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I. Call meeting to order.   
II. Approve/modify agenda. 
III. Approve/modify minutes of June 11, 2012.   

 
 

Appointments 
1. Appointment of Supervisor Tom Sieber to Land Information Council.  

 
 

Communications 
2. Communication from Supervisor Steffen re: Term‐limits for Brown County Supervisors.  Held for one 

month. 
3. Communication from Supervisor Steffen re: Nomination signature threshold for candidates seeking 

the office of County Supervisor to lower to 50 and 100 signatures.  Held for one month. 
4. Communication from Supervisor Steffen: Review, discuss and take action on requiring standardized, 

staff reports for public policy items and monthly reports.  Referred from June County Board. 
5. Communication from Supervisor Robinson re: Request that the County Board (1) hold a special 

visioning session or series of visioning sessions and (2) consider putting together a Master Plan to 
guide the work of County Government.  Held for one month to bring back additional information. 

6. Communication from Supervisor Sieber re: To have Human Resources include their rationale for the 
salary assigned to any new department head in the packet which the County Board receives prior to 
confirmation vote.  

7. Communication from Supervisor Moynihan re: Request approval of amending Brown County Code of 
Ordinances 2.13 (5)(f) to delete “and discussion pertinent to the subject matter”.  Referred from June 
County Board. 
 
 

Request for Approval 
8. Public Works Director’s Report on Central Library Maintenance Assessment.  Referred from Library 

Board Informational Meeting and PD&T.  
9. Central Library RFP. 
 
 
Legal Bills 
10. Review and Possible Action on Legal Bills to be paid.   

 
 
 

EXECUTIVE COMMITTEE 
Monday, July 9, 2012 

6:00 p.m. 
Room 200, Northern Building 

305 E. Walnut Street 
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Reports 
11. County Executive Report. 

a) Budget Update.  
 
 

12. Labor Attorney Report.  
a) Healthcare Plan 2013.  
b) Discussion of Chapter 4 Revisions.  

 
 
Vacant Budgeted Positions (Request to Fill)  
13. Child Support – Accounting Technician – vacated 6/2012 
14. County Clerk – Account Clerk – vacated 6/2012 
15. Human Services/CTC – Clerk III – vacated 5/2012 
16. Human Services/CTC – Food Service Supervisor (.5 FTE) – vacated 6/2012 
17. Human Services – Social Worker/Case Manager – Adult LTC – vacated 5/2012 
18. Human Services – Social Worker/Case Manager – Child Protection Intake/Ongoing x2 ‐ vacated 

3/2012 & 6/2012 
19. Public Works/Facility Management – Clerk Typist II – vacated 6/2012 

 
 

Resolutions, Ordinances 
20. Resolution re: Authority to Execute a 2012 Labor Agreement with the Brown County Human Services 

Professional Employees Association.   
21. Resolution re: Authority to Execute a 2012 Labor Agreement with the Brown County Human Services 

Para‐Professional Employees Association.   
22. Resolution re: the Reclassification of the Director of Port and Solid Waste Position.  Held for one 

month. 
23. Ordinance to Amend Chapter 4 of the Brown County Code entitled “Personnel Rules and 

Regulations”.   
24. Resolution re: Change in Table of Organization Information Services – Delete Technology Services 

Manager / Add Server, Storage and Virtualization Specialist.  
25. Resolution re: Change in Table or Organization Human Services – Delete Administrative Assistant I / 

Add Clerk IV.  
26. Resolution to Authorize Use of Funds to Retain Outside Counsel.  

 
 

Other 
27. Such other matters as authorized by law.   

                 
 
Tom Lund, Chair 
 
 

 
Notice is hereby given that action by the Committee may be taken on any of the items, which are described or listed in this agenda.  The 
Committee at their discretion may suspend the rules to allow comments from the public during the meeting.  Please take notice that it is 
possible additional members of the Board of Supervisors may attend this meeting, resulting in a majority or quorum of the Board of 
Supervisors.  This may constitute a meeting of the Board of Supervisors for purposes of discussion and information gathering relative to 

this agenda. 
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Request for Proposals (RFP) 
 

For 
 

Architect/Engineering Firm 
  

For  
 

Central Library Final Design 
 

Project # 1600 
 
 

 
 
 

Response Deadline 
 

August 13, 2012 
 

3:00 p.m. Local Time 
 

To: 
 

Brown County Purchasing Department 
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PROJECT # 1600 – CENTRAL LIBRARY FINAL DESIGN 
 
1. BACKGROUND 
The Brown County Library (BCL) is a consolidated library system serving 249,000 residents of 
Brown County and is composed of a 90,000 square foot Central Library in downtown Green 
Bay, eight branches and a bookmobile.  The Brown County Library System has 1.4 million visits 
every year with 2.5 million items checked out annually.  A significant portion of check-outs are 
to teenagers and children.  People come to the library to use technology.  Many Brown County 
residents do not have internet access at home and they come to the library to do research and to 
apply for jobs online.  Librarians offer training in computer skills which is critical to the 
workforce today.  People also come to the library to attend programs such as lectures, debates, 
and public hearings.   
 
Libraries in the 21st century are more than printed books.  One can check out audio books, 
movies and music.  Literacy is one of the strongest predictors of success in school and in the 
workforce.  Children’s programming at all of the BCL system libraries helps to promote literacy, 
intellectual development, and social development as well as building communities.    Summer 
reading programs helps kids retain their literacy skills between June and September and keeps 
them out of trouble.  Kids come to the library after school to work on their homework.  Adults 
and senior citizens come to the library to use the computers to apply for jobs online and search 
for information.   
 
Central Library  
 
The Central Library was opened in 1972 when the population of Brown County was 158,000.  
Today Brown County has 249,000 residents, an increase of 57%.  The Library Board needed to 
determine whether Central Library had sufficient space to address the needs of a 21st century 
library for this size community, and whether the infrastructure was adequate.  The Space Needs 
Analysis (2008) showed that the current structure was slightly undersized for an urban 
community of a quarter million residents; it was poorly laid out for the changing landscape of 
21st century library services; and, did not meet ADA requirements. The Facility Audit and 
Energy Studies (2009) revealed the library structure was sound but the HVAC system, electrical 
system, plumbing and elevators were well past their effective life, and the windows and roof 
leaked water and energy. These audits also showed that the Central Library does not comply with 
the American with Disabilities Act with respect to elevators, bathrooms and access to public 
meeting space, creating significant barriers for persons using wheelchairs and walkers, and other 
disabilities.  There are so many problems with the building that the only sensible approach is to 
tie all the projects together rather than do them piecemeal.    
 
The 2010 Pre-Design and Cost Analysis provided cost estimates for replacing electrical systems, 
HVAC/air handling systems, windows, elevators, and other systems.  The repair includes fixes 
for ADA compliance, asbestos remediation, and safety problems, such as sprinklers.  The Pre-
Design document emphasizes using energy efficient systems to reduce utility costs, saving 
thousands of dollars annually in operating expenditures. The Pre-Design includes a reliable 
technology infrastructure, flexible floor plans and revenue opportunities to help offset library 
operations. The Pre-Design Cost Analysis put a price tag of $23.4 million for repair and 
renovation.   
Note:  All studies referenced above are available on the BCL website, through a link on the 
home page, www.browncountylibrary.org 
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2. TENTATIVE PROJECT TIMELINE 
Please Note: These dates are for planning purposes. They represent the County’s desired timeline 
for implementing this project. Any revision to the Due Date for submission of proposals will be 
made by addendum. All other dates may be adjusted without notice, as needs and circumstances 
dictate. 
 
RFP Posted       July 20, 2012 
RFP Pre-Proposal Site Visit      July 26, 2012 at 10:00am 
RFP Questions Due      July 31, 2012 by 1:00pm 
RFP Questions Answered     August 3, 2012 by 4:00pm 
RFP Responses Due       August 13, 2012 by 3:00pm 
Complete Review of Proposals    August 22, 2012 
Complete Interviews if Required    August 29, 2012 
Send out Intent to Award Contract    August 30, 2012  
Complete Contract Signing     September 14, 2012 
 
3. PRE-PROPOSAL SITE VISIT 
A mandatory site visit is scheduled for 10:00 a.m. local time on Thursday, July 26, 2012. 
Interested vendors are to meet at the main entrance to the Central Library, 515 Pine St., Green 
Bay, WI 54301. Lynn Stainbrook will conduct the site visit and can be contacted at (920) 448-
5810 if you have questions.  
 
4. RFP DUE DATE AND DELIVERY ADDRESS DETAILS 
One (1) original printed plus CD and five (5) exact printed copies of the original proposal 
without fee information and a separate envelope with fee information (no CDs) are due on 
Monday, August 13, 2012 by 3:00 p.m. local time to the Brown County Purchasing 
Department. Submit all required information in a sealed envelope clearly marked on the outside 
in the lower left hand corner as “Project #1600, Central Library Final Design”. Proposals must 
be stamped in by the due date and time per the atomic clock in the Purchasing Department.  
Proposals not stamped by the above due date and time will be rejected.  Those wishing to submit 
proposals are encouraged to verify the time on the atomic clock as this is the official time used 
for accepting all Proposals.  Time discrepancies between wall clocks, watches, cell phones, etc. 
will not be honored.  The official time clock is the only time that will be used.    
 
Delivery Address for Hand Delivery, UPS, DHL, Fed X, etc.: 
Brown County Purchasing Department 
Project 1600 
5th floor of the Northern Building 
305 E. Walnut St.  
Green Bay, WI  54301 
 
Delivery Address for USPS: 
Brown County Purchasing Department 
Project 1600 
PO Box 23600  
Green Bay, WI  54305-3600 
 
Withdrawal or Modification of Proposal:  A vendor may withdraw or modify its proposal prior to 
the due date.  Any changes or withdrawals must be made prior to the proposal deadline and 
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requested in writing. Thereafter, a proposal may not be withdrawn or modified during the 
proposal holding period. 
 
5. RFP QUESTIONS 

A. All questions related to this RFP must be in writing and received by the Brown County 
Purchasing Department no later than 1:00 p.m. local time, Tuesday, July 31, 2012 via e-mail 
to bc_administration_purchasing@co.brown.wi.us.  Clearly mark the e-mail: “Questions for 
Project #1600”.   

      Mailed, phone call and faxed questions will not be accepted. 
 

B. Answers to all written questions will be re-issued in the form of an addendum and entered on 
the Brown County Web site (http://www.co.brown.wi.us/administration/Purchasing/Bids/RFP) 
on Friday, August 3, 2012 no later than 4:00 p.m. local time. It is the responsibility of all 
interested vendors to access the web site for this information.  Calls for assistance with the web 
site can be made to (920) 448-4040. 

 
      6. SELECTION CRITERIA 
  The Proposals will be rated according to the following criteria: 
 

1. Project Understanding: Firms will be evaluated based on their response to requirements 
in Attachment A.  
 

2. Experience in the Design and Engineering of Renovation of Public Access Facilities of 
at least 50,000 SF with Emphasis on Multi-floor Projects: Individuals assigned to 
project will also be evaluated based on their knowledge and experience in the design 
and integration of public library furniture, stacks, service points, collection layout, 
materials handling systems, OPAC, book drop, self-checks, RFID, and other library 
specific equipment, systems and work flow.  
  

3. Credentials, Qualifications and Experience of Staff: Proposals will be evaluated based 
on staff that will be assigned to project.   

 
4. Completion of Projects of Similar Scope and Size: Proposals will be evaluated on the 

firm’s completion of projects similar in scope and size as outlined in this RFP.  
 

5. LEED Design Experience: Proposals will be evaluated on the firms’ LEED design 
experience.   
 

6. References:  
 

7. Fee: Proposals will be evaluated based on cost of services to complete the project as 
identified in this RFP.  

 
The proposals will first be reviewed to determine if all the requirements outlined have been met. 
Failure to meet the requirements will result in the proposal being eliminated from consideration.  
Accepted proposals will be reviewed by a Selection Team and scored against the stated criteria.  
This scoring will determine the ranking of organizations based upon their written proposals.  If 
the team determines that it is in the best interests of the County to require oral presentations, it 
will invite the highest ranking vendors to make such presentations.  The final ranking will be 
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based upon the total scores including the oral presentations.  
 
Proposals will be evaluated based on a weighted percentage of the final consensus scores for 
each criteria as indicated in below chart. 

  
Rejection of proposals:  Brown County reserves the right to accept or reject any or all    

 proposals and to waive any informality in proposals. 
 

