257 Unauthorized Absence
201.258 Jury or Court Leave
201.259 Unpaid Leaves of Absence
201.260 Military and Emergency Leaves
201.261 Emergency Services Volunteer
201.262 Suspension of Paid Leave
201.263 Family Medical Leave Act of 1993
201.264 Donation of Leave

201.300 Employee Orientation and Evaluation

201.301

201.302

201.350

201.351

201.352

210.353

Employee Orientation

Performance Evaluations

Employee Development

Training Opportunities

County Initiated Training

Training or Schooling Requested by Employee

37



201.400

201.401

201.402

201.403

201.404

201.405

201.406

201.407

201.408

201.409

201.410

201.411

201.412

201.413

201.414

201.415

201.450

201.451

201.452

201.453

201.454

201.500

201.501

201.502

Employment Practices

Policy Statement

Determination of Open Position
Recruitment Protocol

Selection Process

Appointment and Notification
Recruitment and Selection of Department Heads
Types of Appointments

Promotions, Transfers, and Demotions
Probationary Period

Nepotism Policy

Compensation

Comparable Work Value

Pay Period

Paydays

Resignation and Retirement

General
Unauthorized Absence
Retirement

Exit Interviews

Disciplinary Action

General

Types of Discipline
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201.550 Grievance/Appeal Procedures

201.551 General
201.552 Procedures

201.700 Anti-Harassment Policy
201.701 Policy
201.702 Definitions
201.703 Procedures
201.704 Types of Sexual Harassment
201.705 Employer Liability
201.706 Affirmative Action
201.707 Equal Employment Opportunity
201.708 Documentation
201.709 Confidentiality and Data Practices
201.710 Acknowledgment of Policy Form
201.711 Harassment Report

201.750 Code of Ethics

201.751

201.752

201.753

201.754

201.800

201.801

201.802

Dedication to Values
Dedicated Service
Conflict of Interest

Values and Principles

Drug and Alcohol Testing

Testing

Procedures
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201.803 Administrative Responsibility

201.850 Urine and Blood Sample Collection
201.851 Purpose
201.852 Policy
201.853 Procedures
201.854 Administrative Responsibility
201.900 Drug Screening Consent/Refusal Form
Procedure
201.050

General Provisions

201.051 - Purpose and Scope

(A) It is the purpose of this policy to establish a uniform and equitable system of personnel
administration for employees of the county.

(B) The Personnel Policies established and adopted for the county are set out in the
following articles. Upon adoption of these policies by resolution of the County Board
(the “Board”), the policies shall constitute, and be referred to as, the official "Personnel
Policies" of Swift County (the “County”). The provisions hereof shall apply to all
employees of the County, except that, in case of conflict between applicable statute or
ordinance, the statute or ordinance, shall prevail. Responsibility and authority for
implementation and administration of these policies is vested in the County
Administrator through the Board, except as otherwise specifically provided herein.

(Q) Any employee included in a collective bargaining agreement entered into in accordance
with Public Employment Labor Relations Act shall be exempt from any provision in this
policy which is inconsistent with such collective bargaining agreement. Any employee
within the jurisdiction of a personnel board or civil service commission established
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under Minnesota Statutes Chapter 44, 419, or 420 is exempt from any provision of this
part which is inconsistent with such a statute or rules and regulations adopted
thereunder.

Nothing in this policy is intended to modify or supersede any provision of the Veterans
Preference Act.

Statutory elected officials shall be considered employees, but exempt from the
provisions of this policy when inconsistent with said statutes. Should said statute not
address any regulation or rule of procedure prescribed for these policies, then said
employee shall be subject to that regulation or rule of procedure under the County
system.

201.052 - Equal Employment Opportunities

(A)

Except as otherwise provided by law, these personnel policies shall be applied without
regard to race, color, age, creed, sex, national origin, physical handicap, political
affiliation, or religious convictions.

201.053 - Applications and Amendments

(A)

(B)

These personnel policies and any amendment thereto, unless otherwise specified in the
resolution adopting the amendment, shall be applicable to all present and future
employees of the County.

Nothing in these policies is, or is intended to be, a contract of employment between the
County and any employee or person offered employment, or grant a right to any such
employee or person to be continued in the employment of the County, or to limit the
right of the County to discharge any of its employees.

The Board reserves the right to alter or eliminate any benefit and to revise these
policies. Any such alteration, elimination, or revision shall be applicable to current, as
well as future, employees.

Amendments to these policies may be proposed by the Policy Committee, Personnel
Committee, County Administrator, or any member of the Board. No part of this policy
may be changed or deleted without said amendment being placed on the agenda of a
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regularly scheduled Board meeting for discussion, discussion held, and motion made to
place final disposition of said amendment, as an agenda item, for the next regularly
scheduled meeting of the Board.

201.054 - Administrative Policies

(A) The County Administrator may issue administrative policies for the purpose of
enforcement, implementation, or clarification of these personnel policies. Such policies
shall be effective on the date specified and shall be placed on record. These policies are
open to public inspection during normal working hours. In case of any conflict between
the personnel policies and any administrative policies, the personnel policies shall
prevail. The Board may, by resolution, repeal any administrative policy.

201.055 - Violation

(A) Violation of these policies may result in disciplinary action in accordance with these
policies and/or applicable collective bargaining agreement.
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201.100

Conditions of Employment

201.101 - Acknowledgment of Policies

(A) Each employee shall be given a copy of these personnel policies, shall acknowledge
receipt in writing on a form provided, and shall state on this form that they have read
the personnel policies and agree to abide by them.

201.102 - Workweek

(A) The standard workweek shall be forty (40) hours, with the exception of exempt
employees. The County's workweek is declared to be a seven consecutive day period
commencing at midnight Saturday and ending at midnight the following Saturday.

201.103 - Working Hours

(A) Normal working hours are 8:00 a.m. to 4:30 p.m. Supervisors may require/approve
employees working on other schedules as dictated by departmental needs and based
upon the nature of the assignment.

(B) Employees who work a standard eight (8) hour day are entitled to one fifteen (15)
minute break before noon and one fifteen (15) minute break in the afternoon.
Employees should not normally be scheduled to work longer than 3 hours without a
break. Employees who work other than normal schedules may take breaks depending
upon the constraints of the working conditions within each department as determined
by their supervisor.

(Q) Meal breaks are to be taken at times approved by the applicable department head.
Supervisors will insure that employees have the opportunity to take scheduled meal
breaks. The meal break shall consist of 30 minutes without pay. Law enforcement
personnel will take meal breaks while on duty. Longer meal breaks may be arranged,
with the approval of the applicable supervisor, by working additional time before or
after the normal work day.
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(D) All breaks should be scheduled so that a department is not left unattended during
normal business hours.

201.104 - Overtime

(A) The County provides overtime compensation to employees to whom the Federal Fair
Labor Standards Act. Overtime must be approved by the applicable supervisor and will
be taken in the form of compensatory time off unless paid overtime is approved by the
same supervisor.

201.105 - Compensatory Time

(A) The County shall keep records of all accrued compensatory time.

(B) Overtime to be credited as compensatory time shall be awarded only if the work was
approved in advance by the appropriate supervisor or in a situation determined to be an
emergency by the supervisor or County Administrator.

(Q) Compensatory time off must be approved in advance by the applicable supervisor.

(D) The maximum accumulation of compensatory time, eligibility for compensatory time,
and other overtime payment requirements will be governed by the Fair Labors
Standards Act, as amended, and applicable regulations.

201.106 - On-Call Time

(A) Hourly employees will be compensated for on-call time in accordance with the
applicable collective bargaining agreement.

201.107 — Emergency Closings

(A) Weather Related - County offices will not be officially closed due to weather conditions.
Employees who are not able to come to work, due to poor weather conditions, must use
vacation, time without pay, sick leave, or compensatory time for the time absent. It is a
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(B)

(€)

condition of employment with the County that all employees are available to report to
work under extreme weather conditions or in the event of an emergency response.

Emergency-Related (Toxic Spill, Hostage Situation, etc.) - When a short-term (less than 8
hours) emergency exists, the County Board or its designee may choose to close one or
all County offices. Unless determined otherwise by the County Board, employees will
not have to use vacation, time without pay, sick leave, or compensatory time for the
time the offices are closed.

Closing Protocol During Regular Office Hours - When an emergency has been declared
during normal business hours (Monday through Friday, 8:00AM to 4:30PM), the County
Board or its designees should notify all the building sites affected by the emergency
(Courthouse, Environmental Services, Highway and/or Human Services) in a timely
manner. It will be the responsibility of the designated person in each building site to
notify its employees.