Scoring Criteria Percentage 

1.  Project Understanding 20 

2.  Experience in Design and Engineering of Renovation of Public 
Access Facilities of at least 50,000 SF with Emphasis on Multi-floor 
Projects. (Public Library experience is desired and will be a plus in 
evaluation of proposals) 

25 

3.  Credentials, Qualifications & Experience of Staff 10 

4.  Completion of Projects of Similar Scope & Size 10 

5.  LEED Design Experience 10 

6.  References 5 

7.  Fee 20 

Total  100 

 
7. PROPOSAL FORMAT 
All quotations must be typewritten on standard 8 ½” x 11” paper (larger paper is permissible for 
charts, spreadsheets, etc.) separating each section.   
 

Proposals should be prepared in a simple, cost effective format providing a straightforward, 
concise description of the vendor’s capabilities to satisfy the requirements of the RFP.  The use 
of elaborate materials and the inclusion of additional information that has no direct bearing on 
the project are not desired.  Emphasis should be concentrated on accuracy, completeness, and 
clarity of content.  All parts, pages, figures, and tables should be numbered and clearly labeled.  
Instructions relative to each part of the response to this RFP are defined in the remainder of this 
section. 
 
8. RFP SUBMISSION REQUIREMENTS 
Brown County is seeking professional services to provide design and consulting services for the 
Central Library Renovation Project.   
 
The basis of the design for the proposal is defined by previously completed studies for the Brown 
County Library Board, including: Space Needs Analysis (2008) Existing Facility Condition 
Assessment (2009) Energy Study (2009) and the Renovation Pre-Design/ Cost Estimate 
(2010/11) (all documents are available at www.browncountylibrary.org) 
 
The selected contractor will deliver the detailed design of the proposed renovated Central 
Library with a focus on reducing the Pre-Design cost estimate of $23.4 million to a range of $17 
million, plus or minus $1 million, while retaining the required elements, and as many desired 
elements as possible through a process that involves the appropriate stakeholders.  The design 
process must include input from the Library Board, Library, County Public Works Facility 
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Management, County Supervisors, and the community. The design must retain the most critical 
elements of the Pre-Design that will result in a fully functional, safe, energy efficient and 
technologically proficient 21st century library for Brown County residents, incorporating the 
current and future needs for several decades to come.     
 
Desired consulting services include: architectural design services; engineering services for civil, 
structural, HVAC, plumbing, and electrical design; specialized library design services; project 
management; design management; program planning; schematic development and design; 
estimate of project costs; LEED project administrative services to certify facility with goal of 
LEED Gold; construction documents;  submission of required documentation to State and local 
authorities;  preparation of bid documents to support Brown County bid process; participation in 
bid process with Brown County, including evaluation of bids; oversight of construction phase to 
meet the functionality, budget and schedule constraints of the project.   
 
The evaluation and selection of a vendor and the contract will be based on the information 
submitted in the vendor’s proposal per requirements of Attachment A, plus references and any 
required on-site visits, or oral interviews.  Failure to respond to each of the requirements in the 
RFP may be the basis for rejecting a response. 
 
Elaborate proposals (e.g. expensive artwork) beyond that sufficient to present a complete and 
effective proposal are not necessary or desired. 
 
Brown County is not liable for any cost incurred by proposers in replying to this RFP including 
costs associated with traveling for on-site visit, oral presentations or interviews. 
 
9. COST PROPOSAL (See Attachment B) 
Provide a complete cost proposal as additional travel and related expenses will not be accepted 
and need to be built into the upfront costs of your proposal. Cost information MUST be 
submitted using the provided Cost Sheet at Attachment B.  Any supporting information shall be 
submitted as attachments to the Cost Sheet.  Pricing is to remain firm for one hundred twenty 
(120) days from date of proposal due date. 
 
10. REFERENCES (See Attachment C) 
Each prospective vendor shall submit a minimum of three (3) references. 
 
11. FINANCIAL VERIFICATION 
Vendor verification prior to award:  Vendor’s financial solvency may be verified through 
financial background checks via Dun & Bradstreet or other means (ie; Wisconsin Circuit Court 
Access, UCC) prior to contract award.  Brown County reserves the right to reject quotes based 
on information obtained through these background checks if it’s deemed to be in the best interest 
of the County. 
 
12. OTHER 
All work shall conform to all applicable industry, federal, State and local laws, codes, 
ordinances, and standards. 
 
All vendors must indicate in their proposals if they intend to apply for any rebate incentives from 
Focus on Energy related to this project.   
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Rejection of Proposals:  Brown County reserves the right to accept or reject any or all proposals 
and to waive any informality in proposals. No vendor will be provided with financial and/or 
competitive vendor information on this proposal until after the award of contract has been made.  
To the extent possible, it is the intention of Brown County to withhold the contents of the 
proposal from public view until such times as competitive or bargaining reasons no longer 
require non-disclosure, in the opinion of Brown County.  At that time, all proposals will be 
available for review in accordance with the Wisconsin Open Records Law.  Brown County shall 
not be held liable for any claims arising from disclosure required under the Wisconsin Open 
Records Law. 
 
Taxes:  Brown County and its departments are exempt from payment of all federal tax and 
Wisconsin state and local taxes on its purchases except Wisconsin excise taxes.     
 
This contract shall be subject to the laws of the state of Wisconsin.  In connection with the 
performance of work under this contract, the contractor agrees not to discriminate against any 
employee or applicant for employment because of age, race, religion, color, handicap, sex, 
physical condition, developmental disability as defined in s.51.01(5), Stats., sexual orientation as 
defined in s.111.32(13m), WI Stats, or national origin. 
 
Brown County is an Equal Opportunity Employer.  
 
By responding to this proposal, prospective vendors acknowledge and accept the attachments, 
including the insurance requirements and professional services contract.   
  
13. PROPRIETARY INFORMATION (See Attachment F) 
All restrictions on the use of data contained within a proposal and all confidential information 
must be clearly identified in the proposal and identified on the attached Designation of 
Confidential and Proprietary Information form. Proprietary information submitted in a proposal 
will be handled in accordance with applicable Wisconsin State Statutes.  
 
14. STANDARD CONTRACT (See Attachment G) 
Vendors submitting proposals must review the Standard Contract for Professional Services 
document. Sections that may be of concern must be identified and an explanation for the 
objection must be provided with proposal submission. If no objections are raised it shall be 
expected that the vendor agrees to the terms and conditions as stated.  
 
15. ATTACHMENTS 
A. Specifications/Requirements  
B. Proposal Cost Sheet  
C. Reference Data Sheet 
D. Addendum Sheet   
E. Insurance Requirements  
F. Designation of Confidential and Proprietary Information 
G. Standard Contract for Professional Services 
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Attachment A 
(Potential vendors are required to meet the following specification/requirements in order to be awarded a contract.) 

 
Specifications / Requirements 

 
Brown County Project #1600 

 
GENERAL: 
 
The following requirements are mandatory and the proposer must satisfy them. In the event that 
no vendors meet one or more of the mandatory requirements, Brown County reserves the right to 
continue the evaluation of the proposals and to select the proposal that most closely meets the 
requirements specified in this RFP. 

 
Experience   
The proposer must have experience in renovation of multi-floor public access facilities of 
at least 50,000 SF (Public Library Experience will be a Plus). 

 
Financial Stability 
The proposer must be financially stable as determined by Brown County.  The 
information below comprising the financial capacity report will be used to determine the 
financial stability and capability of the prospective vendor.   

 Sources of financing 
 Bank references and names of auditing firm 
 Last two annual reports and quarterly reports since last annual report 
 Identification for parent corporation and any subsidiaries 

 
Commitment to local economic development 
The proposer must be willing to commit to using regional businesses for subcontracting 
when comparable pricing and expertise is available.  

 
COMPANY OVERVIEW: 
 

Characteristics  
Identify and describe the following characteristics of proposer’s firm: 

 Legal form of business organization 
 State of incorporation including all parent and subsidiaries relationships 
 Company history 
 Type of business or markets the organization is focused on 
 Company portfolio 
 Number of employees and expertise portfolio 
 Organization chart of the firm 

 
Experience 
Explain the proposer’s experience with library renovation projects.  Include name and 
location of library, size of library, scope of project, budget for project and final cost.  
Also include comparable non-library renovation projects. 
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Subcontractors 
Explain if proposer’s service providers are employees of the firm or are hired as 
subcontractors.  Brown County will hold the contractor responsible for the 
subcontractor’s performance and work quality should any subcontractors be used on this 
contract. 

 
Other Information 
Provide any other significant information about the firm that is relevant to demonstrating 
its experience and why the firm is qualified to meet Brown County’s needs relative to 
other competition in the marketplace.   

 
References  
Submit no fewer than three (3) references.  Each reference is to include a contact person 
capable of answering technical questions and providing other relevant information.  
Reference may be contacted to confirm the Proposer’s abilities and qualifications as 
stated in Proposer’s response.  Please be certain to provide current contact information 
for your references. 

 
Clients 
Include a list of clients that have contracted with the firm for services similar in scope to 
the Brown County project in the last three (3) years.  Denote the current customers and 
those who are no longer customers. 
 

TECHNICAL REQUIREMENTS: 
 
Proposer is to answer in narrative form.  Please restate the question and provide the answer in the 
order listed. 
 
1.  Project Approach 
Describe your approach to deliver the detailed design of the proposed renovated Central Library 
with a focus on reducing the Pre-Design cost estimate of $23.4 million to a range of $17 million, 
plus or minus $1 million, while retaining the required elements, as many desired elements as 
possible and involving the appropriate stakeholders. 
 
2.  Architectural Design Services 
Describe the architectural design expertise and services you would provide to accomplish the 
goals of the project as defined in Section 8. 
 
3.  Engineering Services  
Describe the engineering expertise and services you would provide for civil, structural, HVAC, 
plumbing, and electrical design to accomplish the goals of the project as defined in Section 8. 
 
4.  Specialized Library Design Services  
Describe the specialized library design expertise and services you would provide to accomplish 
the goals of the project as defined in Section 8. 
 
5.  Project Management Services  
Describe the project management expertise and services you would provide to accomplish the 
goals of the project as defined in Section 8. 
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6.  Design Management Services  
Describe the design management expertise and services you would provide to accomplish the 
goals of the project as defined in Section 8. 
 
7.  Program Planning Services  
Describe the program planning expertise and services you would provide to accomplish the goals 
of the project as defined in Section 8. 
 
8.  Schematic Development and Design Services  
Describe the schematic development and design expertise and services you would provide to 
accomplish the goals of the project as defined in Section 8. 
 
9.  LEED Project Administrative Services  
Describe the LEED Project Administrative expertise and services you would provide to certify 
the library facility with the goal of LEED Gold, and also position Brown County to seek grant 
funding for certain parts of the project. 
 
10. Detailed Design/Construction Documentation Services   
Describe the expertise and services you would provide to prepare detailed design documents 
including drawings and specifications that describe the project as to architectural, civil, 
structural, utility, mechanical and electrical systems and materials, that would position Brown 
County for the construction phase, and assist Brown County in seeking grant funding for certain 
parts of the project. 
 
11. Cost Estimation Services  
Describe the cost estimation expertise and services you would provide to accomplish the goals of 
the project as defined in Section 8. 
 
12. Bidding and Procurement Services   
Describe the expertise and services you would provide to prepare required documents to State 
and local authorities and bid package documents to assist Brown County identify qualified 
vendors for the construction phase.  Describe oversight of construction phase to meet the 
functionality, budget and schedule constraints of the project.  
 
13. Construction Services   
Describe the expertise and services you would provide for oversight of the construction phase to 
meet the functionality, budget and schedule constraints of the project.  
 
14. Communication 
Describe your method for maintaining appropriate communication channels with the owners and 
stakeholders of the Central Library Renovation Project. 
 
DELIVERABLES: 
 
Completed construction documents for public bidding. 
 
1. Editable auto cad documents provided to Brown County as well as pdf documents. 
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Attachment B 
(Use of this form is required when submitting proposal) 

 
Proposal Cost Sheet 

 
Brown County Project #1600   

 
 
 
Not to Exceed Cost: $          
(All reimbursable and travel expenses must be included in cost) 
 
 
Desired Project Payment Schedule:        
             
           
 
 
 
Vendor Information: 
 
Company Name:           
 
Contact/Project Manager:          
 
Address:            
 
City        State   Zip   
 
Phone: ________________ Fax: _________________   E-mail:      
 
Date: ________________________ 
 
Comments: 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
________________________________________________ 
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Attachment C 
(Use of this form is required; please fill out and return with submitted proposal) 

 
Reference Data Sheet 

 
Brown County Project #1600 

 
Provide a list of at least three (3) and not greater than five (5) clients’ that you provided similar 
services. 
 
You must verify that contact person listed is accurate and still employed with the company.  
 
Agency:           
Address:           
Telephone:           
Contact Person:          
Email address:           
 
Agency:           
Address:           
Telephone:           
Contact Person:          
Email address:           
 
Agency:           
Address:           
Telephone:           
Contact Person:          
Email address:           
 
Agency:           
Address:           
Telephone:           
Contact Person:          
Email address:           
 
Agency:           
Address:           
Telephone:           
Contact Person:          
Email address:           
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Attachment D 
(If Addendums exist for this project, please sign and date and send with your proposal) 

 
Addendum Acknowledgement 

Receipt Schedule 
 

Brown County Project #1600 
 

The undersigned acknowledges receipt of the following addendum: 
 

            Addendum #1 Initials     
 
 Addendum #2 Initials     
 
 Addendum #3 Initials     
 
 Addendum #4 Initials     
 
The undersigned agrees with the following statement: 
I have examined and carefully prepared the RFB/RFP/RFQ from the plans and specifications and 
have checked the same in detail before submitting the RFB/RFP/RFQ to Brown County.  
Attached is my listing of subcontractors along with their respective trades-if applicable. 
 
Name___________________________________________________________________ 
 Signature 
 
Date____________________________________________________________________ 
 
If this RFB/RFP/RFQ is assigned a project number all vendors are responsible to check for addendums, posted on 
our web site at www.co.brown.wi.us, for this project prior to the due date. No notification will be sent when 
addendums are posted unless there is an addendum within three business days of RFB/RFP/RFQ due date.  
 
All vendors receiving initial notification of project and those who register as downloading the project off our web 
site will be notified, by Brown County, of all addendums issued within 3 business days prior to due date. If 
RFB/RFP/RFQ has already been submitted, vendor is required to acknowledge receipt of addendum via fax or e-
mail prior to due date. New RFB/RFP/RFQ must be submitted by vendor if addendum affects costs. 
 
Vendors that do not have Internet access are responsible for contacting our purchasing department at 920-448-4040 
to ensure receipt of addendums issued. 
 
RFBs/RFPs/RFQs that do not acknowledge addendums may be rejected. 
 
All RFBs/RFPs/RFQs submitted will be sealed. Envelopes are to be clearly marked with required information. 
Sealed RFBs/RFPs/RFQs that are opened by mistake due to inadequate markings on the outside may be rejected and 
returned to the vendor. 
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Attachment E 
(Potential vendors are required to meet the following insurance requirements in order to be awarded a contract. 

There is no need to sign or mail it back.) 

 
Insurance Requirements 

 
Brown County Project #1600 

 
Hold Harmless 
 Vendor hereby agrees to release, indemnify, defend and hold harmless Brown County, their officials, 
officers, employees and agents from and against all judgments, damages, penalties, losses, costs, claims, 
expenses, suits, demands, debts, actions and/or causes of action of any type or nature whatsoever, 
including actual and reasonable attorney fees, which may be sustained or to which they may be exposed, 
directly or indirectly, by reason of personal injury, death, property damage, or other liability, alleged or 
proven, resulting from or arising out of the performance under this agreement by vendor, its officers, 
officials, employees, agent or assigns.  Brown County does not waive, and specifically reserves, it’s right 
to assert any and all affirmative defenses and limitations of liability as specifically set forth in Wisconsin 
Statutes, Chapter 893 and related statutes. 
 

Insurance Requirements  
Vendor, Contractor, Tenant, Provider, Organization or other (will be referred as Outside Contractor) shall 
provide and maintain at its own expense during the term of their agreement, the following insurance 
policies covering its operations hereunder are minimum requirements.  Such insurance shall be provided 
on a primary basis by insurer(s) financially solvent and authorized to conduct business in the State of 
Wisconsin. 
 
The Outside Contractor shall not commence work under this contract until all insurance required under 
this paragraph is obtained and such insurance has been approved by a County representative, nor shall any 
Outside Contractor allow subcontractors to commence work on their subcontract until all similar 
insurance requirements have been obtained and approved by a County representative.  Notwithstanding 
any provisions of this section, and for purposes of this agreement, contractor acknowledges that its 
potential liability is not limited to the amounts of insurance coverage it maintains or to the limits required 
herein. 

(1) Worker's Compensation Insurance and Employers Liability.    
State Statutory workers’ compensation Limits 
Employer Liability, $100,000 each accident. 

 
(2) Comprehensive General Liability (Occurrence Form).  

 Products and Completed Operations 
 Personal Injury and Advertising Liability 
 Independent Contractors/Protective 

 Limits of Insurance   $1,000,000 per occurrence 
       $1,000,000 aggregate  

  
(3) Business Automobile Liability.  Business Automobile Liability covering all owned, hired, 

and non-owned vehicles. 
Limits of Insurance $1,000,000 per occurrence for bodily injury and 

property damage. 

(4) Excess/Umbrella Liability. 
Limit of Insurance              $1,000,000 per occurrence 
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 (5) Professional Liability.   $3,000,000 per occurrence 
       $5,000,000 aggregate  

Additional Insured 
The Outside Contractor agrees that all liability coverage’s policies other than professional liability shall 
name Brown County as additional insured’s with respects to: liability arising out of activities performed 
by or on behalf of the vendor/contractor: products and completed operations of vendor/contractor; 
premises owned, occupied or used by vendor; or automobiles owned, leased, hired or borrowed by 
vendor.  The coverage shall contain no special limitations on the scope of protection to the County. 
 
Adjustments to Insurance Coverage 
The limits of liability as set forth herein shall be periodically reviewed and adjustments made so 
as to provide insurance coverage in keeping with increases in the Consumer Price Index and 
what is deemed to be prudent and reasonable by the County or its representatives.  In the event 
that the County determines that the limits need to be adjusted at some time after the initial term 
of the contract, the County shall give notice to the contractor in writing of the new limits and the 
Contractor shall make such adjustments to its insurance coverage within 60 day of such notice.  
 
Subcontractor 
Subcontractors of the Outside Contractor shall also be in compliance with these requirements, 
including but not limited to, the submittal of a Certificate of Insurance that meet the same 
requirement outlined for the Outside Contractor. 
 
Waiver of Subrogation  
Insurers shall waive all subrogation rights against Brown County on all policies required under this 
requirement. 
 
Cancellation Notice 
Brown County will be given 30 days’ notice in advance of cancellation, non-renewal, or material change 
in coverage.   
 
Proof of Insurance 
A valid Certificate of Insurance shall be issued to “Brown County” prior to commencement of work and 
meeting the requirements listed to avoid any interruption of normal business services and transactions.  
Certificates must bear the signature of the insurer’s authorized representative. 
 
The insurance certificate must be issued by companies licensed to do business in the State of Wisconsin 
or signed by an agent by the State of Wisconsin. 
 
The certificates of insurance shall include a provision prohibiting cancellation of said policies except 
upon 30 days prior written notice to the County.   
 
The certificates of insurance shall include reference to the contract name or RFP number in the 
description section of the certificate. 
 
 
The certificate of insurance will be delivered to Brown County prior to the execution of the contract.  
                Brown County 

Department of Administration  
P.O. Box 23600 
305 E. Walnut Street 
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Green Bay, WI 54305-23600 
Questions 
If any of the insurance requirements cannot be met, please contact the Brown County Risk Manager at 
(920) 448-6298 to explain what coverage’s you is unable to obtain on your policy. Please provide 
information on what contracts you are bidding on or currently hired to work on. 
 
Special considerations will be given if the required amounts cannot be met. This will only take place after 
an insurance waiver form is completed. 
 
*** Brown County shall be named as an additional insured with respects to liability coverage’s other than 
professional liability and will be given 30 days’ notice in advance of cancellation, non-renewal, or material change 
in coverage.  A certificate of insurance evidencing such coverage’s shall be placed on file with the County prior to 
commencement of work under this contract. *** 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
\ 
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Attachment F 
(Use of this form is required when submitting proposal) 

 
Designation of Confidential and Proprietary Information 

 
Brown County Project # 1600 

 
The attached material submitted in response to project #1600 includes proprietary and confidential 
information which qualifies as a trade secret, as provided in s. 19.36(5) Wis. Stats., or is otherwise 
material that can be kept confidential under the Wisconsin Open Records Law.   As such, we ask that 
certain pages, as indicated below, of this bid/proposal response be treated as confidential material and not 
be released without our written approval. 
 
Prices always become public information when bids/proposals are opened, and therefore cannot be 
kept confidential. 
 
Blanket labeling of confidential/proprietary information in headers/footers of documents will not be 
considered as confidential/proprietary. 
 
Information cannot be kept confidential unless it is a trade secret.  Trade secret is defined in s. 
134.90(1)(c), Wis Stats. as follows:  “Trade secret” means information, including formula, patter, 
compilation, program, device, method, technique or process to which all of the following apply: 

1. The information derives independent economic value, actual or potential, from not being 
generally known to, and not being readily ascertainable by proper means by, other persons who 
can obtain economic value from its disclosure or use. 

2. The information is the subject of efforts to maintain its secrecy that are reasonable under the 
circumstances. 

 
We request the following pages not be released 
 
Section     Page #  Topic 
 
             
 
             
 
             
 
             
 
             
 
             
 
IN THE EVENT THE DESIGNATION OF CONFIDENTIALITY OF THIS INFORMATION IS 
CHALLENGED, THE UNDERSIGNED HEREBY AGREES TO PROVIED LEGAL COUNSEL OR 
OTHER NECESSARY ASSISTANCE TO DEFEND THE DESIGNATION OF 
CONFIDENTIALITY AND AGREES TO HOLD BROWN COUNTY HARMLESS FOR ANY 
COSTS OR DAMAGES ARISING OUT OF THE COUNTY’S AGREEING TO WITHOLD THE 
MATERIALS. 
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Failure to include this form in the bid/proposal response may mean that all information provided as part 
of the bid/proposal response will be open to examination and copying.  The County considers other 
markings of confidential/proprietary in the bid/proposal document to be insufficient.  The undersigned 
agrees to hold the County harmless for any damages arising out of the release of any materials unless they 
are specifically identified above. 
 
Company Name :         
 
 
Authorized Representative:        
        Signature 
 
Authorized Representative:        
      Type or Print 
 
Date:           
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Attachment G 
(This document is provided as a template to potential vendors as a requirement that this document is to be used to 

contract with the awarded contractor.  There is no need to sign or mail it back at this time.) 

 
Brown County Project #1600 

 

 

 
 
 
 
 

Brown County Standard Professional Services Contract 
 

Service Description: Architect/Engineering Firm for Central Library Final Design 
   

 
Time of Performance:  
  
Total Amount of Contract: Maximum Compensation Not to Exceed: $ 
 
The parties to this CONTRACT are  (hereinafter referred to as the "PROVIDER"), and Brown 
County of the State of Wisconsin (hereinafter referred to as the "COUNTY"). 
 
Performance, schedules and invoices will be approved by: Lynn Stainbrook 
 
Work shall commence in accordance with the terms and conditions of this Contract after the 
PROVIDER has executed the Contract, and (a) Has been notified in writing to commence the 
Performance of Services, or (b) Has received from the COUNTY an original of the Contract that 
is complete and fully executed.  
 
In reliance on the PROVIDER’S representations as being capable, experienced and qualified to 
undertake and personally perform those services as are required in accomplishing the fulfillment 
of the obligations under the terms and conditions of this Contract, the COUNTY agrees to 
engage the PROVIDER as an independent contractor and not as an employee of the COUNTY 
to perform those services, all in accordance with the terms and conditions of this Contract.  
 
1. REQUIREMENTS: The PROVIDER is required to 

 
A.  Do, perform, and carry out in a satisfactory, timely, and proper manner the services 

delineated in this Contract. 
 
B. Comply with requirements listed with respect to reporting on progress of the 

services, additional approvals required, and other matters relating to the 
performance of the services. 

C. Comply with time schedules and payment terms. 
 
 

2.    SCOPE OF SERVICES:  Reference RFP 1600 for project details and attachments. 



 

20 
 

PROVIDER agrees to fulfill all obligations described in Brown County’s RFP for Project 1600 
and addenda #. 
 