Closing Protocol During Non-Office Hours - When an emergency has been declared
during other than normal business hours (after 4:30PM on normal business days or
between 4:31PM Friday through 7:59AM Monday), the County Board or its designee
should provide notification to the Benson-based radio stations of such determination.
This notice should be in as timely a manner as possible.

201.108 - Time Records

(A)

Employees will keep an accurate record of hours worked on the standard County
timesheet and submit such record to their supervisor. Supervisors are responsible for
verifying the accuracy of the time records submitted.

201.109 - Personal Use of County Vehicles

(A)

Personal Use Defined — Personal use is any use of a County vehicle other than that
required to perform an employee’s assigned duties. Examples of personal use would
include:

(2) Use of a County vehicle for commuting to and from your normal place of work;
(2) Taking a County vehicle home for the evening or for breaks;
(3) Shopping for and/or transporting items that are not job related;

(4) Transportation of family members or others not directly related to County
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business. However, family members attending a conference or seminar with a
County employee may be passengers in a County vehicle; and

(5) Any other non-work use of a County vehicle.

The first two items on this list, i.e. commuting and breaks, are not applicable to
emergency vehicles assigned by the Sheriff’s Department. However, all other items are
applicable to that department.

(B) Except in the case of an emergency, any ongoing personal use of a County vehicle must
have prior Board approval. The Board, or a department head on an occasional or
incidental basis, may also direct an employee to take a vehicle home if it is to the
County’s advantage to do so. Board approval does not remove the tax consequences of
personal use.

(Q) Internal Revenue Services (IRS) rules and regulations will be followed when employees
are allowed the personal use of a County vehicle. Those rules and regulations require
the employer to report vehicle benefits as income to the employee on their annual W-2
form. The amount of that income will be determined by either a mileage rate (the
current IRS mileage rate) or an imputed annual lease rate (the current IRS lease rate)
less any business use.

(D) Employees must track and report to the Auditor’s office any personal mileage accrued
on a County vehicle by the first work day following the end of the calendar year.

201.110 - Travel, Meals, and Other Expenses

(A) It is intended that this policy conform to Minnesota Statute 471.661 and IRS rules
governing expenses incurred by employees and elected officials in the conduct of County
business. Department Heads shall be responsible for reviewing expense records to assure
accuracy. All requests for reimbursement must be on the proper form, include original
receipts, and are to be approved by the applicable supervisor or department head.

(B) Expenses incurred in the course of an employee’s official duties (i.e. meals, parking,
lodging, mileage, registration fees, etc.) will be reimbursed by the County.
Reimbursement will not be allowed for meals within Swift County unless approved by the
applicable department head. When an employee chooses not to take advantage of
meals, or other benefits, already paid for or included in registration fees, and therefore
creates additional expenses, those expenses shall not be eligible for reimbursement.
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(D)

(E)

(F)

(G)

The conference/training topic and information obtained must be to the benefit of the
County. Benefits to the County may include but are not limited to the improvements to
the operation of the County and the respective department, communication with state
and federal offices; cooperation or communication with other local government
jurisdictions; meetings requiring the presence of an elected official; representation of
the County on national, state, or inter-jurisdictional committees; and professional
development.

Employees are encouraged to use County pool vehicles whenever possible. When
employees use their personal vehicles for County business, mileage will be reimbursed
at the current IRS mileage rate.

Location of Conference: When a conference or seminar is scheduled at several locations,

the location in or nearest Swift County should be selected.

The use of public transportation is encouraged and will be reimbursed for the actual cost.

Meal reimbursement, for expenses incurred outside of Swift County, is allowed at the
following maximum rates: Breakfast - $10.00; Noon - $12.00; and Evening meal - $18.00.
For county related travel exceeding 24 hours meals may be aggregated up to $40.00 per
day. Employees may purchase groceries in lieu of restaurant meals; reimbursement will
follow the meal reimbursement schedule. Meal gratuity and alcoholic beverages are
not reimbursable expenses.

Out of State Travel

(H)

(1)

Scheduled out of state travel for conferences & training must first be presented to the
department head and then to the county administrator for approval. Unexpected out of
state travel must pertain to official county business and must be reported to the
department head and then the county administrator as soon as practically possible.
Border communities to the state of Minnesota will not be considered as out of state

travel for these purposes.

The cost of the conference, institute or training program, and related travel must be

within the annual travel expense budget approved by the County Board. Exceptions may
be made with the approval of the County Board. If included in the departmental budget,
the County will pay up to $3000 per employee, per event for applicable registration,
lodging, and transportation costs.
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Use of Air Transportation: Any County elected official or employee traveling on County
business and utilizing air transportation shall be reimbursed for travel expense by coach
airfare rates when such accommodations are available.

Travel Expenses for Spouse, Other Members of Family or Non-County Employees

(K)

If an employee's or elected official's spouse, family member, or any non-County
employee accompanies a County employee on a business trip, any portion of the
expenses attributable to the spouse, family member or non-County employee's travel,
meals, lodging, etc. are not reimbursable under any circumstances. (If a spouse, family
member or non-County employee accompanies an employee on a business trip, the
reimbursable business expense for transportation and lodging is the single rate cost of
accommodations for the employee.)

Driver's License/ Liability Insurance

(L)

Elected officials or employees shall not drive vehicles on County business without a valid
Minnesota Driver's License of the appropriate classification. Employees are required to
have at least the minimum liability limits as set in effect on all vehicles used for County
purposes or while performing County business. The County may at any time require
proof of such insurance.

201.111 - Outside Employment

(A)

An employee may engage in employment outside of County employment as long as
employment does not constitute a conflict of interest with their County employment,
the employee’s efficiency while working for the County is maintained, and the hours of
the employee's other employment do not interfere with the hours required of the
employee by the County. No work relating to the employee’s other employment may
be performed during their County work hours.

201.112 - Gifts

(A)

No employee of the County, or County official, shall solicit, receive, or accept, directly or
indirectly, any gift, gratuity, reward, favor, entertainment, remuneration, loan, or any
other thing of monetary value, from any person who has, or is seeking to obtain, a
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(B)

contractual, business, financial, or other relationship with the County.

Employees may be permitted to accept food and refreshments in the ordinary course of
a business meeting or during an inspection tour where an employee is properly in
attendance. Employees may be permitted to accept promotional material such as pens,
pencils, note pads, calendars, and other items of nominal value that have not been
solicited by the employee.

201.113 - Conduct, Appearance, and Uniforms

(A)

(B)

Employee Conduct - All employees and elected officials are expected to conduct
themselves in a manner which reflects favorably on the County and which demonstrates
tact, courtesy, and good judgment.

Employee Appearance - Dress should be appropriate for the position held. It is
important that an employees’ attire reflects favorably on the County and their
department. Although it is not possible to detail every article of attire that may be
appropriate, it is expected that employees use good judgment and common sense when
selecting their attire and addressing their personal appearance and hygiene. For those
working in an office setting, business casual should be the minimum standard applied.
Those working in the elements or dirty environments have need for more rugged,
durable clothing. Clothing should be in good repair and serviceable.

Advertisements on Clothing/Hats - Employee clothing and hats will not reflect any
business advertisement, other than the manufacturer’s or designer’s name.

Employee Uniforms - When uniforms are either paid for, or provided by, the County they
will be worn. Uniformed employees who choose to wear hats will wear uniform hats only
when on duty. Uniforms, including hats, are not to be worn when off duty.

201.114 - Use of Drugs and Alcohol Prohibited

(A)

Employees are prohibited from the illegal manufacture, distribution, possession of,
selling of, dispensing, consuming, using or being under the influence of any type of
illegal, illicit or unauthorized drug or controlled substance or alcohol in buildings or
grounds owned or leased by Swift County, or while operating any vehicle owned or
leased by Swift County.
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(B) In the event that an employee is using any type of drug, narcotic, or controlled
substance, which is prescribed by a physician or is an over-the-counter medication,
which impairs or may impair the individual’s ability to perform their duties, the
individual has the affirmative duty to inform their supervisor.

(Q) Failure to comply with this policy will result in disciplinary action under these personnel
policies.

201.115 - Prohibited Political Activities

(A) County employees are neither appointed to nor retained in County employment on the
basis of their political activity, but rather on the basis of their merit, fitness,
performance, and ability.

(B) No employee of the County shall directly or indirectly, during his or her hours of
employment, solicit or receive funds.