The purchase order amount includes all services, deliverables, and reimbursable expenses.  
Additional reimbursable fees will not be accepted.  

 
3. SPECIFIC CONDITIONS OF PAYMENT: Payment to be made after completion and 
acceptance of the project by Brown County. Payment will be made within thirty (30) days after 
receipt of a properly documented invoice according to the following Schedule, but only if 
completion is satisfactory: 
 

Payment Schedule 
	

Net 30 days from receipt of a properly completed invoice 
 
4. REPORTS: 
 

A. The PROVIDER agrees to timely submit reports as may be required by the 
COUNTY. 

 
B. All reports, studies, analyses, memoranda and related data and material developed 

during the performance of this Contract shall be submitted to and be the exclusive 
property of the COUNTY, which shall have the right to use them for any purpose 
without any further compensation to the PROVIDER.  All of the documents and 
materials prepared or assembled by the PROVIDER under this Contract will not be 
made available to any individual, agency, public body or organization other than the 
COUNTY. 

 
C. The documents and materials prepared in whole or in part under this Contract shall 

not be made the subject of any report, book, writing or oral dissertation by the 
PROVIDER. If this Contract is terminated, all finished or unfinished documents or 
materials prepared under this Contract shall be immediately transmitted to the 
COUNTY upon termination.  

 
5.   TIME OF PERFORMANCE: The services to be performed under this Contract are to be 

undertaken and completed in such sequence as to assure expeditious completion in light of 
the purpose of this Contract, but in any event all of the services required hereunder shall 
be completed as indicated on Page 1 under "Time of Performance," which is the 
termination date of this Contract. In addition to all other remedies available to the 
COUNTY, should the Contract not be completed by the date specified, the PROVIDER 
shall continue to be obligated thereafter to fulfill PROVIDER'S responsibility to complete 
the services and to execute any necessary amendments to this CONTRACT.  

 
6.   CONDITIONS OF PERFORMANCE AND COMPENSATION: 
 

A. Performance - The PROVIDER agrees that its work shall conform to such 
recognized high professional standards as are prevalent in this field of endeavor and 
like services 

 
B. Compensation - The COUNTY agrees to pay, subject to the contingencies herein, 

and the PROVIDER agrees to accept for the satisfactory performance of the services 
under this Contract, the maximum as indicated on Page 1 under “Total Amount of 
Contract,” inclusive of all expenses.  In no event will the total compensation exceed 
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the maximum amount indicated on Page 1. Compensation for services provided 
under this Contract is contingent upon the approval process set forth in Section 3., 
Specific Conditions of Payment. Section 66.0135, Wisconsin Statutes will apply to 
any late payments by the COUNTY, except as provided by Section 22. 

 
C. Taxes, Social Security and Government Reporting - Personal income tax 

payments, social security contributions and all other governmental reporting and 
contributions as a consequence of the PROVIDER receiving payment under this 
Contract shall be the sole responsibility of the PROVIDER. 

 
D. Subcontracting - The PROVIDER shall not subcontract for the performance of any 

of the services herein set forth without prior written approval obtained from the 
COUNTY. If any work or service is subcontracted, it shall be specified by written 
contract or agreement and shall be subject to each provision of this Contract. The 
PROVIDER shall be as fully responsible to the COUNTY for the acts and omissions 
of his subcontractors and or persons either directly or indirectly employed by them, 
as he is for the acts and omissions of persons directly employed by him.  

 
7.    DISPUTES: In the event of a dispute as to the services performed or the compensation to 
be paid, the decision of the Brown County Risk Manager or his/her designee prevails.  
 
8.    INDEMNIFICATION AND DEFENSE OF SUITS: The PROVIDER agrees to indemnify, 
hold harmless, and defend the COUNTY, its officers, agents, and employees from any and all 
liability including claims, demands, damages, actions or causes of action; together with any and 
all losses, costs, or expense, including attorney fees, where such liability is founded upon or 
grows out of the acts, errors, or omissions of the PROVIDER, its employees, agents or 
subcontractors.  
 
9. REGULATIONS: PROVIDER agrees to comply with all of the requirements of all federal, 
state and local laws related thereto.  
 
10. SAFETY REQUIREMENTS:  All material, equipment and supplies provided to the 
COUNTY must comply with all safety requirements as set forth by the Wisconsin Administration 
Code, Rules of the Industrial Commission on Safety and all applicable OSHA standards. 
 
11. VENUE AND APPLICABLE LAW: Any lawsuits related to or arising out of disputes under 
this Contract shall be commenced and tried in the Circuit Court of Brown County, Wisconsin and 
the COUNTY and PROVIDER shall submit to the jurisdiction of the Circuit Court for such 
lawsuits.  This Contract and any disputes arising under it shall be governed by the laws of the 
State of Wisconsin. 
 
12. TERMINATION OF CONTRACT FOR CAUSE: If through any cause, the PROVIDER 
shall fail to fulfill in a timely and proper manner its obligations under this Contract, or if the 
PROVIDER violates the covenants, agreements or stipulations of this Contract, the COUNTY 
shall have the right to terminate this Contract by giving written notice to the PROVIDER of such 
termination delivered pursuant to Section 24.  The written notice shall be provided to the 
PROVIDER at least thirty (30) days before the effective date of such termination. COUNTY may 
allow the PROVIDER a reasonable amount of time to cure a breach of the terms of this 
Contract, if the breach is amenable to a cure.  COUNTY shall not unreasonably withhold such 
permission.  
 
In such event, all finished or unfinished documents, data, studies, surveys, drawings, maps, 
models, photographs, reports or other materials related to the services prepared by the 
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PROVIDER under this Contract shall, at the option of the COUNTY, become the property of the 
COUNTY.  
 
Notwithstanding the above, the PROVIDER shall not be relieved of liability to the COUNTY for 
damages sustained by the COUNTY by virtue of any breach of the Contract by the PROVIDER, 
and the COUNTY may withhold any payments to the PROVIDER for the purpose of set off until 
such time as the exact amount of damages due to the COUNTY from the PROVIDER is 
determined.  
 
13. CHANGES: All changes that are mutually agreed upon by and between the COUNTY and 
the PROVIDER, including any increase or decrease in the amount of the PROVIDER’S 
compensation, shall be in writing and designated as written amendments to the Contract.  
 
14. WAIVER: One or more waivers by any party of any term of the Contract will not be 
construed as a waiver of a subsequent breach of the same or any other term.  The consent or 
approval given by any party with respect to any act by the other party requiring such consent or 
approval shall not be deemed to waive the need for further consent or approval of any 
subsequent act by such party. 
 
15.  PERSONNEL: 
 

A. The PROVIDER represents that it has or will secure, at its own expense, all 
personnel required in performing the services under this Contract. Such personnel 
shall not be employees of or have a contractual relationship with the COUNTY. 

 
B. All of the services required hereunder will be performed by the PROVIDER or under 

its supervision and all personnel engaged in the work shall be fully qualified and shall 
be authorized or permitted under state and local law to perform such services. 

 
16. ASSIGNMENT: The PROVIDER shall not assign or transfer this Contract and shall not 
transfer any interest in it without the prior written consent of the COUNTY.  Claims for money 
due or to become due to the PROVIDER from the COUNTY under this Contract may be 
assigned to a bank, trust company or other financial institution without COUNTY approval; 
however, notices of any such assignment or transfer shall be furnished promptly to the 
COUNTY. 
 
17.    RECORDS:  
 

A. Establishment and Maintenance of Records - Records shall be maintained by the 
PROVIDER with respect to all matters covered by this Contract.  The records shall 
be maintained for a period of three (3) years after receipt of final payment under this 
Contract, except as otherwise authorized.  

 
B. Documentation of Cost - All costs shall be supported by properly executed payrolls, 

time records, invoices, contracts or vouchers, or other official documentation 
evidencing in proper detail the nature and propriety of other accounting documents 
pertaining in whole or in part to this Contract and shall be clearly identified and 
readily accessible.  

 
18. AUDITS AND INSPECTIONS: In the event that the COUNTY deems it necessary to 
conduct an audit or inspection, PROVIDER shall, during normal business hours, furnish or make 
available at a time designated by the COUNTY and in the form required by the COUNTY, 
information, records and reports regarding powers, duties, activities, organization, property, 
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financial transactions, method of operation, or any and all other records, reports or information 
in PROVIDER’S custody or control pertinent to this Contract. 
 
PROVIDER shall provide the COUNTY inspectors or auditors access to all property, equipment 
and facilities in PROVIDER’S custody or control related to the services provided or purchased 
under this Contract.  PROVIDER shall be expected to provide, at PROVIDER’S expense, 
reasonable time by PROVIDER’S personnel as may be required for the COUNTY inspectors or 
auditors to perform the inspection or audit. 
 
Any information provided to the auditors, which is deemed confidential by federal, state or local 
laws shall be held as confidential and not disclosed to the public. 
 
19. NON-DISCLOSURE: 

A.   Acknowledgment of Confidential Relationship - PROVIDER hereby 
acknowledges and agrees that any Confidential Information disclosed to it by Brown 
County is for the limited purpose of providing services and PROVIDER  will maintain 
the Confidential Information in confidence, and a confidential relationship will arise 
between PROVIDER and Brown County by reason of such submission and/or 
disclosure. 

 
B. Use and Disclosure of Confidential Information.  PROVIDER agrees neither to 

copy, sell, transfer, publish, disclose, display or otherwise use for its own benefit, nor 
to disclose to third parties, any Confidential Information whether from observation, 
from any materials submitted or from disclosures by Brown County hereunder. 
PROVIDER further agrees neither to make nor retain any copies of nor directly or 
indirectly use any process or other proprietary information disclosed to it or any 
process deceptively similar thereto without Brown County's prior written approval, 
which Brown County may withhold in its sole discretion. In no event shall either party 
use Confidential Information in a way, which violates state or federal laws.  

 
PROVIDER shall instruct its employees, agents and contractors of their obligations 
under this Agreement and instruct them to use the same care and discretion with 
respect to the Confidential Information and to not circumvent any security procedures 
or devices with respect to Confidential Information.  The parties agree that the 
implementation of this signed Agreement will suffice for this purpose. 

 
C.    Title remains with Brown County. All innovations, inventions, devices, processes 

and/or formulas developed by PROVIDER for Brown County shall be deemed to be 
the sole property of Brown County. PROVIDER agrees to disclose in writing to 
Brown County any and all formulas, ingredient specifications and descriptions, 
processing methods, items, ideas or concepts which are directly related to work 
performed by PROVIDER on behalf of Brown County which constitute innovations or 
inventions developed by PROVIDER either solely or jointly in connection with work 
performed by PROVIDER at the request of any under assignment by Brown County. 
PROVIDER also agrees to assign to Brown County any and all interest it may have 
in such inventions or innovations, which are specified in relation to the product 
named. 

 
D.     Indemnification by PROVIDER. PROVIDER agrees to take precautions to avoid 

wrongful disclosures or use of Confidential Information and will indemnify Brown 
County and hold Brown County harmless from all losses, expenses or liability arising 
from or in connection with such unauthorized use or disclosure. In addition, 
PROVIDER acknowledges that in the event of a breach or threatened breach of this 
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Agreement, irreparable damage will immediately occur to Brown County and 
PROVIDER will indemnify Brown County from all losses, liabilities and expenses 
incurred by Brown County as a result thereof.  

 
20. CONFLICT OF INTEREST:  
 

A. Interest in Contract - No officer, employee or agent of the COUNTY who exercises 
any functions or responsibilities in connection with the carrying out of any services or 
requirements to which this Contract pertains, shall have any personal interest, direct 
or indirect in this Contract.  

 
B. Interest of Other Local Public Officials - No member of the governing body of the 

locality, who exercises any functions of responsibilities in the review or approval of 
the carrying out of this Contract, shall have any personal interest, direct or indirect, in 
this Contract.  

 
C. Interest of PROVIDER and Employees - If PROVIDER is aware or becomes aware 

that any person described in Sections 20, A. and B. has any personal financial 
interest, direct or indirect, in this Contract; PROVIDER shall immediately disclose 
such knowledge to the COUNTY. The PROVIDER further covenants that it presently 
has no interest and shall not acquire any interest, direct or indirect, which would 
conflict in any manner or degree with the performance of its services hereunder. The 
PROVIDER further covenants that in the performance of this Contract no person 
having any conflicting interest shall be employed.  