(Q) An employee or official of the County may not use official authority or influence to:

(1) Compel a person to apply for membership in or become a member of a political
organization;

(2) Pay, or promise to pay, a political contribution; or
(3) Take part in political activity.

The County may not impose or enforce additional limitations on the political activities of
its employees.
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201.150

Employee Benefits

201.151 - Fringe Benefits

(A) Subject to annual policy and budgetary action by the County Board, such benefits as the
Board may deem appropriate may be offered to employees and Commissioners. Fringe
benefits may be increased, decreased, or eliminated at any time by action of the Board,
and such action may apply to all current and future employees. All benefits commence,
or begin to accrue, on the first day of employment.

201.152 — Insurance Benefits

(A) The Plan - It is the policy of the County to maintain an insurance benefit plan (the
“Plan”) for employees which may include, but is not limited to, the following group
coverages: health/medical; life; disability insurance; and other group insurances that
may become available through action of the Board. The Plan shall be available to
employees scheduled to work a minimum of 24 hours per week and shall not be
available to employees appointed to temporary, emergency, seasonal, or intermittent
positions. The Board shall determine annually the County paid portion of the Plan.

(B) Qualified Employees — Employees scheduled to work 24 hours per week, or more, are
qualified employees. The County will pay on a pro-rated basis for employees scheduled
to work a minimum of 24 hours per week (60% of employer’s portion) but less than 30
hours per week (75% of employer’s portion). Employees who work 30 hours per week, or
more, are consider full-time for health insurance benefits (100% of employer’s portion).

(C) Waiver of Coverage - An employee may request a waiver to be excluded from certain types
of coverage if the employee is covered through a similar employment benefit of a spouse or
significant other.

(D) Start Date - New Employees are required to obtain and return application forms related to
insurance benefits within five working days from the first day of employment. Enroliment in the
selected insurance plan shall begin on the first day of the month following their first day of
employment. If a new employee starts on the first day of the month, their insurance
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benefits will start on the same day.

(E) Termination of Coverage —

(1) Coverage under the Plan terminates with the termination of employment or the last
day of the month for which the premium is paid by the County. Said termination of
coverage depends on the various contracts with insurance providers. Certain types
of coverage may be continued at the employee's expense for the period allowed
under federal law known as COBRA. Terminating employees are required to notify
the County Auditor’s office of their intent to continue coverage under COBRA.

(2) Employees who have a minimum of 8 years of continuous service or elected officials
who have served 2 full terms with the County may extend health insurance coverage until
Medicare coverage is available, only if the employee pays the full premium.

201.153 — Health/Medical Insurance

(A) Single coverage is provided for qualified employees working a minimum of 30 hours per
week at no cost to the employee.

(B) Depending on the nature and components of the health/medical insurance plan, and the
contracts with various insurance underwriters and providers, optional coverages for dependents
may be included. The County Board shall determine the annual County paid portion of
the dependent insurance benefit plan.

201.154 — Health Care Savings Arrangement

(A) Introduction —

(1) The County has adopted the Health Reimbursement Arrangement for Active
Employees. Each year, the County will contribute a fixed amount to an account
established in the employee’s name. The County will also make available a
major medical health plan with relatively higher deductibles, co-pays, and/or co-
insurance than may have been offered in the past. These benefits are intended
to complement one another. Used appropriately, they will provide the
opportunity to maximize the value of long-term health coverage.

(2) The Health Reimbursement Arrangement for Active Employees is made
available through the Minnesota Service Cooperatives VEBA Plan and Trust (the
“VEBA”). ltis intended that this arrangement constitute a voluntary employees’
beneficiary association under Section 501(c)(9) of the Internal Revenue Code. A
detailed description of this arrangement is provided in the VEBA Plan Summary.
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(B)

(©)

(D)

(E)

(F)

Eligibility — All non-union employees, and others as provided for in their
collective bargaining agreements, are eligible to receive employer
contributions to their individual accounts.

Source of Funding — The Health Reimbursement Arrangement for Active
Employees is funded entirely with County contributions.

Employer Contributions

(1) If you are eligible to participate and do not waive coverage in one of the
appropriate county sponsored health insurance plans, the County will make an
annual contribution to individual accounts under the Health Reimbursement
Arrangement for Active Employees in accordance with the following schedule:

e $1,125 for each eligible employee who elects single coverage under the
group health plan described in Subdivision (E); and
e $2,250 for each eligible employee who elects family coverage under the
group health plan described in Subdivision (E).
Contributions are dependent and subject to participation in the County’s
participatory wellness program as outlined in Section 201.154.B. Half of the
contribution will be withheld from employees that fail to meet the minimum
participation level in the County participatory wellness program.

(2) Contributions for employees starting on or after January 16th will be prorated
for the number of months participating during the year, i.e. six months would
qualify for 6/12s of the normal annual contribution.

(3) The County also agrees to pay all fees for administration of the VEBA for active
employees.
(4) Any employee leaving County service will have a prorated portion funded

withheld from their severance and last pay check.

Group Health Plan — Employer shall also make available the group health
plan described as the “VEBA Plan”.

Administrative Fee — Administrative fees allocable to individual accounts of active
employees shall be paid by the County. Administrative fees allocable to the individual

accounts of former employees, including retirees, shall be paid from individual accounts.

Administrative fees shall be paid from individual accounts of all participants in the event
the VEBA Plan is terminated.
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(G)

Impact on Other Arrangements —

(1) This policy supersedes and revokes all previous policies on this matter,
including, to the extent applicable, other written or oral statements of policy
and procedure that address other welfare benefits. The policies and procedures
outlined herein are not intended to create any contractual rights or duties, and
will be applied at the County’s discretion. Although contributions made to
employee accounts in the Health Reimbursement Arrangement for Active
Employees are irrevocable, the County may amend or terminate its
contributions policy at any time.

(2) Employment with the County is “at-will,” which means that either
the employee or the County are free to terminate the employment
relationship at any time, with or without notice. Your at-will status is
not altered by any statement in this policy.

201.154.A — Health Savings Account

(A)

(B)

©

Introduction —

(2) The County may adopt a High Deductible Health Plan for group health plan in
which a Health Savings Account may be used. Contributions to the HSA may be
made pre-tax under a Section 125 Cafeteria Plan. Individual contributions are
deducted pre-tax via payroll deduction. The employee, the employer, or both
may make contributions to the HSA account.

Eligibility — All non-union employees, and others as provided for in their
collective bargaining agreements, are eligible to receive employer
contributions to their individual accounts and may made additional
individual contributions pre-tax via payroll deduction.

Employer Contributions

(1) If you are eligible to participate and do not waive coverage in one of the
appropriate county sponsored health insurance plans, the County will make an
annual contribution to individual accounts under the Health Savings Account for
Active Employees in accordance with the following schedule:

e $1,125 for each eligible employee who elects single coverage under the
group health plan described in Subdivision (D); and
e 52,250 for each eligible employee who elects family coverage under the
group health plan described in Subdivision (D).
Contributions are dependent and subject to participation in the County’s
participatory wellness program as outlined in Section 201.154.B. Half of the
contribution will be withheld from employees that fail to meet the minimum
participation level in the County participatory wellness program.
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(2) Contributions for employees starting on or after January 16th will be prorated
for the number of months participating during the year, i.e. six months would
qualify for 6/12s of the normal annual contribution.

(3) The County also agrees to pay all fees for administration of the HSA for active
employees.
(4) Any employee leaving County service will have a prorated portion of the

employer funded portion withheld from their severance and last pay check.

(D)  Group Health Plan — Employer shall make available at least one group
health plan that is a High Deductible Health Plan and HSA compliant.

(E) Administrative Fee — Administrative fees allocable to individual accounts of active
employees shall be paid by the County. Administrative fees allocable to the individual
accounts of former employees, including retirees, shall be paid from individual accounts.
Administrative fees shall be paid from individual accounts of all participants in the event
the HSA Plan is terminated.

(P Impact on Other Arrangements —

(1) This policy supersedes and revokes all previous policies on this matter,
including, to the extent applicable, other written or oral statements of policy
and procedure that address other welfare benefits. The policies and procedures
outlined herein are not intended to create any contractual rights or duties, and
will be applied at the County’s discretion. Although contributions made to
employee accounts in the Health Reimbursement Arrangement for Active
Employees are irrevocable, the County may amend or terminate its
contributions policy at any time.

(2)  Employment with the County is “at-will,” which means that either
the employee or the County are free to terminate the employment
relationship at any time, with or without notice. Your at-will status is
not altered by any statement in this policy.