 
21. DISCRIMINATION PROHIBITED: 
 

A.     PROVIDER shall not discriminate against any individual on the basis of age, race, 
creed, color, disability, marital status, sex, national origin, ancestry, membership in the 
National Guard, state defense force or any reserve component of the military forces of 
the United States or this state.  PROVIDER may refuse to employ individuals based on 
conviction and arrest records only as allowed by Sec. 111.335, Wis. Stats. 
 
B.     The PROVIDER will cause the foregoing provisions to be inserted into all 
subcontracts, if any, for any work covered by this Contract so that such provision will be 
binding upon each subcontractor, provided that the foregoing provisions shall not apply 
to contracts or subcontracts for standard commercial supplies or raw materials.  
 

22.    INSURANCE: 
 

A. The PROVIDER shall be solely responsible to meet PROVIDER’S insurance needs 
as required by the COUNTY during the terms of this Contract or any extension 
thereof.  

 
B. The Certificate(s) of Insurance shall be issued by a company or companies 

authorized to do business in the State of Wisconsin and satisfactory to the COUNTY.  
Such insurance should be primary.  PROVIDER shall furnish the COUNTY with a 
certificate of insurance and upon request, certified copies of the required insurance 
policies.  The certificate(s) shall reference the Contract and name Brown County, its 
boards, commissions, agencies, officers, employees and representatives as 
additional insured and provide for thirty (30) days advance notice of any change, 
cancellation or non-renewal during the term of the Contract. 
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C. The PROVIDER shall not allow subcontractors, if any, to commence work until the 
aforementioned documents, where applicable, have been obtained from the 
subcontractor(s) and approved by the COUNTY. 

 
D. No payments or disbursements under the Contract shall be made if such proof has 

not been furnished.  Failure to submit an insurance certificate, as required, can make 
the Contract void at the COUNTY’S discretion. 

 
23.  FORCE MAJEURE:   
 

A. If the performance of any part of this Contract by PROVIDER is delayed or rendered 
impossible by reason of natural disaster, flood, fire, riot, explosion, war or actions or 
decrees of governmental bodies, PROVIDER shall immediately give notice to the 
COUNTY of the nature of such conditions and the extent of delay and shall do 
everything possible to resume performance.  If the period of nonperformance 
exceeds twenty-one (21) days from the receipt of notice of the Force Majeure Event, 
the COUNTY may, by giving written notice, terminate this Contract. 

 
B. If the ability of the COUNTY to compensate the PROVIDER is delayed by reason of 

natural disaster, flood, fire, riot, explosion, war or actions or decrees of governmental 
bodies, the COUNTY shall immediately give notice to the PROVIDER of the nature 
of such conditions and the expected date that compensation will be made. Section 
66.0135 Wisconsin Statutes shall not apply to any late payment by COUNTY due to 
circumstances under this paragraph.  

 
24. OTHER PROVISIONS: 
 

A.    Publicity Releases - PROVIDER agrees not to refer to award of this Contract in 
commercial advertising in such a manner that states or implies that the products or 
services provided are endorsed or preferred by Brown County. 

 
B.    Independent Contractor - PROVIDER agrees that it is working in the capacity of 
an Independent Contractor with respect to the services provided.  Nothing in this 
Contract shall be considered to create the relationship of employer and employee 
between the parties.  
 
C.   Appropriation of Funds – This Contract is contingent upon annual authorization of 
funding by the COUNTY governing body. In the event funding is not approved or 
terminated, the County may terminate this contract by providing thirty (30) days written 
notice to PROVIDER. 

 
25.   NOTICES: Any and all notices shall be in writing and deemed served upon depositing 
same with the United States Postal Service as "Certified Mail, Return Receipt Requested", 
addressed to the PROVIDER at:  
 
And to the COUNTY at:  
Brown County Purchasing  
305 E. Walnut Street, 5TH Floor 
PO Box 23600                                                                                  
Green Bay, WI  54305-3600                                                                                                 
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All other correspondence shall be addressed as above, but may be sent by "Regular 
Mail" and deemed delivered upon receipt by the addressee.  
 
 
 
 
 

 
 

BROWN COUNTY PURCHASING 
 

Dale C. DeNamur, Buyer 
 
Signature:_____________________________ 
 
Date:_________________________________ 
 

 
BROWN COUNTY LIBRARY 

 
Lynn Stainbrook, Director 

 
Signature:_____________________________ 
 
Date:  ________________________________ 

 
 

BROWN COUNTY EXECUTIVE 
 

Troy Streckenbach, County Executive 
 

 
Signature:_____________________________ 
 
Date: ________________________________ 
 

 
 
CONTRACTOR (To be signed by the person  
authorized to legally bind your firm to this Contract.)
 
 
Firm:  ____________________________________
 
Address:  _________________________________
 
City/State:  ________________________________
 
Zip Code:  ________________________________
 
Printed Name: _____________________________
 
 
Signed Name: _____________________________
                                    (Required) 
 
Title:  ___________________________________ 
 
Date:  ___________________________________ 
 
 
 
 
Distribution: 
Original – Purchasing 
Copy 1 –  PROVIDER(s) 
Copy 2 –  Responsible Department(s) 

 











































































July 18, 2012 
TO THE HONORABLE CHAIRMAN AND MEMBERS 
OF THE BROWN COUNTY BOARD OF SUPERVISORS 
 
Ladies & Gentlemen: 
 

RESOLUTION REGARDING AUTHORITY TO EXECUTE  
A 2012  LABOR AGREEMENT WITH THE BROWN COUNTY  

HUMAN SERVICES PROFESSIONAL EMPLOYEES ASSOCIATION 
 
 
 BE IT RESOLVED by the Brown County Board of Supervisors, that the County Executive and 

County Clerk be and are hereby authorized to execute a one (1) year labor agreement on behalf of Brown 

County with the Brown County Human Services Professional Employees Association for the year 2012 

effective January 1, 2012. 

  All items, with the exception of wages, or except as specifically provided otherwise will be 

prospective effective the date of signing of the agreement. 

 BE IT FURTHER RESOLVED that the funds to cover the costs resulting from the adoption of 

this resolution shall be made available from funds budgeted for this purpose. 

1. Article 2.  WAGE SCHEDULE 
Revise to reflect: 

                      
 Effective the first day of the pay period that includes January 1, 2012: 
 
  0% increase 
 

2. DURATION OF AGREEMENT 
 
 One year agreement (2012) 

Respectfully submitted, 
 
       EXECUTIVE COMMITTEE 

 
Approved By: 
 
       
COUNTY EXECUTIVE 
 
Date Signed:       
 
APPROVED BY CORPORATION COUNSEL 
 
Fiscal Impact:  This resolution does not require an appropriation from the General Fund.  This was in the 
2012 budget 
 
Final Draft submitted by Human Resources. 





July 18, 2012 
TO THE HONORABLE CHAIRMAN AND MEMBERS 
OF THE BROWN COUNTY BOARD OF SUPERVISORS 
 
Ladies & Gentlemen: 
 

RESOLUTION REGARDING AUTHORITY TO EXECUTE  
A 2012  LABOR AGREEMENT WITH THE BROWN COUNTY  

HUMAN SERVICES PARA-PROFESSIONAL EMPLOYEES ASSOCIATION 
 
 
 BE IT RESOLVED by the Brown County Board of Supervisors, that the County Executive and 

County Clerk be and are hereby authorized to execute a one (1) year labor agreement on behalf of Brown 

County with the Brown County Human Services Para-Professional Employees Association for the year 

2012 effective January 1, 2012. 

  All items, with the exception of wages, or except as specifically provided otherwise will be 

prospective effective the date of signing of the agreement. 

 BE IT FURTHER RESOLVED that the funds to cover the costs resulting from the adoption of 

this resolution shall be made available from funds budgeted for this purpose. 

1. Article 2.  WAGE SCHEDULE 
Revise to reflect: 

                      
 Effective the first day of the pay period that includes January 1, 2012: 
 
  0% increase 
 

2. DURATION OF AGREEMENT 
 
 One year agreement (2012) 

Respectfully submitted, 
 
       EXECUTIVE COMMITTEE 

Approved By: 
 
       
COUNTY EXECUTIVE 
 
Date Signed:       
 
APPROVED BY CORPORATION COUNSEL 
 
Fiscal Impact:  This resolution does not require an appropriation from the General Fund.  This 
was in the 2012 budget 
 
Final Draft submitted by Human Resources. 
 

















AN ORDINANCE TO AMEND CHAPTER 4 OF THE BROWN COUNTY CODE ENTITLED 
“PERSONNEL RULES AND REGULATIONS” 

 
THE BROWN COUNTY BOARD OF SUPERVIORS DOES ORDAIN AS FOLLOWS:   
 
SECTION 1 - Sections:  4.02 4.25, 4.28, 4.40, 4.49, 4.51, 4.54, 4.56, 4.57, 4.59, 4.65, 
4.68, 4.69, 4.71, 4.72, 4.74, 4.78, 4.85, 4.86, 4.88, 4.90, 4.91, 4.92, 4.93, 4.94, 4.102 

 
 4.02 PURPOSE.    The purpose of this chapter shall be to establish a 

uniform County personnel policy which shall apply to all employees of the County.  This 
chapter is not an employment contract between Brown County and its employees.  

 
EMPLOYMENT SELECTION PROCESS 

 
 4.25 POLICY.   Brown County provides equal employment opportunities to all 
employees and applicants for employment without regard to race, color, religion, gender, 
sexual orientation, national origin, age, disability, genetic information, marital status, 
amnesty, or status as a covered veteran in accordance with applicable federal, state and 
local laws. Brown County complies with applicable state and local laws governing non-
discrimination in employment in every location in which the Company County has facilities. 
This policy applies to all terms and conditions of employment, including, but not limited to, 
hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, 
compensation, and training. 
 
 4.28 JOB POSTING. Existing position vacancies will be posted internally and/or 
externally when deemed advisable by the Human Resources Department to allow qualified 
applicants to apply.  There may be circumstances a department, upon approval from the 
Human Resources Department, shall post vacancies internal to the department prior to 
posting to all County employees or to the public.   
 
 4.40 NEPOTISM.   (1) No person shall be employed, promoted, or transferred to 
any department or agency within Brown County government or to a division or section 
thereof when, as a result, he or she would be directly supervising or receiving direct 
supervision from a member of his or her immediate family or working directly above the 
relative’s immediate superior or directly for the relative’s immediate supervisor. Immediate 
family is defined as wife, husband, father, mother, guardian, sister, brother, children of 
employees, aunt, uncle, grandchildren, grandparents, father-in-law, mother-in-law, sister-
in-law or brother-in-law.    
 
 (2) No person shall be employed, promoted, or transferred to any department or 
agency within Brown County government employment when a member of the person’s 
immediate family is already employed within that department or agency.   
 

(3) The Human Resources Manager will determine that if such employment, 
promotion or transfer would be detrimental to the best interests of Brown County. 
 
 4.49 EXTRA PAY. 
 
 (1) Shift Differentials.  Regular part-time and full-time non-exempt employees in 
positions that are scheduled to work on multiple shifts will receive may be eligible for 
additional pay for working non-standard hours 2nd or 3rd shifts.  Positions that require 24 
hours/7 day coverage will receive shift differential for hours worked between 5:00pm to 
7:00am  Shift differentials for other departments depend on the job classification of the 
employee and will be paid in accordance with an approved County or Department policy. 
  



 (2) Stand-By Pay. Employees who are assigned stand-by duty may receive 
compensation for each week assigned to stand-by duty, upon approval of the Department 
Head. This will be the sole compensation for this stand-by duty, even when such duty would 
otherwise be out of the employee’s usual schedule or classification.  
 
 (3)  Compensation During Temporary Assignment.  A temporary assignment is an 
assignment for a minimum of ninety (90) days or more, which requires approval by the 
Human Resources Manager and notification to the County Executive.  The Human Resources 
Manager will recommend the appropriate rate of pay for the temporary assignment.  A 
temporary assignment may not continue beyond six (6) months without approval from the 
Human Resources Manager.  
 
 (4) Increased Pay for Work of another Classification.  In certain cases an 
employee is eligible to receive increased compensation while performing the work of 
another classification: 
 
  (a) Foreman or leaderworker duties:  If employees assume these duties 
and work at least one (1) full day at that level. 
 
  (b) Training Officer Pay:  Perform on the job training and evaluations of 
new hired employees.   (Telecommunicator and Correctional Officer) 
 
 4.51 STATUS CHANGES 
 
 (1) LTE to Regular Employee.  An employee working in a limited term position, 
who then becomes a regular County employee, in the same classification, shall have time 
worked as a limited term employee credited toward the appropriate probationary period 
initial employment period and years of service.  
 
 (2) Part-time to Full-time Employee.  An employee who transfers from part-time 
or full-time in the same classification will be placed at the same step.  In certain 
circumstances the hours of existing part-time employees may be increased in lieu of other 
limited term employment options. 
 
 (3) Regular to LTE Employee.  A regular employee, who transfers to a limited 
term position in the same classification, will be placed at the same step. 
 
 (4) Promotion.  When promoted, an employee's pay shall be increased to a step 
of the pay grade for the class to which the employee is being promoted. If the employee's 
present pay is already above step 1, he/she shall be placed in a step of the pay grade for 
the class to which the employee is being promoted which will provide a pay increase based 
on qualifications.  
 
 (5) Demotion.  When an employee is demoted for any reason, the Human 
Resources Manager shall consult with the supervisor(s) involved to decide the pay for the 
re-assignment. In no case will it exceed the maximum of the pay grade of the job to which 
the employee is demoted. 
 
 (6) Retirement.  The normal retirement age for County employees shall be 
determined by appropriate Wisconsin Statute.  For employees who terminate employment, 
the last day of employment is the last day the employee is physically on the job. 
 
  



4.54 BREAKS.  (1)  If department scheduling requires unpaid breaks, an unpaid break of 
20 to 30 minutes will be scheduled approximately midway in a standard workday and may 
be staggered to accommodate department needs.   Unpaid time amount is based on the 
needs of the department. 
 
 (2) Break times are to be arranged between employee and the supervisor or 
Department Head.  Employees may also not leave their workstations area for paid breaks.  
If employees take for two unpaid paid  15 minute breaks per day they may leave their 
workstations area. Breaks not taken are lost and may not be scheduled or combined to 
create a 30 minute break, extend a mid-day break, or shorten the work day at either the 
start or end. It is the Department Head's responsibility to assure that lunch periods and 
breaks are scheduled so that adequate staff coverage is provided at all times. 
 
4.56 EXEMPT EMPLOYEES.  Exempt employees (including Department Heads, 
supervisors, managers, professionals) under as defined in the Fair Labor Standards Act 
(FLSA) are expected, to work a normal full-time work week in addition to performing the 
duties of their positions, and to also be available for special and regular meetings and 
events outside of normal hours and may be subject to structured work schedules.  In return 
for these services, these employees may take time off when the workload of their 
department permits.  
 

OVERTIME AND COMPENSATORY TIME 
 
 4.57 POLICY.  (1)  Each position is designated as either Non-exempt or Exempt 
from the Federal Fair Labor Standards Act and state wage and hour laws. Employees in non-
exempt positions shall be compensated or receive compensatory time at a rate of one and 
one-half times normal pay for hours worked in excess of forty (40) hours in any work week.  
Pay for non-worked hours (vacation, casual, holiday, etc.) are not considered hours worked.  
Per FLSA, some exceptions to the 40 hours per week standard apply under special 
circumstances to sheriff and hospital and nursing home employees. Exceptions to this 
include but are not limited to hospitals/health care field, law enforcement, and emergency 
services personnel.  All time worked is subject to rounding rules. 
 
 (2) All overtime or compensation time must be authorized by the Department 
Head or supervisor and is subject to budgetary limitations. Any paid or unpaid leave will not 
count as hours worked for overtime or compensatory time calculations. All overtime and 
compensatory time accruals will be reviewed periodically by the Human Resources Manager.  
Overtime shall be kept to a minimum and shall be utilized to relieve specific occasional peak 
workloads or for work necessity, and is not intended as a convenience or benefit for the 
employee. 
 

(3) No employee may start work before the appointed time, work through breaks, 
or work past the appointed time without prior authorization. Employees are not allowed to 
accumulate work hours more than 15 minutes before their appointed starting time, during 
breaks, or 15 minutes past the appointed quitting time. 
 

(4) In the event a non-exempt employee is called in outside of the normal 
scheduled hours, the employee shall be guaranteed a minimum of two (2) hours of work. 
 
  



4.59 EXEMPT EMPLOYEES.  (1)  Exempt employees are expected to work without regard 
to overtime. Exempt employees are not eligible for payment of overtime or compensatory 
time. Department Heads, supervisors, managers, professionals and other exempt 
employees may be subject to structured work schedules as set by their superiors and are 
required to receive prior approval to be absent from or leave the work area during work 
hours.  
 
 (2) Exempt employees are paid on a salary basis. Being paid on a salary basis 
means an employee regularly receives a predetermined amount of compensation each pay 
period. The salary paid by Brown County to salaried employees is specifically intended to 
compensate for their service to the County. Subject to limited exceptions, an exempt 
employee receives their full salary for any work week in which the employee performs any 
work, regardless of the number of days or hours worked. However, such salary includes 
requiring the employee to charge his/her absences to paid leave accruals.  
 
 (3) exempt employees who are absent from the workplace for less than one day 
normally shall deduct the length of the absence from the appropriate paid leave account 
(i.e., sick or vacation leave). It is recognized, however, that in certain circumstances, the 
fulfillment of an employee’s responsibilities require longer or more irregular hours than in 
other situations.  In such instances, the employee’s superior may allow an employee the 
flexibility to attend to personal business away from work during normal work hours without 
requiring the use of accrued leave.  Exercising this flexibility shall not amount to 
compensating the employee on an hour off for an hour worked basis.  Such time away from 
the workplace that is not being deducted from leave accruals shall not be reported on the 
employee’s time and attendance records.  
 
 (4)(3) Exempt employees who are absent from the work place for part of a week 
and do not have enough accrued leave to cover the absence, shall not have their salaries 
reduced for that portion of the absence that is not covered by paid leave. Exempt 
employees may be disciplined for abusive leave time (absences or tardiness).  Therefore, 
Departments may and are encouraged to keep informal accounts of employee’s use of leave 
that is not recorded on time and attendance forms should documentation be necessary due 
to misuse, or disciplinary issues.  
 
4.65 HOLIDAYS.  (1)  Eligible employees who have been employed for a period of thirty 
(30) days shall receive a full day's pay for the following holidays:  New Year's Day, Memorial 
Day, Independence Day, Labor Day, Thanksgiving Day, Christmas Eve, Christmas Day and 
New Year’s Eve. In addition to these holidays, the last half of the workday (4 hours) of 
Christmas Eve, New Year’s Eve, and Good Friday shall also be observed as holidays for pay.  
For employees who work Monday through Friday schedules, if any of the above mentioned 
holidays fall on Saturday, the preceding Friday will be observed and if the holiday falls on 
Sunday, the following Monday will be observed or as determined by the County.  For 
compensation for the half day holiday, employees must first work the first half of their work 
day before holiday pay commences.   
 
 (2)  Non-exempt hourly and exempt salaried employees scheduled to work and 
who actually work on the observed holiday will receive compensation at two times (double) 
their regular rate of pay for actual hours worked.  Non-Exempt Employees will receive one 
and ½ times their normal pay rate for the hours worked on the holiday.  All eligible 
employees will receive paid holiday equal to their normal schedule up to 8 hours per 
holiday. 
 
  



 (3) When a non-exempt hourly and exempt salaried employee is required to work on 
an observed holiday that falls on their regularly scheduled day off, these employees will be 
paid at twice their regular rate of pay per hour for actual hours worked.  The number of 
hour paid for the holiday is equal to the number of hours the department would have 
normally scheduled an employee to work had it not been a holiday.  When an exempt 
employee is required to work on a holiday, the employee will be paid holiday pay and for 
the actual hours worked. 
 

(4)(3) For purposes of compensation of holidays under this section, regardless of 
shift, holidays will be deemed to commence and end at midnight, for employees that do not 
work 24/7 schedules.  For employees in 24/7 positions, the holidays will commence at the 
beginning of the first shift which occurs on the holiday and end at the completion of the last 
shift which commences on the day of the holiday. (for example, those employees who work 
7a-3p, 3p-11p, and 11p-7a will receive holiday pay between 7am on the holiday to 7am on 
the day after the holiday)>  
 
 (4)(5) Personal Days.  
 
  (a) Eligible employees who have been employed for a period of thirty (30) 
days who work Monday through Friday schedules, twenty-four (24) hours personal time 
[twenty-two and one-half (22.5) hours for employees regularly scheduled to work seven 
and one-half (7.5) hour days] shall also be observed as a holiday, to be taken as mutually 
agreed upon between the employee and supervisor. In addition, the day after Thanksgiving 
will be observed as a personal day with pay.  
 
  (b) For employees who follow a seven (7) day schedule, thirty-two (32) 
hours of personal time shall be observed as holidays, subject to prior approval by supervisor 
or manager.  
 
  (c) Unused personal time shall be lost at the end of the calendar year. 
 
 4.68 BEREAVEMENT LEAVE.  (1)  Whenever a death occurs to a member of the 
immediate family of an employee, the County shall compensate the employee for any time 
lost from work during the next five (5) three (3) work days. The five (5) three (3) work 
days must be taken within the period starting with the date of death and one of the days 
must be used to attend the funeral.  Should such death occur during the employee’s 
vacation or use of other paid time off, he/she shall receive the additional time off with pay 
at another time mutually agreed upon by the employee and department. Should the funeral 
or internment occur at a delayed date (example: winter death, spring internment) the 
employee may use one (1) of the five (5) three (3) days to attend the funeral or 
internment. Compensation shall be at the regular hourly rate of said employee for a normal 
work day.  
 
 (2) Immediate family is defined as: wife, husband, father, mother, guardian, 
sister, and brother, child of employee, grandchildren, grandparents, father-in-law, mother-
in-law, step-children, or stepparents.  
 
 (3) Employees will be entitled to compensation for one (1) day to attend the 
funeral of the spouse’s grandparents or of a son-in-law or daughter-in-law, brother-in-law 
or sister-in-law, aunt or uncle of the employee or spouse. In the event an employee is 
required to act as a pallbearer at the funeral of someone outside of his/her immediate 
family, he/she shall be granted one (1) day off to do so with bereavement pay. 
 
  



 (4) Regular part-time employees are eligible for bereavement days off as stated 
above, beginning on the succeeding calendar days starting on the date of death.  If during 
this leave the employee has to work days, the employee will be paid for those scheduled 
work days and hours only.  The employee will not be paid for any of these days which are 
non-scheduled work days.  Should any death occur during an employee’s vacation he/she 
shall receive additional time off with pay for any scheduled work day affected at a time 
mutually agreed upon by the employee and department.  
 

(5) Department heads shall consult with the Human Resources Director for any 
exceptions. 
 
 4.69 WORKER'S COMPENSATION.  An employee who is absent due to injury or 
illness caused during the course of his/her duties shall receive first day coverage at 75% of 
regular pay during the first 180 calendar days, and payments to hospital, doctors, and to 
employee for lost time shall be made in accordance with the Worker's Compensation Act of 
Wisconsin.  If during this 180-day period the employee receives Worker's Compensation, 
he/she shall endorse and turnover said check to the County Treasurer and receive his/her 
regular pay in return. All employees are expected to conduct themselves in such a manner 
that they do not cause injury to themselves or others.  If an injury does occur during 
working hours, an employee shall: 
 
 (1) Regardless of severity, report such injury to his/her supervisor or designated 
authority and complete an "Accident Report Form" which will be furnished by the Insurance 
Department. 
 
 (2) If the injury is such that the employee is unable to complete an "Accident 
Report Form", said form shall be completed by the person in the employee's department 
designated to complete the form.  
 
 (3) Accident reports supported by a certificate of a licensed physician setting 
forth the nature and extent of the injury and the probable period of disability, must 
accompany requests for leave. 
 
The County follows the requirements fo state law.  
 
4.71 SHORT-TERM DISABILITY LEAVE.  (1)  Employees who have completed 180 
calendar days of service shall be eligible for disability leave pay as follows: 
 
  (a) On the job accidents or injuries of the employee - first day coverage at 
75% of regular pay for the duration of short term disability, up to a maximum of 180 days.  
The employee is responsible for applying for long term disability coverage.  (Doctor 
Certificate required). 
 
  (b) Sickness or an off the job accident or injury of the employee - 
coverage after three (3) work days at 75% of regular pay. 
 
 (2) Eligible part-time employees shall receive disability leave benefits on a pro 
rata hourly basis based on scheduled work hours. 
 
Employees who have completed 6 months of employment shall be eligible for disability 
leave pay per County policy in effect.   
 