201.154.B — County participatory wellness program

(A)  Atthe discussion of the Employer, a County participatory wellness
program maybe started. Half of the VEBA or HSA contribution will be
withheld from employees that fail to meet the minimum participation level
in the County participatory wellness program. Examples of participatory
wellness programs include:

e A diagnostic testing program providing a reward for participation
without basing any part of the reward on outcomes. The employer
will treat time spent completing diagnostic testing as a call out for
any employee that completes it during nonscheduled time. The
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(B)

(©)
(D)

(E)

employer may schedule additional training in conjunction with call
outs.

e A program providing a reward to employees for attending a
monthly, no-cost health education seminar.

Employees who fail to meet the minimum participation levels in the annual
wellness program will one half of their VEBA or HSA funds withheld the
next year. Employees who have funds withheld will have until June 30th
of the next year to complete the require elements in order to receive their
withheld contributions. Once the elements are completed, the employer
will fully fund that year’s contributions.

For 2014 all VEBA and HSA employer contributions will be fully funded.
Required participation levels

(1) For 2014 employees will only need to complete a health
guestionnaire.

(2) For 2015 and beyond, employees will need to complete a health
guestionnaire, possibly diagnostic (biometric) testing, and 3 health
wellness programs. The county agrees to offer a minimum of 12
health wellness programs throughout the year.

At least one employee of each union group and the non-union group will
be offered the opportunity to serve on the County Wellness Committee.
Employee representatives will be subject to approval of the respective
employee group and the County Board.

201.155 - Life Insurance

(A)

Unless otherwise specified in a collective bargaining agreement, the County will provide
a $30,000 term life insurance policy to all employees working 30 hours a week or more.
Life insurance for the employee’s spouse and dependents, as well as increased coverage
amounts is optional at the employee’s expense.

201.156 - Disability Insurance

(A)

All full-time (30 hours/week) employees of the County are covered by disability
insurance. If loss of work occurs due to disability, the employee is paid according to the
schedule of benefits described in the policy. A short-term disability policy provides for
$800 per month in benefits and a long-term policy provides for $1,000 (per month.
Additional coverage is available at employee expense.
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201.157 — Other Benefits

(A) Flexible Spending Account - The County has a Flexible Spending Account (FSA)
integrated into the Plan. The FSA plan is for employees who choose to pay for certain medical
and day care expenses on a pre-tax basis. The employees must declare the amount
he/she wishes to pay on a pre-tax basis each year. The total amount declared by the employee
will be withheld equally from each paycheck. The minimum amount allowable per year
for FSA expenses is $100.00. The maximum advance amount for health care expenses is
$5,000. When expenses are incurred, the employee shall complete a reimbursement
voucher in order to receive reimbursement for the expenses from the plan administrator. If at
the end of the year the employee's actual expenses are less than the estimated expenses,
the employee shall forfeit those funds. Claims may be made up to 60 days after yearend.
Reimbursement forms can be obtained in the Auditor's Office.

(B) Deferred Compensation Plan - Each employee has the option of participating in one of the
Qualified Deferred Compensation Plans offered.

Q) Annual Event - The County shall hold an annual Employee Recognition Dinner and Awards
Presentation to recognize the longevity and significant achievements of its employees and
elected officials. All County employees and elected officials, with the exception of seasonal
employees, are entitled to attend this annual event with another person of their choosing
without cost.

(D) Government Cellular Telephone Program - All County employees, i.e. all those who are
housed in County-owned buildings, and those who are retired from the County, are
eligible for a government Cellular Telephone Program.

201.200

Employee Safety and Welfare

201.201 - Employee Suggestions

(A) Employees are encouraged to submit suggestions to their supervisor, department head,
County Administrator, or Commissioner for improving the efficiency and effectiveness of
County government. If so requested by the employee making the suggestion, the
suggestion will be handled in a confidential manner.
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201.202 - Safety

(A)

(B)

(E)

The County shall at all times provide the safest working conditions possible. It is the
duty of each department head to establish safety regulations, to instruct workers in
accident prevention, and to provide safety meetings for employees on a regular basis.

The County shall provide the proper tools and equipment necessary for a safe work
environment. It shall be the duty and responsibility of each employee to operate and
use all tools and equipment in a safe and careful manner. Each employee shall be
responsible to insure that all safety equipment and rules are used and followed at all
times and it shall be the employee's responsibility for insuring that he or she is familiar with the
safe and proper use of any tool or piece of equipment before its use. Any employee who has
a question concerning a safety practice should inquire of their supervisor.

The County will comply with all provisions of "Employee Right to Know" legislation and will
provide the required technical and health related information regarding hazardous
substances in the workplace according to the specified procedures in the act.

Every County building will conduct at least one fire drill and one tornado drill annually.
The tornado drill will coincide with tornado education week.

All employees are responsible for complying with all the provisions of the County's
safety manual and for reporting any unsafe conditions.

201.203 - Accidents or Loss of License

(A)

(B)

If an employee sustains an on-the-job injury or causes damage to County owned
equipment or to public or private property while on duty, the employee shall
immediately report the facts of the incident to their supervisor. The supervisor shall
first secure medical aid for the injured employee and then promptly file all required injury
reports with the Auditor's office.

If, while operating a County vehicle or a privately owned vehicle in the performance of
official County business, an employee is involved in an accident resulting in personal
injury or property damage, the employee shall:

° Immediately notify their supervisor;
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(€)

. File all reports required by state law; and
. Provide information and copies of all reports filed to their immediate
supervisor.

Employees who drive or operate County vehicles and/or equipment must notify their
supervisor immediately if their driver’s license is revoked, lost, stolen, cancelled, or
suspended.
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201.250

Vacation and Leaves

201.251 — Qualified Employees

(A)

(B)

Permanent, full-time employees are qualified for all leave benefits. Sick and vacation
leaves are for employees who were hired on or prior to December 31, 2013 and who did
not convert to paid-time-off leave. Paid-time-off leave is for those employees hired on
or after January 1, 2014 and those employees that were hired prior to January 1, 2014
and chose to convert to paid-time-off leave.

Temporary/seasonal employees are not entitled to any type of leave (sick leave,
vacation leave, paid-time-off leave, jury or court leave, education leave, bereavement
leave) or holidays with pay.

Permanent, part-time employees earn prorated vacation and sick leave or PTO leave
depending on their normally scheduled hours, i.e. half-time employees earn half the
listed amount of vacation or sick leave, etc.

201.252 - Vacation

(A)

(B)

All permanent, full-time employees accrue vacation at the rate listed below based upon
their year of service:

_Years Hours/Year Days/Year
Othru5 96 Hours 12 Days

6 thru 10 120 Hours 15 Days
11 thru 15 144 Hours 18 Days
16 thru 20 168 Hours 21 Days
21 and over 192 Hours 24 Days

Vacation time is accrued from the first day of official duty.
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(E)

(F)

(G)

Department head or supervisor approval must be granted prior to taking vacation.
Preference in approving vacation will be given to employees on the basis of seniority.
The department head may prepare a vacation schedule. Change of vacation scheduling
may be approved by the department head if in the best interests of the County.

Vacation leave shall not be taken in excess of hours accrued.

The maximum carryover of vacation leave allowed at calendar year end is 192 hours.
Lost hours will not be compensated.

Any employee leaving County employment in good standing, after giving proper notice
of such termination, shall be compensated for vacation leave accrued and unused to the
date of separation at their regular rate of pay. For employees who are not part of a
collective bargaining group, one hundred percent (100%) of such compensation shall be
paid into the employee’s VEBA account if they participate in a VEBA health insurance
plan.

All vacation leave balances for every employee in every Department shall be reported to
the County Auditor monthly and to employees at least quarterly.

201.252A - Paid-Time-Off

(A)

(B)

Employees hired on or after January 1, 2014 and after will automatically
be placed on the PTO Plan. Employees hired on or before December 31,
2013 may remain on the current vacation and sick leave plans or opt to
convert to the PTO plan. Once an employee choses to convert to the
PTO plan they cannot convert back.

Conversion Options. Optional for employees hired before January 1,
2014. Employee must make election by February 1, 2014 with the
conversion and transition occurring on March 1, 2014.

Unused accrued vacation balances shall be converted hour-for-hour to the PTO account
of each employee.

Unused accrued regular sick leave may be converted in one of two ways. Each
employee will determine how to convert his or her own individual sick leave balances. A
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(©

(D)

combination of both methods may be utilized. In that case, the employee will indicate
how many hours of accrued sick leave will be converted via method one and how many
hours will be converted via method two. The sick leave conversion decision is a one-
time decision and is irrevocable.