  



 4.72 LONG TERM DISABILITY.  Brown County's Long Term Disability (LTD) Plan 
provides for eligible employees, (excluding seasonal, limited term employees, temporary 
and summer), to receive two-thirds pay after 180 days of disability to age 65 with offsets 
for Social Security disability benefits, Wisconsin Retirement System disability benefits, and 
Worker's Compensation benefits.  Part-time employees who work at least 50% of full time 
hours are eligible for long-term disability on a prorated hourly basis, based on scheduled 
work hours. 
 
 (1) LTD begins after 180 days of disability; however, the offsetting benefits must 
be requested by the disabled employee within 30 days of beginning LTD. 
 
 (2) The Wisconsin Retirement System requires that the Employer certify that all 
earnings, including service and pay for vacation and sick leave, have been paid and that the 
employee is on a leave-of-absence and not expected to return to work, or has been 
terminated because of a disability.  Therefore, once it has been determined on the basis of a 
report from the employee's doctor that an employee is not reasonably expected to return to 
work, the employee will be terminated from the payroll and paid all appropriate accrued 
benefits.  If the employee is expected to be able to return to work, the employee will be 
granted a leave of absence up to two years but not to exceed his/her length of service with 
the County. 
 
 (3) When the employee is able to return to work after being on LTD, the 
employee will be reinstated to an available position for which s/he is qualified.  Such 
determination will be made by the employer on a case-by-case basis.  While on LTD, the 
employee will continue to accrue seniority for job posting purposes only.  Seniority for other 
purposes will be frozen at the beginning of the LTD leave and shall begin accruing upon the 
employee's return to work. 
 
Employees who have exhausted Short Term Disability benefits shall be eligible for disability 
leave pay per County policy in effect. 
 
 4.74 LEAVES OF ABSENCE.   
 
 (1) Policy.   The Human Resources Manager in collaboration with the Department 
Head may grant a regular employee leave without pay for a period not to exceed six (6) 
months.  A leave of absence (LOA) is defined as an unpaid approved absence from work for 
a specified period of time for medical, parental, military or personal reasons. If an employee 
finds that he she must be out of work for more than three (3) days, he or she should 
contact the Human Resources Department to determine if a LOA may be necessary. 
 
 (2) Eligibility.   (a)  All regular employees employed by Brown County may be 
eligible to apply for an unpaid personal leave of absence. Job performance, absenteeism and 
departmental requirements will all be taken into consideration before a request is approved. 
Leave without pay shall be granted only when it is in the best interests of the County to do 
so.  The interests of the employee shall be considered when he/she has shown by his/her 
record to be of more than average value to the County and when it is desirable to return the 
employee to service even at some sacrifice. Requests for leave of absence shall be approved 
prior to the taking of such leave.  When such leave is requested as an extension of sick 
leave, an acceptable physician's certificate shall be included. 
 
  (b) Requests for unpaid personal leave may be denied or granted by 
Brown County for any reason or no reason and are within the sole discretion of the County. 
Approvals of the immediate supervisor, department director and the Human Resources 
Department are required.  
 



 (3) Unauthorized Absence.   It is recognized that there may be extenuating 
circumstances for unauthorized absence, and due consideration shall be given each case.  
However, an employee who is absent from duty without approval may be considered as 
having abandoned his/her position, depending on the circumstances. 
 
4.78 INITIAL EMPLOYMENT PERIOD PROBATIONARY EMPLOYEE EVALUATIONS.  
Department Heads, or their designee, shall evaluate probationary initial employment period 
employees during the midpoint of the initial probationary employment period.   
 
 

CORRECTIVE ACTION, LAYOFFS, TERMINATION 
 

 4.85 CORRECTIVE DISCIPLINE.ACTIONS.   The purpose of discipline corrective 
action is correcting job behavior and performance problems of employees. Employees shall 
be informed of standards of conduct and performance. Discipline Corrective action shall be 
administered in compliance with this Chapter and rules and standards shall be consistently 
applied. Penalties shall be appropriate to the circumstances. Persons administering 
corrective discipline shall systematically document the case. Disciplinary Corrective actions 
shall be in writing and include a full description of the alleged infraction and a statement 
informing the employee of his/her rights under the grievance procedure contained in these 
Ordinances.  Records of verbal reprimands Corrective actions shall be maintained in the 
department files.  Copies of written reprimands, suspensions, and terminations shall be 
provided to the employee, the Human Resources Manager, to the employee's supervisor and 
kept in the department files. Suspensions and terminations shall be discussed with the 
Human Resources Manager before such actions are taken and records shall be provided to 
the Human Resources Manager for retention in the employee file. The County Executive will 
be informed of suspensions and terminations by Human Resources. Corrective actions, with 
the exception of suspensions and terminations, are not subject to the Grievance Process.  
Suspensions and terminations are subject to the Grievance Process and employees  
 
 4.86 GROUNDS FOR CORRECTIVE ACTION OR DISCIPLINE. The following 
shall be grounds for discipline ranging from a warning to immediate discharge depending 
upon circumstances and the seriousness of the offense in the judgment of management:  
(The listing provided below is illustrative, and is not intended to be all-inclusive) 
 

(1) Dishonesty or falsification of records.  
 
 (2) Unauthorized use or abuse of County equipment or property.  
 
 (3) Theft or destruction of County equipment or property.  
 
 (4) Work stoppages such as strikes or slow-downs.  
 
 (5) Insubordination or refusal to comply with the proper order of an authorized 
supervisor.  
 
 (6) Unlawful conduct defined as a violation of or refusal to comply with pertinent 
laws and regulations when such conduct impairs the efficiency of the County service.  
 
 (7) Habitual tardiness, unauthorized or excessive absence. 
 
 (8) Use of official position or authority for personal profit or advantage.  
 
 (9) Disregard or repeated violations of safety rules and regulations.  
 



 (10) Drunkenness, including drinking during working hours or being under the 
influence of alcohol or drugs during working hours, or bringing intoxicants or drugs into the 
workplace.  
 
 (11) Failure to adequately perform assigned job duties.  
 
 (12) Failure to follow duly established work rules, policies and procedures.  
 
 (13) Professional unethical conduct or behavior.  
 
 (14) Abuse of a Client or Patient. 
 
 (15) The disclosure of confidential information in violation of federal or state law or 
county ordinance. 
 
 Other circumstances may warrant disciplinary action and will be treated on a case-
by-case basis. 
 
4.88 LAYOFFS.  (1)  The Department Head may lay off an employee or employees as a 
result of a shortage or stoppage of work or funds, functional reorganization, or the 
abolishing of positions.  Before implementing a proposed layoff, the Department Head shall 
confer with the Human Resources Manager in order to assure compliance with the 
provisions of Ordinances, Personnel Rules, applicable labor contracts, and labor laws. 
 
 (2) The department shall first give consideration to the layoff or termination of 
employees with limited-term, trainee, and probationary status in the department, division, 
and classification affected. If further reductions are necessary, employees holding regular 
full-time and regular part-time positions shall be laid off. ‘ 
 
 (3) Layoffs shall be based upon departmental needs after considering the 
efficiency and economy of the workplace.  When determining the employee to layoff, 
Department Heads should consider an employee’s length of service, the ability of remaining 
employees to satisfactorily perform the available work, and the historical job performance of 
the affected employees.  Where job performance is relatively equal among the employees in 
a class subject to layoff, seniority shall prevail. 
 
 (4) Within the sole discretion of the County, in some cases employees scheduled 
for layoff may bump employees in the same classification and within the same department, 
provided that the employee to be bumped has less seniority and the bumping employee has 
equal or greater qualifications for the position into which the employee is bumping.  A 
bumped employee may be placed in a position within the department in the same or lower 
classification within the sole discretion of the Human Resources Manager in consultation 
with the Department Head. 
 
 (5)(4) The Human Resources Department shall notify each person laid off of all 
his/her rights including reinstatement eligibility. Regular employees shall receive at least 
fourteen (14) day notice prior to layoff. Layoff plans shall be approved by the Human 
Resources Manager before they are implemented. The rehiring of employees that have been 
laid off shall be determined by the Human Resources Department and the Department Head 
based on its need for the most qualified person to perform the available work. 
 
  



GRIEVANCE PROCEDURE 
 
 4.90 POLICY.    It is the policy of the County to treat all employees fairly and 
equitably in matters affecting their employment.  Any employee who feels he has not been 
treated fairly and equitably has a right to present a grievance to the appropriate 
management official pursuant to the procedures as set forth herein.  The filing of a 
grievance by an employee shall not reflect unfavorably on the employee’s standing, 
performance or loyalty and shall be without fear of reprisal. 
 
 4.91 DEFINITION OF A GRIEVANCE.  A grievance is a formal complaint by an 
employee other than a Department Head regarding unsafe working conditions, unjust 
application of discipline, termination, the unfair application or violation of the personnel 
rules and regulations of this chapter.  For purposes of this procedure, termination includes a 
discharge from employment for rule violations, poor performance, or other acts of 
misconduct.  Termination does not include layoff, retirement, job abandonment or 
termination of employment due to medical condition, lack of qualification or license, or other 
inability to perform job duties.  Unsafe working conditions hereunder shall be limited to 
violations of state and federal regulations on health and safety standards in the workplace. 
 
 4.92 ADMINISTRATION.  The Human Resources Manager shall supervise and 
administer the grievance procedure.  Supervisors and Department Heads shall immediately 
inform the Human Resources Manager of any formal grievance filed hereunder and shall 
cooperate with the Human Resources Manager in the scheduling and just disposition of any 
grievance. The Human Resources Manager may adopt additional rules and requirements in 
furtherance of the Grievance Procedure set out here.   
 
 4.93 GRIEVANCE PROCEDURE.  A formal grievance of an employee shall be 
handled in accordance with the following procedure: 
 
  Step 1.  The employee shall prepare a written statement setting forth the 
grievance.  The grievance statement shall include a summary of the pertinent facts, the 
date the event occurred, what steps the employee has taken to informally resolve the 
grievance, and the remedy requested.  The statement should be given to the employee’s 
Department Head.  Upon receipt of the written statement, the Department Head shall 
immediately forward the grievance to the Human Resources Manager.  Within five (5) 
working days thereafter, the Department Head shall meet with the employee and make a 
reasonable effort to resolve the grievance.  If the Department Head is unable to resolve the 
grievance after the meeting with the employee, the Department Head shall immediately 
prepare a written response denying the grievance and setting forth the reasons for such 
denial.  The Department Head shall forward the written response to the Human Resources 
Manager and provide the employee with a copy of such response.   
 
  Step 2.  If the employee is not satisfied with the Department Head’s 
resolution of the grievance, the employee may, within five (5) working days, present the 
grievance in writing to the Human Resources Manager.  The Human Resources Manager or 
the Manager’s designee shall arrange to meet with the employee and his/her 
representative, if any, to ascertain the facts surrounding the dispute and shall reply in 
writing to the employee within five (5) working days thereafter.  The decision of the Human 
Resources Manager shall be final except grievances that address employee terminations, 
employee disciplines, or workplace safety.  
 
  



  Step 3.  In the event the decision of the Human Resources Manager does not 
satisfy the employee, the employee may, within five (5) working days, present a written 
request to the Human Resources Manager, for a hearing before an impartial hearing officer.  
If the grievance involves an employee termination, employee discipline, or workplace 
safety, the Human Resources Manager shall select an impartial hearing officer by mutual 
consent with the grieving employee.  If the Human Resources Manager and the grieving 
employee are unable to agree to an impartial hearing officer, the Human Resources 
Manager shall request a list of available staff arbitrators from the Wisconsin Employment 
Relations Commission.  The Human Resources Manager shall then select an arbitrator from 
the panel provided by the WERC.  The selected arbitrator or mutually agreeable impartial 
hearing officer shall thereafter hold a hearing on the grievance.  The County and the 
employee may produce witnesses and other evidence at the time of hearing before the 
arbitrator or impartial hearing officer.  After considering the evidence presented, the 
arbitrator or impartial hearing officer shall issue a written decision.  An arbitrary and 
capricious standard of review shall be used by the arbitrator or impartial hearing officer.   
 