(2) Sick Leave Conversion Method One — earned, accrued sick leave
will be converted hour-for-hour to the Extended Sick Leave Bank
(ESLB).

(2) Sick Leave Conversion Method Two — earned, accrued sick leave
will be converted to PTO according to the following schedule:

0 to 5 years 10% of unused sick leave
6 to 10 years 25% of unused sick leave
11 to 15 years 50% of unused sick leave
16+ years 60% of unused sick leave

Extended Sick Leave Bank

The ESLB shall be available only to employees hired prior to January 1, 2014 and shall be
funded by sick leave converted from the sick leave banks of those employees that were
in existence prior to the creation of PTO.

For employees hired prior to January 1, 2014, absence due to illness, disability or injury
may be taken from the ESLB or from the PTO Plan, at the employee’s choice. However,
the supervisor may require acceptable medical verification before approving use of ESLB
time.

ESLB shall be paid 50% of their ESLB not to exceed 400 hours upon termination of
employment.

All regular full-time employees shall accrue paid PTO in accordance with
the following schedule, which shall be prorated based on full time
equivalency:

Length of Service Annual F.T.E
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(E)

(F)

(G)

(H)

0]

0 through 2 years 136 hours (17 days)

After 2 through 6 years 160 hours (20 days)
After 6 through 10 years 192 hours (24 days)
After 10 through 15 years 224 hours (28 days)
After 15 through 20 years 248 hours (31 days)
After 20 years 280 hours (35 days)

An employee may utilize PTO to the extent that it is earned.

Accumulation of PTO days is permitted but shall not exceed six hundred
(600) hours for employees hired prior to January 1, 2014 and four hundred
(400) hours for employees hired on or after January 1, 2014. Any excess
hours are forfeited. PTO will be accrued only when the employee is on
compensated payroll status. If the employee is not on fully compensated
status, PTO will accrue on a pro-rata basis. “Compensated payroll status”
means PTO time, working time or compensatory time.

Any employee with more than one (1) year of service who leaves the
employment of the Employer by reason of death, disability, retirement, or
resignation in good standing will be paid for his or her unused accrued
PTO time. Resignation in good standing means providing a written
resignation a minimum of 14 days before its effective date and the
resignation is accepted by the County Board when no charges or
allegations of misconduct are pending against the employee.

PTO can be used for any purpose, subject only to necessary request and
approval procedures consistent with departmental policy.

Non-emergency use of PTO must be requested in advance according to
departmental policies. Emergency use may require documentation of the
emergency. Non-scheduled PTO request may be denied. Failure to
follow departmental policies regarding advance approval or appropriate
emergency use of PTO may subject the employee to disciplinary action.

Medical Certification: A doctor’s certificate stating the nature and duration
of an iliness or injury and verifying that the employee is unable to perform
the duties and responsibilities of the employee’s position may be required
at the discretion of the supervisor before the use of emergency PTO is
approved. A statement attesting to the employee’s ability to return to work
and perform the essential functions of that employee’s position may also
be required before the employee returns to work.
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201.253 - Holiday Leave

(A)

(B)

The following are the official County holidays for all County employees, except as
otherwise provided herein:

New Year's Day January 1%

Martin Luther King’s Birthday 3" Monday in January

President's Day 3@ Monday in February

Memorial Day Last Monday in May
Independence Day July 4t

Labor Day 1%t Monday in September
Veteran's Day November 11t

Thanksgiving Day 4™ Thursday in November
Day after Thanksgiving Friday after Thanksgiving
Christmas Day December 25

Floating Holiday At Employee’s Discretion

Additionally, County offices will close at noon on Good Friday and Christmas Eve (when
Christmas Eve falls on a weekday). This will be considered holiday time. When
Christmas falls on a Saturday, employees shall work only until noon on the preceding
Thursday. When Christmas falls on a Sunday or Monday, employees shall work only
until noon on the preceding Friday. This will be considered holiday time. The Floating
Holiday may be used for personal leave, birthday, etc, with prior approval.

Whenever a holiday falls on Saturday, the preceding Friday shall be observed as the
holiday. When it falls on a Sunday, the following Monday shall be observed. When a
holiday falls within a period of paid leave (i.e. vacation, sick leave, etc.) the employee
shall be paid at their normal rate of pay for the holiday and the holiday shall not be
subtracted from the accrued leave.

If a permanent, full-time employee is required to work on a holiday, the employee shall
be granted an alternate day off in lieu of the holiday worked or, in the case of shifts
other than eight (8) hours, eight (8) hours compensatory time shall be granted.
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(E)

Permanent, full-time employees will receive eight (8) hours pay for a holiday. The
floating holiday must be taken as an 8 hour block. Permanent, part-time employees will
receive prorated holiday pay based upon their normally scheduled hours.

201.254 - Sick Leave

(A)

(€)

(D)

(F)

(G)

Full-time employees shall accrue eight (8) hours of sick leave for each month of
employment, cumulative to eight hundred (800) hours. Unused sick leave shall carry
over and be credited to the employee month-to-month.

Hours of sick leave earned after the 800 hour accumulation is reached shall be paid at
the end of each month. Any hours used from the 800 hour accrual must be replaced
before further payments are made.

Sick leave with pay shall be granted for the following reasons: Personal illness or
physical incapacity resulting from causes beyond the employee's control; iliness of a
member of the employee's immediate family that requires the employee's personal
attention; enforced quarantine of the employee in accordance with community health
regulations; childbirth or pregnancy disability; or an appointment with a doctor, dentist,
chiropractor, optometrist, or other medical professional. Immediate family shall include
sons, daughters, spouse, parents of an employee, or parents of the employee's spouse.
Immediate family may include a person in a similar role and shall be identified by the
employee in their personnel file.

In order to be eligible for sick leave with pay, an employee must report promptly to the
department head or supervisor the reason for their absence.

Sick leave of up to three days, for minor ilinesses, may be allowed by the department
head without a doctor's certificate. The department head shall be kept informed of the
employee's condition if the absence is of more than three days duration. The employee
shall submit a doctor's certificate ifrequired by the department head.

Claiming sick leave when physically fit, except as permitted in this section, will be cause
for disciplinary action.

While an employee is using earned sick leave, vacation time, or drawing Workman's
Compensation payments, the employee shall be considered to be working, for the
purpose of accumulating additional sick leave or vacation time.



(H)

(1)

()

(K)

(M)

All sick leave balances for every employee in every Department shall be reported to the
County Auditor monthly and employees at least quarterly.

An employee who is drawing Workman's Compensation shall be allowed to use as much of
their accumulated sick leave as necessary to insure a full monthly check.

Sick leave taken shall not be taken in excess of the hours accrued or in less than % hour
increments.

If the supervisor determines that an illness is impairing an employee's performance, the
supervisor may require the employee to use paid or unpaid leave.

If requested by the employee, and approved by their supervisor, compensatory time or
vacation leave may be used in lieu of sick leave.

An employee who has exhausted sick leave, and has not accrued compensatory or
vacation time, may be granted leave without pay if their supervisor approves. The

supervisor may require the employee to obtain a certificate of illness from a
licensed physician prior to granting such approval.

Employees terminating employment with Swift County shall receive, as severance pay,
fifty percent (50%) of all accumulated unused sick leave to their credit. Current hourly
rates of pay will be used in determining amount received. For employees who are not
part of a collective bargaining group, one hundred percent (100%) of sick leave
severance pay will be paid to the Employee’s VEBA account if they participate in a VEBA
health insurance plan.

201.255 - Coordination of Leave with Workers' Compensation

(A)

An employee receiving sick leave with pay or paid-time-off leave and simultaneously
receiving compensation under the Workers' Compensation Act shall, for the duration of
compensation under the Workers' Act, receive only that portion of regular salary which
will, together with said compensation, equal their regular net salary. Sick leave or paid-
time-off leave shall be charged accordingly. With appropriate leaves taken, the
employee may sign over their Workers' Compensation check to the County and in return
receive their regular salary.
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201.256 - Bereavement Leave

(A)

(B)

(€)

Every full-time, permanent employee is eligible to receive a bereavement leave with pay
of three (3) days to be taken within seven calendar days following a death of the
employee's spouse, brother, sister, children, children's spouse, mother, father,
grandparent, and grandchild, or the child, grandchild, mother, father, sister, or brother
of the employee's spouse. A person identified in an employee’s personnel file as “in a
similar role” shall also be included. The Board may grant additional days when
extenuating circumstances arise.

Permanent, part-time employees will receive prorated bereavement leave based upon
their normally scheduled hours.

Bereavement leave shall not be chargeable to any accrued leave account. Bereavement
leave will be treated as an approved holiday for pay purposes.

201.257 - Unauthorized Absence

(A)

Any unauthorized absence of an employee may result in disciplinary action. An
employee who is absent for three (3) consecutive days, without notice to their
supervisor, may be considered to have voluntarily resigned. If the supervisor
determines that extenuating circumstances existed, the absence may be charged to
leave, with or without pay, at the discretion of the department head.

201.258 - Jury or Court Leave

(A)

Permanent, full-time and part-time employees shall be granted time off with pay when
performing jury duty, when subpoenaed as a witness before any court of law in a case
involving the County, or when appearing before any court of law as a defendant in a civil
action arising from the employee's job with the County. Any money, except for travel
expense, granted to an employee serving on jury duty shall be remitted to the County.
An employee released from jury duty before the end of their normal workday shall
return to work. Temporary employees will be given time off for jury or court duty
without pay.

201.259 — Unpaid Leaves of Absence
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(B)

(F)

Leaves without pay of five (5) days or less may be granted by the department head.

Leave without pay of greater than five (5) days may be granted to an employee with the
written approval of their department head and action by the Board. A written request
shall be made by the employee to their supervisor for leave without pay. The Board may
extend such leaves up to a maximum of one (1) year, if circumstances warrant such
action.

No vacation, holiday, or sick leave shall apply or be accrued during a leave without pay,
nor shall any sick leave be granted to employees on unpaid leave.

Education/sabbatical leaves are considered unpaid leaves.

The County may temporarily fill a position during an employee's period of leave without
pay.

Fringe benefits shall not accrue during a period of leave without pay, nor will the County
make any contributions during such a period to retirement or group insurance
programs. However, qualified employees may participate in the group insurance
programs during such periods, provided the employee deposits, in advance with the
County, the amounts necessary to cover the total cost of the premiums for each month
of the leave period.

201.260 - Military and Emergency Leaves

(A)

(B)

Subject to the provisions of Minnesota Statutes Section 192.26, a full-time, permanent
employee who is a member of the National Guard or Reserve Forces under State or
Federal law shall be given up to fifteen (15) days annual military leave.

If the employee is required to continue with military service beyond the time for which
leave with pay is allowed, they shall be entitled to leave without pay.

201.261 - Emergency Services Volunteer



(A)

(B)

For the purpose of this policy, emergency services include fire departments, ambulance
services, first responder services, Red Cross, and the Salvation Army.

County employees who respond, as volunteers, to provide emergency services during
regular working hours will not be penalized for their response provided they have
previous permission from their department head or supervisor. The employee is allowed
to respond to an emergency call and is expected to return to work when the emergency
is over. The employee will be paid by the County for their normal work hours. No overtime
will be authorized. Any additional volunteer work must be done after regular working
hours or approved as vacation time. Department heads and/or supervisors may impose
additional restrictions.

Department heads may limit participation if County needs dictate an employee’s
presence, responses have been too frequent or time consuming, or employees have
abused their response privilege. Abuse may result in disciplinary action.

201.262 - Suspension of Paid Leave

(A)

The County reserves the right to postpone all leaves for an employee, or recall an
employee from paid leave, in the event of an emergency, except during a period of
authorized sick leave.

201.263 — Family Medical Leave Act of 1993

(A)

(B)

Swift County employees are allowed to exercise an option before a family medical leave
starts. Employees will be allowed to decide whether or not to use sick leave and
vacation leave while on family medical leave. Use of such leave is to start from the
commencement of the leave period. Once an employee has affirmatively decided to use
sick leave and/or vacation leave, it cannot be stopped and restarted during the period of
the family medical leave.

Employees who have worked for the County for over twelve months (not necessarily
consecutive) are eligible to have their insurance benefits continued, at County expense,
during a FMLA leave. Employees who are not eligible for FMLA have no continuation of
benefits outside of COBRA. This policy establishes a uniform policy for non-FMLA
medical leaves of absence granted by the CSSA Board or County Board.
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(Q) County Subsidy — For employees who are granted non-FMLA leaves by their applicable
Board, the County will pay half of the insurance premiums that were previously paid by
the County. The employee portion shall be paid monthly, in advance. This subsidy shall
continue for the duration of the leave granted.

201.264 — Donation of Leave

(A) Purpose — Swift County believes that reasonable measures should be taken to provide
an opportunity for employees who wish to do so, to be able to donate accrued leave to
other employees who have exhausted, or are expected to exhaust, their leave.

(B) Effect on Accrued Balances — Swift County will subtract the hours (not the dollar value)
of donated leave from the accrued balances of the employee making the donation and
credit those hours to the requesting employee. Once a donation is made, it is
irrevocable. Any donations made which are in excess of those used by the employee
to whom they were donated, will be retained by the County and given to the next
employee who requests donated leave.

(Q) Employees may donate accrued leave to any other employee by submitting a written
request to the County Auditor.
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201.300

Employee Orientation and Evaluation

201.301 - Employee Orientation

(A)

Supervisors shall be responsible for providing orientation to new employees during their
first day on the job. Orientation shall include pay plans, personnel rules, fringe benefits,
safety procedures, necessary employment forms, and any other policies or programs
which may effect the person's employment. Orientation will be provided on an ongoing
basis as policies and procedures are created or revised.

201.302 - Performance Evaluations

(A)

(B)

(E)

Performance evaluations are an integral part of the overall performance management
process and, as such, are part of a process to align the activities, goals, and objectives of
the employee with the goals and objectives of the County.

Only authorized evaluation forms shall be used. These forms are available from the
County Administrator or through Administrative Services.

All appointed County employees will receive a formal evaluation annually during the
month of their employment anniversary. If for any reason an employee or their
supervisor is unable to schedule a time during the anniversary month for the evaluation,
it shall be completed as soon as possible after the anniversary.

Employees will be evaluated by their immediate supervisor. The County Administrator
will be evaluated by the Board.

Employees who are dissatisfied with their evaluation may appeal in writing to their
immediate supervisor’s evaluator within 10 business days of their evaluation. If they are
still not satisfied, they may appeal to the next highest level of supervision. Once a level
is reached where the County Board would be the next highest level, the Appeals Board
will hear the appeal.
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(F) The Appeals Board will be comprised of the County Administrator and two County
Commissioners (appointed on an annual basis. Appeals must be in writing stating the
specific ratings and/or statements being appealed and filed with the County
Administrator within 10 business days of their evaluation or last appeal decision. The
Appeals Board will schedule a time and date within 30 days of the filing to meet with the
employee and consider their appeal. Employees may present whatever documentation,
testimony, and/or witnesses that are relevant to their appeal. The Appeals Board will
respond to the appellant with their decision within 5 business days of their meeting.
Decisions of the Appeals Board are final. There is no appeal procedure for the
Administrator.

(G) On at least an annual basis, the County Auditor, Treasurer, Recorder, Attorney, and
Sheriff will, working jointly with the Board, establish departmental goals. The County
Administrator will make a record of those goals and, working with the elected
department heads, keep them appraised on a quarterly basis of their progress towards
meetings those goals

(H) Completed evaluations will be submitted to Administrative Services for inclusion in the
employee’s permanent personnel record.

201.350

Employee Development

201.351 - Training Opportunities

(A) Employees will be given the opportunity to develop their work skills through continuous
training so they can improve their contribution to the County.

201.352 - County Initiated Training

(A) When the employee attends a seminar, training program, or school at the request of
their supervisor, authorized expenses incident to the training shall be borne by the
County. Training expenses are also reimbursable to the employee for all training
mandated by the County or by law for the employee to maintain or improve skills
required for the position held.
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201.353 - Training or Schooling Requested by the Employee

(A)

(B)

At the request of the employee, the actual cost of training or schooling authorized by
the supervisor may be reimbursed after satisfactory completion of training. The actual
cost of the training shall be determined by the supervisor, taking into account: the
individual's salary for the duration of the training; travel and living expenses; tuition;
registration costs; text books, supplies and authorized incidentals; and such other costs
as the supervisor deems appropriate.

At the request of the supervisor an advance may be issued in an amount estimated to
cover the projected costs associated with said training.
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201.400

Employment Practices

201.401 - Policy Statement

(A) It is the policy of Swift County to recruit and select the best qualified persons for
positions within the County. The recruitment and selection process shall provide fair and
equal opportunity for all qualified applicants. If the position falls under a collective
bargaining agreement, and all relevant job qualifications are equal, first consideration
will be given to a current employee within the applicable bargaining unit. This policy
applies to all positions: seasonal; temporary; permanent; part-time; and full-time, unless
specifically waived by the County Board.