  Step 4.   Within five (5) working days of receipt of the written decision of the 
arbitrator or impartial hearing officer, either the employee or the Human Resources 
Manager may appeal the decision of the arbitrator or impartial hearing officer to the 
Executive Committee of the County Board.  The Executive Committee shall thereafter review 
the written record of the case and allow the employee or his/her representative and the 
Human Resources Manager or his/her designee, to make oral arguments before the 
Executive Committee on the merits of the case.  The Executive Committee shall thereafter 
deliberate and issue a recommendation in writing either affirming or reversing the decision 
of the arbitrator or impartial hearing officer.  In the event that the Executive Committee 
recommends a reversal of the decision of the arbitrator or impartial hearing officer, the 
Executive Committee may include a recommendation as to an alternate solution to the 
grievance.  The Executive Committee shall forward its recommendations to the full County 
Board.  The full County Board shall consider the recommendations of the Executive 
Committee and allow the grievant and the Human Resources Manager or designee to make 
arguments to the full Board.  After argument, the full County Board shall deliberate and 
consider the recommendations of the Executive Committee and arguments of the parties 
before making a final decision on the appeal.   
 
 4.94 REPRESENTATION.  An employee is entitled to be represented in each step 
of the grievance procedure by a representative of his/her choice.  The Human Resources 
Manager may delegate, within his/her sole discretion, responsibilities as set forth in Step 2 
to the Human Resources legal advisor, or Corporation Counsel.  Upon mutual agreement the 
employee and the Human Resources Manager may extend or waive any time limits 
contained in this procedure.  Nothing contained herein shall diminish any legal rights an 
employee may be entitled to under the law. 
 
  



GRIEVANCE PROCEDURE 
 

4.90 POLICY.  It is the policy of the County to treat all employees fairly and equitably in 
matters affecting their employment. Employees who believe they have not been treated 
fairly and equitably in matters have a right to present a grievance to the appropriate 
management official pursuant to the procedures as set forth herein. This grievance 
procedure is intended to provide employees with a fair means to seek administrative redress 
for alleged violations, misinterpretations or inequitable applications of County policies, rules 
and expectations of conduct relative to employee discipline, termination, or workplace 
safety.  The filing of a grievance by an employee shall not reflect unfavorably on the 
employee’s standing, performance or loyalty and shall be without fear of reprisal.  Nothing 
contained herein shall diminish any legal rights an employee may be entitled to under the 
law. 
 
4.91 DEFINITIONS.   
Termination:  a separation from employment by reasons other than resignation, layoff or 
reduction in force.   
 
Employee Discipline:  an employment action that results in disciplinary suspension, with 
or without pay, disciplinary termination, or disciplinary demotion. Employee discipline does 
not include oral reprimands or warnings, written reprimands or warnings, performance 
improvement plans, performance evaluations or reviews, documentation of employee acts 
or omissions, administrative leave or suspension with or without pay, non-disciplinary wage, 
benefit or salary adjustments, changes in assignment, action taken pursuant to an 
ordinance created under s. 19.59(1m), or other non-material employment actions. 
 
Employee:  shall not include employees subject to a collective bargaining agreement 
addressing employee discipline, termination and workplace safety, statutorily appointed 
individuals identified specifically in statute as serving at the pleasure of an appointing 
authority, elected officials, and independent contractors. 
 
Workplace Safety:  shall be narrowly construed and not construed to include basic 
conditions of employment unrelated to physical health and safety. Workplace Safety means 
conditions of employment related to the physical health and safety of employees, as long as 
such conditions are not enforceable under state or federal law, and includes safety of the 
physical work environment, the safe operation of workplace equipment and tools, provision 
of protective equipment, training and warning requirements, workplace violence and 
accident risk. Workplace safety does not include conditions of employment unrelated to 
physical health and safety matters, including, but not limited to, hours, overtime, sick, 
family, or medical leave, work schedules, breaks, termination, vacation, performance 
reviews, and compensation. 
 
4.92 TIMELINES AND GREIVANCES  
Written Grievance Submission:   An employee must file a written Grievance within ten (10) 
working days of the termination, employee discipline or actual or reasonable knowledge of 
the workplace safety issue. The Grievance must be in writing and must be filed with Human 
Resources and with a copy to the department director.  The Grievance shall contain a clear 
and concise statement of the pertinent facts, the dates the incidents occurred, the identities 
of the persons involved, and documentation related to the Grievance in possession of the 
Grievant, all reasons why the actions of the administration should be overturned, and the 
remedy that should be issued. A Grievance alleging a workplace safety issue shall also 
identify the workplace rules allegedly violated, if applicable. 
 
  



Administrative Response:  The Human Resources Manager, or other administrator 
appointed by the County Executive, shall meet with the Grievant within fifteen (15) working 
days of receipt of the written Grievance to discuss voluntary resolution of the Grievance. If 
those discussions do not resolve the Grievance, then the administrative officer shall provide 
a written response to the Grievance within five (5) working days of the meeting. The written 
response shall contain a statement of the date the meeting between the administrative 
officer and the Grievant occurred, the decision to sustain or deny the Grievance, and the 
deadline for the Grievant to appeal the Grievance to an Impartial Hearing Officer. 
 
Impartial Hearing Officer:  The decision of the Administrative Officer shall be final unless 
the Grievant files a written appeal requesting a hearing before an Impartial Hearing Officer. 
The written appeal shall be filed with Human Resources within ten (10) working of the 
Administrative Response. The Impartial Hearing Officer shall file a written response within 
fifteen (15) working days of the close of the hearing. 
 
Appeal for Review:  The non-prevailing party may file a written request for review by the 
County Board within ten (10) working days of receipt of the Impartial Hearing Officer’s 
written response. 
 
Decision of the County Board:  The County Board shall make a decision regarding 
whether or not a meeting will be held within thirty (30) working days of the appeal. A 
decision by the County Board will be made within sixty (60) working days of the filing of the 
appeal unless the County Board extends this timeframe. 
 
Importance of Timelines and Process:  A Grievance will be processed pursuant to the 
established timelines. A Grievant may advance a Grievance to the next step if a response is 
not provided within the designated timeframes. A Grievant may not file or advance a 
Grievance outside of the designated timeframes. The Administration may advance a 
Grievance to the next step at the written request of either the Grievant or the 
Administration. The timelines may be modified by mutual agreement of the Grievant and 
Administration. The failure of the Grievant to follow the timelines and other requirements in 
this policy shall result in the Impartial Hearing Officer not having jurisdiction over this 
matter and shall terminate the Grievance Procedure for that Grievance. The Impartial 
Hearing Officer shall have the authority to determine whether the Impartial Hearing Officer 
has jurisdiction, which may be subject to review by the County Board. 
 
Scheduling:  Grievance meetings and hearings will typically be held during the Grievant’s 
off-duty hours. Time spent in Grievance meetings and hearings will not be considered as 
compensable work time.  Upon mutual agreement the employee and the department head 
of Human Resources may extend or waive any time limits contained in this procedure. 
 
Individual claim:  Any Grievance filed regarding workplace safety must relate to issues 
personal to the Grievant filing the Grievance and may not relate to, without limitation by 
enumeration, safety of property or third parties. A Grievance filed regarding workplace 
safety must be filed by the Grievant claiming he or she has been personally affected by the 
alleged workplace safety violation. 
 
Selection of Hearing Officer:  Following receipt of the appeal requesting a hearing before 
an Impartial Hearing Officer, the Administration shall provide the name of the person who 
shall serve as an Impartial Hearing Officer. 
 
Pre-Hearing Conference and Timelines:  The Administration, Grievant and Impartial 
Hearing Officer shall conduct a pre-hearing conference and select a date for hearing not 
more than forty-five (45) working days from the date of the appeal. The Impartial Hearing 
Officer shall assign dates for preliminary matters that may arise prior to the hearing. 
  



Conciliation:  Prior to the Hearing, the parties and Impartial Hearing Officer may engage in 
conciliation meetings to resolve the dispute. In cases involving allegations of workplace 
safety, the conciliation meeting shall be mandatory and shall occur not more than ten 
calendar/working days after assignment to the Impartial Hearing Officer. The Impartial 
Hearing Officer’s involvement in any conciliation process shall not disqualify the Impartial 
Hearing Officer from hearing the merits of any Grievance unless all parties agree to 
replacing the Impartial Hearing Officer. 
 
Representation:  The Grievant shall have the right to representation during the Grievance 
Procedure at the Grievant’s expense. The representative shall not be a material witness to 
the dispute.  The County Executive, within his sole discretion, may assign responsibilities to 
administer this grievance procedure to the department head of Human Resources, its legal 
advisor, Corporation Counsel, or other administrative officers. Upon mutual agreement the 
employee and the department head of Human Resources may extend or waive any time 
limits contained in this procedure. Nothing contained herein shall diminish any legal rights 
an employee may be entitled to under the law. 
 
Record of Proceedings:  The Impartial Hearing Officer shall conduct the proceedings and 
make a record of the proceedings. Following the issuance of the decision, the record shall be 
provided to the Brown County Human Resources for preservation. 
 
Burdens of Proof and Production:  The Grievant shall bear the burden of production and 
burden of proof. The rules of evidence shall not be strictly followed, but no factual 
conclusions may be based solely on hearsay evidence. Not less than ten days prior to the 
hearing, the Grievant and the Administration shall exchange lists of witnesses and 
documentary evidence that they intend to introduce at the proceedings. 
 
4.93   THE POWERS AND RESPONSE OF THE IMPARTIAL HEARING OFFICER 
 
Written Decision:  After receiving the evidence and closing the hearing, the Impartial 
Hearing Officer shall issue a written decision. The Impartial Hearing Officer may request oral 
or written arguments and replies. The decision shall contain findings of fact, analysis and a 
recommendation. The Impartial Hearing Officer must answer the following question: Based 
on the preponderance of the evidence presented, has the Grievant proven the decision of 
the Administration was arbitrary or capricious? 
 
Powers of the Hearing Officer:  The Impartial Hearing Officer shall have the power to 
sustain or deny the Grievance. The Impartial Hearing Officer shall have no power to issue 
any remedy, but the Impartial Hearing Officer may recommend a remedy. Remedial 
authority shall be subject to the determination and approval of the Administration, and shall 
be addressed by the County Board in the event the Grievance is sustained.  The Impartial 
Hearing Officer may request oral or written arguments and replies. 
 
Written Appeal:  The written notice of appeal shall contain a statement explaining the 
reasons for the appeal and a copy of the Grievance, the Administration’s response to the 
Grievance, and the Impartial Hearing Officer’s response. The written notice may not include 
information that was not presented at the Hearing. The request shall be filed with the 
Chairperson of the County Board and with a copy to the prevailing party. 
 
Record of the Hearing:  Upon appeal of the response of the Impartial Hearing Officer, a 
copy of the record shall be provided to the members of the County Board. 
 
  



4.94   REVIEW BY COUNTY BOARD 
 
Review:  The County Board shall review the record and determine whether a rational basis 
exists for the Impartial Hearing Officer’s decision. The findings of fact of the Impartial 
Hearing Officer shall not be overturned unless clearly erroneous. In the event the County 
Board does not sustain the Impartial Hearing Officer’s decision, then the County Board may 
render a new decision and remedy, request the Impartial Hearing Officer to take further 
evidence, assign an Impartial Hearing Officer to create a recommendation for the Board’s 
review, or hold a new hearing and make an independent decision. 
 
Decision:  All decisions of the County Board involving the Grievance shall be by simple 
majority vote and in writing and filed with the clerk or secretary of the County Board within 
five days of the date of the final decision. A copy of the final decision shall be delivered to 
the Grievant and the Administration.  The County Board’s decision is final and is not subject 
to appeal. 
 
4.102   CONFLICT OF INTEREST.  No County employee shall take any official action 
substantially affecting a matter in which the employee, a member of his or her immediate 
family, or an organization with which the official is associated has a substantial financial 
interest, or has a business interest or outside employment.  No County employee may use 
his or her office or position in a way that produces or assists in the production of a 
substantial benefit, direct or indirect, for the official, one or more members of the official’s 
immediate family either separately or together, or an organization with which the official is 
associated.  Nothing herein shall prohibit an elected official from taking any action 
concerning the lawful payment of salaries or employee benefits or reimbursement of actual 
and necessary expenses, or prohibit an elected official from taking official action with 
respect to any proposal to modify a County or municipal ordinance. 
 
SECTION 2 – This Ordinance shall become effective September 1, 2012. 
 
       Respectfully submitted, 
 
       EXECUTIVE COMMITTEE 
 
APPROVED BY: 
 
 
 
________________________ 
COUNTY EXECUTIVE (DATE) 
 
 
_____________________ 
COUNTY CLERK (DATE) 
 
 
_____________________ 
COUNTY BOARD CHAIR (DATE) 
 
 
Final Draft approved by Corporation Counsel.  
 






