(B) Swift County shall not use an application or any testing process to exclude persons from
applying for employment based on sex, race, religion, creed, marital status, sexual
orientation, political affiliation, age, status with regard to public assistance, or physical
or mental disability.

(Q) Swift County is an equal opportunity, affirmative action employer and shall follow all
applicable state and federal employment law.

201.402 — Determination of Open Position

(A) Departments Heads shall notify the County Administrator when a vacancy exists. Such
notification will include a recommendation for replacement and any changes in the
applicable position description. If the position is an existing and funded position, then
the County Administrator may authorize the recruitment for that position. If the
position is not an existing and funded potion or if changes to the position description is
needed then such request shall go to the appropriate Board..

201.403 — Recruitment Protocol —The recruitment process shall include, at a minimum, the
following:

(A) To ensure uniformity in the recruitment process position postings, all advertisement,
collection of applications, and processing of the applications shall be handled by the
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(B)

(€)

(D)

(E)

Administration Department. Once application are received, they will be forwarded to
the appropriate Department Head for interview selection and final candidate selection.
Once the Department Head selects their final candidate, the offer of employment shall
be written by the Administration Department.

County Application — Applicants for any County position shall complete the County job
application and related forms as found on the County’s web site.

Internal Recruitment — Position vacancies shall be posted on the official County
Courthouse bulletin board and applicable departmental employee bulletin board(s) for a
period of not less than 5 working days or other period of time as stated in a relevant
bargaining unit contract. The posting shall include, but is not limited to: 1) title of
position, 2) salary scale, 3) a description of the essential responsibilities and duties, 4)
immediate supervisor, 5) the application deadline, 6) any test to be given and, 7)
minimum qualifications. Interested internal applicants shall submit the same paperwork
that is required of outside applicants.

External Recruitment — An external recruitment maybe conducted at the same time as
the internal recruitment process. Announcements for positions shall be placed in
newspapers and other job related publications for a period of time necessary to attract
qualified candidates, but not less than 10 days. If a Merit System eligibility list exists,
with a minimum of three qualified candidates, advertising the position is optional.

Minnesota Merit System - For any department regulated by the Minnesota Merit
System, that County shall adhere to all pertinent regulations during the recruitment
process.

201.404 — Selection Process —The selection of applicants shall include, but not be limited to, the
following:

(A)

Education, Training, and Experience — The Department Head shall review all applications
and apply standardized points to each application based on qualifications for the job.
Ratings shall be based on a 100-point scale with point values assigned to education,
training, and experience prior to advertising the position. Those applicants who do not
meet the minimum qualifications shall not be considered. Rating information shall be
retained for 1 year.
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(B) Eligibility List - The Department Head shall be responsible for the creation of an
eligibility list of qualified persons. The eligibility list shall be valid for a minimum of 90
days from date of establishment but not more than 1 year.

(@] Testing — Applicants meeting minimum qualifications may be asked to participate in
further testing conducted under the direction of the Department Head. This testing may
vary depending upon the position but may include one or more of the following tests:
ability; achievement; performance; physical agility; and/or dexterity. The Department
Head shall make test scores available to the individual who completes a test. Completed
exams and/or answer keys to the exam shall not be provided to any applicant.

(D) Veteran's Preference - Swift County shall provide additional points in rating qualified
veterans as determined by M.S. 197.455 ; 10 points for honorably discharged veterans
and 15 points for disabled veterans. The surviving spouse of a deceased veteran or the
spouse of a disabled veteran who because of the disability is unable to qualify may
request Veteran’s Preference points.

(E) Interview - Upon completion of the rating, and any other testing, the Department Head
should offer at least the top 3 candidates an interview. The interview shall be based on
the use of structured questions relating to the responsibilities and duties to be
performed in the position. The interview team will include the Department Head, any
other direct supervisor of the position, and additional staff as desired.

(F) Applications for those not selected along with the rating information shall be returned
to the Administration Department once the final candidate is selected.

201.405 — Appointment and Notification

(A) For non-Department Head level positions, the Department Head shall recommend the
candidate most qualified for the position to the County Administrator for appointment.
Appointment of Department Heads and the County Administrator shall be made by the
Board.

(B) A written offer of employment shall be presented to the candidate. All offers of
employment shall come from the Board or County Administrator. The offer of
employment shall be presented prior to the first day of work and shall include the
following items: 1) position offered; 2) anticipated starting date and time; 3) position
classification (i.e. exempt/non-exempt, salaried/hourly, part-time/full-time, department
head, etc.); 4) compensation and any anticipated probationary increases; 5) their
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immediate supervisor's name; and 6) any deviation from the personnel policies or
collective bargaining agreement. The offer letter shall be signed by the Board Chair or
the County Administrator, depending on the position.

All offers of employment are contingent upon successful completion of any required
criminal background investigation. Appointments may also be contingent upon the
successful completion of a psychological and/or preemployment physical examination
and other background investigation appropriate for the position and consistent with
State and Federal laws.

All applicants must be notified in writing, and by telephone if desired, as soon as
practicable after they have been eliminated from consideration for the position.

201.406 — Recruitment and Selection of Department Heads and the County Administrator

(A)

The Chairman of the Board or his designee shall be responsible for following this
protocol in the recruitment of the County Administrator position. The County
Administrator is responsible for following the protocol when the vacancy is that of an
appointed Department Head or equivalent.

201.407 — Types of Appointments

(A)

(B)

Full-Time Appointments - This is an appointment to a position which is computed at a
full-time rate and for which all fringe benefits offered by the County are available, as
specified in these policies, providing it is also a permanent position.

Emergency Appointments - In order to prevent stoppage of public business or loss or
serious inconvenience to the public, appointment of a temporary employee may be
authorized by the County Administrator, within the departmental budget. A vacancy of
which a department head has had reasonable notice, or an employment condition of
which they had, or might with due diligence have had previous knowledge, shall not be
filled by an emergency appointment.

Part-Time Appointments - This is an appointment to a position which is paid at an hourly
rate and for which the fringe benefits are not available, except as required by Federal or
State law or provided for under section 201.150.
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(D)

(E)

Permanent Appointment - Appointment to a position that is expected to be on-going.

Temporary Appointment - Appointment to a position for a specific term of 185

consecutive calendar days or less in each year.

201.408 — Promotions, Transfers, and Demotions

(A)

(B)

Promotion Policy - Vacancies in positions are encouraged to be filled by promotion of
qualified County employees. Promotions in every case must involve a definite increase
in duties and responsibilities and shall not be made merely for the purpose of affecting
an increase in compensation.

Promotion Without Examination - The County Board or County Administrator may
authorize the promotion, without competition, of a qualified employee upon the
presentation by their supervisor of a written statement showing that the duties
performed by the employee are a natural preparation for the higher position, and that
such employee is the most qualified employee for the position.

Transfers - An employee may be transferred to a similar position in a different
department. An employee desiring to be transferred should make a written request to
their supervisor for consideration when a vacancy occurs. The request must be
approved by the current supervisor, the County Administrator, and the supervisor
receiving the employee. Transfer of an employee may be permitted when the supervisor
determines that the employee meets the qualifications of the position, that the transfer
is in the best interest of the County, and that further training and development of the
employee in the new position would be beneficial to the County.

Demotions - An employee may be demoted to a position of lower grade at the
discretion of their supervisor, subject to the approval of the County Board. Reasons for
the demotion shall be detailed in a written statement.

201.409 - Probationary Period

(A)

All employees will be subject to a standard probationary period of one year from their
first duty day following appointment. The probationary period is an integral part of the
selection process and shall be utilized for observing the employee's work, for securing
the most effective adjustment of the employee for the position, and for rejecting any
employee whose performance does not meet the required work standards.
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(B)

(C)

(F)

(G)

The Board may terminate an employee at any time during the probationary period if, in
the Board's opinion, the working test indicates that the employee is unable or unwilling
to perform the duties of the position satisfactorily or that their habits and dependability
do not merit continuance in the position. The employee so terminated shall be notified
in writing by their supervisor of the reasons for the termination and shall not have the
right to appeal unless they are a veteran, in which case the procedure prescribed in
Minnesota Statute 197.46 shall be followed.

An employee terminated during the probationary period from a position to which they
were promoted or transferred shall be placed on a leave of absence without pay. When
a vacancy arises in the class from which the employee was promoted or transferred,
such employee shall be reinstated to that position.

At least ten (10) days prior to the expiration of the probationary period, the employee's
supervisor shall complete and submit an evaluation of the employee, per section
201.302, and place the status change request on the agenda of the next regularly
scheduled County Board meeting.

Based upon the performance evaluation, supervisors shall recommend to the County
Board that:

1) The employee be appointed to permanent status;
2) The employee be terminated; or
3) The probationary period be extended for another ninety (90) days to allow for

further training and/or observation.

The County Board shall act upon the recommendation of the employee's supervisor at
their next regularly scheduled meeting after the conclusion of the employee's
probationary period. The Board reserves the right to affirm the supervisor's
recommendation, overturn the recommendation, or modify it in any manner which they
deem appropriate.

In the absence of a supervisor’s recommendation, an employee is deemed to have
satisfactorily completed their probationary period.

201.410 — Nepotism Policy
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(A) No person serving as a member of the County Board shall be eligible for employment
with the County.

(B) No supervisor or elected official shall participate in or vote on decisions related to
hiring, retention, promotion, or determination of the salary level of a member of their
immediate family. No elected official or employee shall have supervisory responsibility
for matters pertaining to audits, financial records, payroll, or inventory of goods and
supplies for an immediate subordinate who is a member of their immediate family.

(@) The foregoing restrictions do not preclude consideration of a relative of an elected
official or supervisor for County employment except as specifically restricted herein.
Evidence should be available demonstrating that procedures of the personnel policies
were followed during the selection process and that the most qualified person was
selected.

201.411 — Compensation

(A) The County Board may grant salary increases to employees based upon their
achievement of an acceptable level of competence, as it pertains to the duties and
responsibilities of their position. Any wage or salary so established is the total
remuneration for employment, but shall not be considered as reimbursement for official
travel or other expenses which may be allowed for the conduct of official business.
Unless approved by the Board, no employee shall receive pay from the County in
addition to the salary authorized for the position to which they have been appointed.

(B) All non-union employees shall be considered for salary increases on an annual basis
prior to January 1st of each year. The constraints of the County budget will be a
consideration in the awarding of salary increases.

(Q) Denial of a salary increase due to work performance requires a special performance
evaluation to be completed within sixty (60) days of the denial action.

(D) Salary increases are made at the sole discretion of the County Board.

(E) When an extended vacancy exists in a supervisory or Department Head position and an
employee is requested to fill that position, the County Board, at its discretion, may
provide additional compensation. Such consideration should be made by the Board prior
to the person assuming these increased responsibilities. The length of the term should

80



include the starting date and proposed ending date.

201.412 — Comparable Work Value

(A) Subject to Minnesota Statute 179A.25, but not withstanding any other law to the
contrary, the County shall establish equitable compensation relationships as prescribed
by Minnesota Statutes 471.991 to 479.999. Compensation of each class of County
positions shall be fixed in compliance with the provisions of those statutes.

201.413 — Pay Period

(A) The pay period shall be semi-monthly (twice-a-month). Employees shall be paid on the
15" for the period of the previous 16" through the end of the month and at the end of
the month for the period of the 1°t through the 15 (positive pay).

201.414 — Paydays

(A) Employees shall be paid semi-monthly on the 15" and last day of the month. If a payday
falls on a weekend or holiday, employees shall be paid the first preceding work day.

201.415 - Interns

(A)  Positions classified as an internship may be filled by a full-time or part-
time student in a secondary or post-secondary educational institution, in a
sponsored internship program, or by a recent graduate. All county
internships shall be for the allotted amount of time to finish the specific
project.

(B)  The number of hours worked may be part-time or full-time. Internships
may be paid or unpaid. Paid internships are compensated at the intern
rate of pay and do not participate in the county benefits program unless
required by law. Interns may be dismissed from employment at the
discretion of the department head.

201.450

Resignation and Retirement
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201.451 - General

(A) An employee who wishes to resign from employment with the County shall provide a
written resignation to their supervisor at least ten (10) working days prior to their
anticipated resignation date stating the effective date of resignation. Failure to comply
with this procedure may be considered cause for denying the employee future
employment by the County and denying terminal leave benefits.

(B) The letter of resignation shall remain part of the employee's personnel file.

201.452 — Unauthorized Absence

(A) An unauthorized absence for a period of three (3) consecutive duty days may be
considered a resignation without notice by the employee's supervisor.

201.453 — Retirement

(A) There is no mandatory retirement age.

201.454 - Exit Interviews

(A) Exit interviews will be given to all employees by their supervisor.

201.500

Disciplinary Action

201.501 - General

(A) Disciplinary actions may take the form of a verbal reprimand, a written reprimand,
suspension, or dismissal. The employee's supervisor will assume the responsibility for
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administering reprimands or suspensions as appropriate. Disciplinary actions need not
be imposed in any particular order; however, dismissals must be approved by the
County Board.

201.502 — Types of Discipline

(A)

(B)

(D)

Verbal Reprimand — A supervisor may verbally reprimand an employee relative to the
improper performance of their job tasks or actions which may be in opposition to a
generally accepted set of policies. Actions required to correct the deficiencies or
misconduct noted must be conveyed to the employee. Verbal reprimands shall be noted
in the employee’s personnel file.

Written Reprimand — A written reprimand shall be prepared by the employee's
supervisor and submitted to the employee with a copy to the employee's personnel file.
The written reprimand shall be signed and acknowledged by both the supervisor and
the employee indicating a conference was held addressing the reprimand. It shall state
that the employee is being warned for misconduct, describe past actions taken by the
supervisor to correct the problem, urge prompt correction or improvement by the
employee, include timetables and goals for improvement when appropriate, and outline
future penalties should the problem continue.

Suspension — Supervisors, with the approval of the County Administrator, may suspend
an employee, with or without pay, for a period of up to three (3) weeks, depending on
the seriousness of the problem. The circumstances resulting in suspension shall be
explained in a written communication to the employee and the County Administrator
and a copy of the written communication placed in the employee's personnel file.
Neither compensatory time nor vacation leave shall be used in lieu of an unpaid
suspension.

Dismissal — An employee may be dismissed by written notice from their supervisor with
the approval of the County Board.

83



201.550

Grievance/Appeal Procedures

201.551 — General

(A)

It is the desire of the County to adjust grievances informally. Both supervisors and
employees are expected to make every effort to resolve problems as they arise. Itis
also recognized that there may be grievances which will be resolved only after a formal
grievance and review process.

201.552 — Procedures

(A)

If an informal resolution to a grievance is not reached, the following steps shall be
taken, in the order listed, until resolution is achieved:

(1)

(2)

(3)

An employee shall have seven (7) days after they should have been reasonably
aware of an incident or occurrence, upon which a grievance is based, to present
a grievance to their supervisor. Their supervisor shall make inquiry into the
facts and circumstances of the grievance as soon as possible. The supervisor
shall attempt to resolve the grievance promptly and fairly and notify the
employee of his/her grievance decision, in writing, within seven (7) days.

If the employee is dissatisfied with the supervisor's decision, the employee shall
submit a written request for review to the County Administrator within seven
(7) days of their supervisor's decision. The County Administrator shall make
such investigation as deemed necessary and shall, within fourteen (14) days
after the receipt of the employee's request for review, inform the employee in
writing of his/her decision.

Within seven (7) days after the receipt of the County Administrator’s decision,
the employee may grieve the matter to the County Board. The County Board
shall hold a hearing as soon as practicable to consider the grievance. At the
hearing, the employee filing the grievance, their supervisor, and the County
Administrator may provide testimony and evidence concerning the grievance.
The hearing shall be in accordance with the mandates of the current open
meeting law. The Board shall issue a written decision within thirty (30) days
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(B)

after the hearing. The written decision of the County Board shall be final.

Any of the foregoing time limits may be extended by mutual written consent of the
employee, the supervisor, and the County Administrator.
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201.700

201.701

Policy

Anti-Harassment Policy

(A) Harassment on the basis of race, age, disability, sexual orientation, ethnicity, religion,
sex or any other legally prohibited characteristic by any Swift County employee is strictly
forbidden. Substantiated violations of this policy by an employee or employer will result
in disciplinary and corrective action against the perpetrator. No employee shall be
subject to harassment, reduction in employment status, benefits, pay, or loss of
advancement opportunity for filing a complaint or testifying in an investigation or
appeal proceeding.

201.702

Definitions

(A) The following definitions shall apply:

(1)

Sexual Harassment - Sexual ha